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[bookmark: OLE_LINK1]Community Services 
Program, Policy and Procedure Manual

November  2025

Greetings from the Mission Department

Purpose of This Resource Tool
This template is designed to support ministry units in developing or updating program plans, policies, and procedures. These documents establish clear expectations, promote consistent and effective service delivery, and help manage organizational risk. The resource includes examples and references to additional materials relevant to Community Services.

How to Use This Template
Salvation Army officers, staff, and volunteers are encouraged to collaborate to tailor each section to fit their local context. This is a starting point, not a finished product, and requires input from your team to finalize.

Important References
When developing or updating policies and procedures, be sure to consult:
· TSA Operating Policies
· Territorial Finance Manual
· Territorial Abuse Policies and Abuse Prevention Manual
· Territorial and Divisional Human Relations Departments
· Territorial Volunteer Department
You can access these documents through MyArmy.

Community Services Programs
As you develop your own Community Services Program, Policy and Procedure Manual it will be critical for you to have the desired delivery model for all Community Services in mind. 

The chart below provides an overview of the delivery model for all Community Services to follow: (for more information on this model, please see the Community Compass tool)

Overview of Services and Program Delivery (example)
	Crisis Interventions 

Meeting immediate needs
(Transactional) 
	Building Connections

[bookmark: _Hlk207958426]Programs & services that foster relationships and connections

	Lasting Transformation

Supports that create an impact
(Transformation)


	Food bank

	Messy Church
Community Meals

	Pathway of Hope
Alpha Course
Spiritual and Religious Care


The key to this model is to see that it is a journey to transformation (impact), programming may begin with crisis intervention, but they often open a door to developing a connection, building trust, and supporting transformation.
Mission Matters
Community Services must prioritize mission impact by expanding supports that address root causes in our communities. Regular needs assessments, such as the Community Compass, are essential to guide this work.

The Community Compass tool emphasizes smart resource allocation—meaning how we use our people and finances. Ideally, no more than 25% should go toward crisis intervention, 35% should support building connections, while at least 40% should support programs that create lasting transformational impact.

As you develop your program descriptions, reflect on the current level of services and supports and begin to develop a strategy to improve your resource allocation and see greater missional impact.

Assessment Tools and Process
[bookmark: _Hlk205796701]It is not enough to develop program descriptions with program outcomes; it is vital to determine the effectiveness of the program using several assessment tools and processes. These will need to be implemented which will include but not limited to:
· Monthly Staff Meetings
· Monthly Statistical Reports
· Participant/community surveys
· Program participant progress measurements

Community Services Policies and Procedures
As you work through developing your policies talk to your Divisional Human Relations or Area Commander for recommended policies.

If you have any questions or require further support in developing your Community Services Program, Policies and Procedure Manual, please contact the Community Mission Department.	


THE SALVATION ARMY
[Corps Name & Community Services]

Guidance: These templates are provided to assist you as you develop the mandatory policies and procedures for your existing programs/services. Throughout this document, guidance and sample information is given as highlighted text – add or delete what reflects your location.

The Salvation Army Canada and Bermuda Territory Mission Statement
The Salvation Army exists to share the love of Jesus Christ, meet human needs and be a transforming influence in the communities of our world.

The Salvation Army Canada and Bermuda Territory Vision Statement
We are an innovative partner,
mobilized to share hope wherever there is hardship,
building communities that are just and know the love of Jesus.

The Salvation Army Canada and Bermuda Territory Values
Hope: We give hope through the power of the gospel of Jesus Christ.
Service: We reach out to support others without discrimination.
Dignity: We respect and value each other, recognizing everyone’s worth.
Stewardship: We responsibly manage the resources entrusted to us.

Land Acknowledgement
A Land Acknowledgement is an important step in the journey of reconciliation. Through the process of researching and writing a land acknowledgement you learn about the history of Indigenous-Settler relations in the place you are currently situated. 
Please record your Land Acknowledgement:

If you do not have a land acknowledgement, please click the link below to request a "Creating a Land Acknowledgement" workshop: 
https://salvationist.ca/indigenousministries/training/request-a-workshop/ 

Program Descriptions
Below are SAMPLE program description templates for recommended Community Service programs. The templates let you customize program descriptions to show how your Ministry Unit delivers and evaluates each program.

You’ll also find a blank template in the Appendix to add new programs to the manual.
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Crisis Interventions
Meeting immediate needs (Transactional)
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	Program Description

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Programs & Services
	Revised
	

	
	Food Bank Services
	Reviewed
	

	
	Type of Food Bank Service
	see appendix for food bank definitions


[Please customize with your local information]
FOOD BANK SERVICES
Program Description:
The Salvation Army Corps Name will provide through the Community Services a range of assistance services, which provide a local response to the needs of individuals and families and reflects the mission statement. 
The Salvation Army is often the place of “last resort” for those in need. It is intended that our services will assist the individual/family with food provision for 3 days to relieve the individual/family of the immediate emergency and hope to start building a relationship to further assist with their needs.
Intended Program Outcome:
· Clients immediate food provision needs are met
· Clients are connected/referred to other services, as needed
· Partnerships developed and/or enhanced with local organizations through relevant referrals
· Any other required evaluation outcomes by funders/contractual organizations
· Include any requirements from funders/contractual organizations
Outcome Evaluation:
· Reports will be run on a quarterly basis to assess how Food Bank clients have been assisted beyond immediate food provision. 
· Include what referrals have been made or how a further relationship has been established.
· Any client who has accessed Food Bank 3 months consecutively will be approached for their need or desire for further resources/case management.
· Program evaluation will take place through an annual Participant Survey to assess their experience and determine further needs for future program development.
Intake Procedures:
· Indicate when the Food Bank will be open: Days and hours of operation
· Include how appointments are to be made or if you operate on a first come first served basis.
· Information needs to be documented in the Link2Feed including; 
· client name, address, # family members
· documentation supporting the financial need for assistance
· date of assistance, type of assistance given
Amount of assistance given:
· Itemize what quantity of assistance will be given based on the size of family to be served
· Itemize what will be given in an average food hamper

[bookmark: OLE_LINK2]How food is distributed:
· 
Resources:
· salvationist.ca/community-services/food-bank-standards/resources/ (sign-in with MyArmy)
· Food Bank Definitions (see appendix)
· Food (see policy & procedure section)
Appendix:
Please list any agreements or contracts untertaken, and upload onto the relevant database.



Signature: Corps Officer/Community Services Officer
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Building Connections
Programs & services that foster relationships and connections
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	Program Description

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Programs & Services
	Revised
	

	
	Messy Church
	Reviewed
	


[Use this template to include additional program descriptions]
MESSY CHURCH
Program/Service Description:
Messy Church is a form of church for all ages together that involves creativity, celebration and hospitality. People come together to discover Jesus through eating, playing and worshiping together in a more informal and approachable way.  Church, but not as you know it!  A Messy Church usually meets once a month and includes a warm welcome, an hour of fun and interactive activities exploring the biblical theme, a short, gathered time with story, song and prayer alongside a sit-down meal for everyone.  The values of Messy Church are being Christ-centred, All-age and emphasize Celebration, Creativity and Hospitality.  

Intended Program/Service Outcomes:
· Serves as a warm introduction to a community of faith for families all ages, especially for people who are unable to participate in the traditional Sunday morning worship service 
· Creates a low-barrier community outreach opportunity building friendships around a shared meal and conversations about faith
· Builds intergenerational connections between participants and volunteers of all ages
· Parents or grandparents stay with their children throughout the program; it is a family adventure shared together
· Encourages a multisensory approach that crosses language barriers, encouraging newcomers and English Language learners to feel welcome 
· Cultivates an inclusive atmosphere for folks of all abilities or neurodiversity to participate and belong
Outcome Evaluation:
· Increasing numbers of community families participating in the life of the church
· Increasing opportunities for the whole family to explore faith, build discipleship and serve others outside of the traditional Sunday morning service
· Feedback can be gleaned from participants after each event, seasonally or annually throughout the year
Procedure:
· Plan for a 2-hour time frame, once per month, usually including the meal with the second half.  You could also begin simply with once per quarter or other frequency that better meets your needs.  Saturday morning, afternoon, evening or a weekday evening tends to work well.  
· Monthly themes, scripts for Bible stories, sample activities, song suggestions, meal and discussion ideas are available for purchase and are released annually through BRF Ministries in the UK. https://www.messychurch.brf.org.uk/
· Some ideas are adaptable for outdoor worship “Messy Church goes Wild” or take home activities “Messy Church at Home”
· Advertise with flyers in your community.  Many people are curious about the name “Messy Church” because it catches their interest when compared to how they may stereotypically picture a church service to be.  You can offer the whole experience for free or ask for a nominal donation per family.  
· It’s helpful to have people register their intention to attend either a week ahead or at least 2 days ahead of time to properly prepare the monthly meal, set up your space and ensure sufficient supplies for crafts and other activities
· Grow your volunteer team (6-10 people) or engage staff with opportunities to prepare and serve the monthly meal and also to prepare and host the activity stations, lead the celebration time songs or share in telling the Bible Story.
· Follow up with those who attend and invite them to participate in other activities that the church offers including camping ministry, youth groups or Bible Studies.  
Resources:
· Support is available by connecting with Messy Church Canada on social media or at https://messychurch.ca/   Monthly online planning meetings are available.



Signature: Corps Officer/Community Services Officer
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	Program Description

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Programs & Services
	Revised
	

	
	Community Meal
	Reviewed
	


[Please customize with your local information]
COMMUNITY MEAL
Program Description:
A community meal is provided to individuals and families each Thursday from 5:00 – 6:30pm. Community meals provides nutritious meals in an environment that creates a sense of dignity for the clients. This will also help families socialize with others and help build community. Community meals provide an opportunity for our church congregation to be involved in practical service.

Intended Program Outcomes:
· Participants receive a nutritious meal 
· Participants are referred/connected to other services/programs, as needed
· Participants become connected with the church and a sense of community is built
· Include any requirements from funders/contractual organizations
Outcome Evaluation:
· Program evaluation will take place through an annual Participant Survey to assess their qualitative experience, outcomes achieved and any areas for program development.
· Program review will take place once every three years and identify any trends amongst those accessing these services in order to adjust services and determine program efficacy.
Procedure:
· Identify your target group for the community meal
· Establish a team of volunteers to participate in this program
· Team activities could include: Menu planning/shopping, food preparation, set-up, hospitality, and clean-up.
· At least one member of the food preparation team must have the Food Safe certificate.
· If a cost is associated with the meal, correct handling of funds must be observed.
Appendix:
Please list any agreements or contracts untertaken, and upload onto the relevant database.



Signature: Corps Officer/Community Services Officer
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Lasting Transformation
Supports that create an impact (Transformation)
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	Program Description

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Programs and Services
	Revised
	

	
	Pathway of Hope
	Reviewed
	

	
	Name of POH Specialist
	


[Please customize with your local information]
PATHWAY OF HOPE
Program Description:
Pathway of Hope is a high impact strengths-based case management approach to providing targeted services to people with a desire to take action to break the cycle of crisis and vulnerability. It focuses on identifying and addressing root cause issues for people living in poverty, and intensive individualized supports are offered for participants to achieve short- and long-term goals. Pathway of Hope is a social services expression of community engagement and provides a way in which we intentionally build relationships with people and strengthen our communities.

Intended Program Outcomes:
· Increased stability and hope experienced by participants
· Reduction in the number of barriers faced by participants
· The achievement of self-determined goals by participants
· Decrease in usage of emergency services (less recidivism)
· More effective use of community resources
· Positive intergenerational impact (increased economic sufficiency)
Outcome Evaluation:
· Weekly case conferences will take place to discuss care plans, goal progression and any barriers or other concerns.
· Exit Surveys are also conducted upon the successful completion of Pathway of Hope.
· Reports can be scheduled and generated periodically, as needed, to track the outcomes listed above within the Link2Feed platform. 
· Customized reports for specific Ministry Units can be developed to showcase key outcome measures—such as hope and stability. These reports can be used to promote the initiative and can be shared with community agencies, local governments, and potential funders or donors.

Procedure:
Personnel working in community ministries are to continuously work to identify prospective Pathway of Hope participants. Pathway of Hope should be presented in a relational way giving consideration to both personal readiness and the practical aspects of involvement. Traditional recruitment instruments such as brochures and posters may also be used.
Pathway of Hope supports the mission of The Salvation Army through intentional integration of both casework and spiritual care. Each step of the process is supported with tools for use in service delivery with participants. Specific procedures can be obtained from the following:
· The Pathway of Hope Canada and Bermuda Client Tools Manual 
· The Pathway of Hope Canada and Bermuda Spiritual Care Guide

The ministry unit employs a team approach in the delivery of Pathway of Hope. This team includes team lead, a caseworker, spiritual care representative, and other support team members. In addition, the ministry unit regularly involves the division and THQ Pathway of Hope Specialist to ensure ethical and mission delivery of services.


Signature: Corps Officer/Community Services Officer
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	Program Description

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Programs & Services
	Revised
	

	
	Alpha Program
	Reviewed
	


[Use this template to include additional program descriptions]
ALPHA PROGRAM
Program Description:
Alpha is a welcoming, discussion-based program that introduces participants to Jesus Christ and the basics of the Christian faith. It is not a Bible study, but rather a ministry tool designed to be interwoven into the DNA of the Ministry Unit as part of its mission to evangelize and make disciples. Alpha creates a relaxed, non-judgmental space where people can explore life’s deepest questions and encounter the message of Jesus. Typically run over a series of weekly sessions, each gathering includes a short video presentation, small-group conversation, and a meal or light refreshments. No prior knowledge or commitment is required—just an openness to explore who Jesus is and why He matters today.
Rhythms and familiarity takes time. And so, it is strongly encouraged that if Alpha is offered, it should be run for more than one session to help establish vision, rhythm, and alignment with the life of the Ministry Unit.

Intended Program/ Service Outcomes:
· Encounter with Jesus – Provide participants with an opportunity to hear the message of Jesus, His life, death, and resurrection, and what it means to follow Him.
· Faith Exploration – Introduce participants to core Christian beliefs, inviting them to consider their own spiritual journey with Christ.
· Open Dialogue – Create a safe space for honest questions, respectful discussion, and personal reflection on Jesus and faith.
· Community Building – Foster meaningful connections marked by Christlike welcome, hospitality, and belonging.
· Personal Growth – Encourage participants to reflect on life, purpose, and spirituality in light of Jesus’ teaching and example.
Outcome Evaluation:
· Alpha Feedback Forms (Optional) – Use Alpha’s official participant surveys to gather reflections on learning about Jesus, comfort levels, and overall experience.
· Facilitator Observations – Record notes on group engagement, questions raised about Jesus, and overall participation.
· Attendance Tracking – Monitor trends in participation and retention. Use this to check in on those who may have missed certain sessions.
· Stories & Testimonies – Collect voluntary participant stories that highlight how lives are being impacted by Jesus through Alpha.
Program Procedures:
· Prayer, Team Building & Preparation – Begin by forming an Alpha team from within your congregation. This is why it helps to run Alpha internally first—to build a committed core group. Select team members who are gifted in hospitality, encouragement, and dialogue, not necessarily in theology. Register your course on Alpha’s website to receive materials and support. As a team, complete the Alpha Team Training, which is critical and foundational for running a successful course. Pray regularly together as a team for participants and the ministry, but follow Alpha’s guidance by not introducing prayer into the sessions until later in the course. Prepare the gathering space, refreshments, and AV equipment for the video presentation. Consider any additional practices you may need to consider unique to your ministry unit (e.g. childcare, meal service, partnership with other churches).
· Welcome & Sign-In – Greet participants and provide name tags and materials.
· Video Presentation – Share the Alpha film series or chosen video (e.g. Alpha Youth). It is encouraged to remain consistent with the recommended schedule outlined in your MyAlpha home page.
· Small Group Discussion – Break into groups for open conversation, creating space for participants to share honest thoughts and questions about Jesus, guided by trained facilitators. Remember: It’s not about winning the argument, it’s about winning the person for Jesus.
· Wrap-Up & Next Steps – Share upcoming session topics, optional resources, and opportunities to continue learning about Jesus and growing in faith.
· Cleanup & Debrief – Staff and volunteers reflect briefly on the session, pray together in Jesus’ name, and prepare for the following week.
Best Practices:
· Run Alpha with your congregation first – Before launching publicly, run Alpha within your own congregation to help leaders and volunteers encounter Jesus through the experience. This also allows you to build and train your initial team. Ensure your Leadership Team is on board, so the vision and rhythm of Alpha is embraced at every level of leadership.
· Leadership involvement is essential – Alpha is a ministry of the whole corps, and it is important that the corps officer is actively engaged. While your Community Services may play a key role in hosting or supporting Alpha, it should not be something launched independently. When officer leadership and the whole corps family are involved, Alpha has the greatest impact and becomes part of the MU’s ongoing mission.
· Prayer is central – Cover every aspect of Alpha with prayer, asking Jesus to transform lives through His Spirit.
· Stay connected – MUs offering Alpha are encouraged to contact THQ Corps Mission Department for support, training, and coaching.



Signature: Corps Officer/Community Services Officer
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	Program Description

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Programs & Services
	Revised
	

	
	Spiritual & Religious Care
	Reviewed
	


[Please customize with your local information]
SPIRITUAL & RELIGIOUS CARE
Program Description:
· Spiritual & Religious Care will be organized as an integral part of the programs and services provided by this ministry unit
· Officers, Employees and Volunteers will be committed to the mission of The Salvation Army when it comes to being a transforming influence in our community
Intended Program Outcome:
· An increase in attendance at Worship, Bible Studies and other Spiritually focused activities
· Participants are referred/connected to the Corps’ church service and other services/programs as needed
· Engaging with clients to determine whether they are open to discussing spiritual matters and following up appropriately.

Outcome Evaluation:
· Program evaluation will take place annually through examination of attendance at above mentioned activities and annual surveys to assess the qualitative experience of participants, outcomes achieved and any areas for further development.
· Program review will take place once every three years and identify any trends amongst those accessing these resources in order to adjust services and determine areas for growth.
Procedure:
· Officers, Employees and Volunteers will understand and promote the mission by being aware of what Spiritual services are offered within The Salvation Army in this community
· A list of services offered will be available to everyone who enters the building by way of a poster, brochure or pamphlet so to identify Worship services and spiritual care offered by The Salvation Army in this community. 
· Examples:
· Spiritual Care:
· Pastoral Counseling / Bible Studies / Sunday Morning Worship
· Bible Reading/Devotionals in programs such as:
· Community Meals/Soup Kitchen / Mom’s & Tot’s / Women’s Ministries
· Brochures/Pamphlets can be shared in the following way
· Hampers/Food Bank / Handed out at Thrift Store or CS / Posted on Walls



Signature: Corps Officer/Community Services Officer 
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Policy & Procedures 
Below are SAMPLE policy and procedure templates for recommended Community Services.
The templates let you customize your policy and procedures for your Ministry Unit.
You’ll also find a blank template in the Appendix to add additional policies and procedures to the manual.
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	Policy & Procedure

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Policy – Emergency Plan
	Revised
	

	
	
	Reviewed
	


[Please customize with your local information]
Emergency Plan
Policy:
An emergency is defined as an event that extensively disrupts or destroys infrastructure, services, or scheduled activities. The event can be from internal sources (loss of heat) or external sources (power outage). Examples include, but are not limited to:
· Fire
· Flood
· Gas leak
· Prolonged power outage
· Loss of heat
· Hazardous chemical spill
· Bomb threat
· Extreme weather conditions
· Crime/Threat
A hazard is defined as any incident from which human life and property must be protected (chemical spill). A disaster is usually an event that is widespread and has the potential to affect human life and property on a large scale (tornado, hurricane).
Procedure:
All employees are to be trained in evacuation procedures during the first month of hire. Emergency Evacuation (Fire) Drills are to be conducted regularly. The responsibility for this will be rotated amongst the staff in order to provide hands on experience to each staff person.

General Emergency Response:
If an emergency occurs, react in a calm manner and use common sense.
· Call 911 and report the emergency
· Once help arrives, follow the instruction of emergency services 
· Make a general announcement over the PA system (if available) 
· If the emergency occurs near you, check for injuries – you and others (tend to your own well-being first). Provide first aid if you are trained to do so until help arrives
· Check for damage using a flashlight. Do not light matches or candles or turn on electrical switches. Check for fires and other hazards
· Sniff for gas leaks. If you smell gas or suspect a leak, get everyone outside quickly
· For facility evacuation, the assembly area is the parking lot. For long term displacement, assembly points will be determined, depending on availability and the location of the disaster
Specific Emergencies:
Building Collapse/Significant Structural Damage
· Remain calm and leave the building as soon as it is safe to do so
· If leaving is not possible, protect yourself by getting under a table or counter and curl up with hands covering your head. Stay in this position until help arrives
· Cover mouth and nose with a cloth or piece of clothing to protect from dust and debris
· Remain as still as possible to avoid disturbing dust and debris
· Use flashlights only. Do not use anything with an open flame
· Tap on walls or pipes to alert people to your location. Shout as a last resort
· Wait for help to arrive
External Flood
· If able, turn off all electricity and gas valves
· Remain indoors and move objects away from the flooded floors/area 
· Stay out of and away from flooded area and areas that could flood
· Move all persons to higher ground
Internal Flood
· Move all persons out of the area
· If possible, turn off sources of water
· Stay away from power sources – outlets, etc.
· Do not walk through flowing water. If you walk in standing water, use a pole or stick to ensure secure footing
Bomb Threat
The bomb threat procedure should be initiated immediately when there is a reasonable cause to believe a bomb or explosive device may be located anywhere in the vicinity of Evangeline Residence.
· If a suspicious article is found, immediately notify management of the location and description. Do not touch the object. Evacuate all people from immediate area
· Evacuate the building and proceed to the designated Assembly Point
· The staff person that first became aware of the need for services is to call 911 
· If onsite, the Director, or other management person, is responsible for greeting the Emergency Response Unit. 
Hazardous Materials Accident
External
· Stay upwind of the spill area. Watch where you walk
· Leave the accident area and keep others away from the area. Do not attempt to clean up the chemical spill 
· Listen to authorities and follow their instructions


Internal
· If a corrosive or toxic chemical comes in contact with skin, immediately flush the affected area with water for at least 15 minutes, then as soon as possible call 911 and notify management
· Do not attempt to clean up a chemical spill unless you are trained and have the proper protective equipment
· Evacuate the area when there is possible danger of harmful or flammable vapors. Notify others in your immediate area to evacuate. Initiate the fire alarm when necessary
· To increase ventilation to the affected area, call HVAC (Environmental Services). If possible, control access to the spill-affected area by closing doors
· Check those involved for adverse medical symptoms (shortness of breath, fainting, etc.) and request immediate medical attention as appropriate by calling 911
· Evacuees should remain in the designated safe area until the person in charge indicates that it is safe to return to the affected area
Blizzard/Ice Storm
· Check with your supervisor regarding hours of operation
· In the case of power outage use flashlights only – DO NOT USE ANYTHING WITH AN OPEN FLAME
Power Outage/Failure
· Remain where you are, listen for, and follow instructions
· Turn down the thermostat to a minimum and turn off all electrical appliances, electrical equipment and tools to prevent injury, damage to equipment and building
· If necessary, use flashlights. DO NOT USE ANYTHING WITH AN OPEN FLAME OR THAT REQUIRES GAS. DO NOT USE CHARCOAL OR GAS BARBECUES, CAMPING OR HEATING EQUIPMENT OR HOME GENERATORS INDOORS
· If instructed to evacuate, move cautiously to the nearest exit and proceed to the assembly area (parking lot) and wait there
Earthquake
Structural Damage
· Remain calm
· DROP, COVER & HOLD
· Stay inside and stay away from windows and doorways, hanging objects, filing cabinets, bookcases, electrical appliances and outlets
· Be prepared for an after shock
· Seek shelter under large desks, counters
· Protect your head and neck
· Stay out of vehicles
· Stay away from power sources, downed power lines, electrical wires
Structural Collapse
· Leave the building if possible, only after debris has stopped falling and move to assembly area (parking lot) and wait there
· Be prepared for after shocks
· Listen for and follow evacuation orders from authorities and follow their instructions
· Do not move seriously injured persons unless they are in danger
· Open doors carefully
· Watch for falling objects
· Do not use matches or anything with an open flame – this includes cigarette lighters
Tornado
· Go to the basement immediately. Lie flat or crouch on the floor in an inner hallway away from windows and doors
· Wait for instructions from authorities and follow their instructions
Building Break-in
· Call 911 immediately to report a suspected break-in. Inform them of the area where you suspect someone is trying to break into the building.
· Do not leave the building to investigate. Wait for help.
· If an intruder is in the building, do not confront them. Move to a safe location
· Follow the instructions of emergency personnel
· Complete a full incident report of the event
Fire 
· Call 911 immediately and report the fire
· If the fire is small, use a fire extinguisher to put out the flames
· If necessary, activate the fire alarm 
· Call 911 immediately and report the fire
· Alert all persons, staff and participants/clients
· Evacuate the building and gather all staff and participants/clients at the assembly point
· Perform a head count 
· Do not return into the facility until the Fire Department gives the all clear to return
First Aid/CPR
· Only staff or volunteers that are currently certified should assist other staff or participants/clients with basic first aid. The Good Samaritan law – to the extent of their training/certification
· Call 911 if medical condition is more than basic first aid and if CPR is needed 
· Certified staff and volunteers should perform lifesaving procedures (but not outside of the scope of their training) until professional medical help arrives

Appendix:
Please list any agreements or contracts untertaken, and upload onto the relevant database.



Signature: Corps Officer/Community Services Officer
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	Policy & Procedure

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Policy – Providing Services Outside the Ministry Unit
	Revised
	

	
	
	Reviewed
	


[Please customize with your local information]
PROVIDING SERVICES OUTSIDE THE MINISTRY UNIT
Policy:
[Name of Ministry Unit] provides accompaniment support for participants in connecting with community services, and also engages in home visiting. The intention is to improve community integration and quality of life. This policy sets the framework for supporting the safety of both team members and participants. Staff are expected to use judgment and assess and minimize risk when providing services out in the community.
[Name of Ministry Unit] does not assume any responsibility for loss of property or injury to anyone riding in a vehicle operated by personnel or volunteers. Personnel are encouraged to use a program vehicle rather than a personal vehicle when available (PY 07.001 Commercial Vehicle Operation). Reference the Commercial Vehicle Operation policy for more information.
Procedure:
Check-In Procedure – Mobile Personnel
· Prior to venturing into the community, the staff person communicates the following information to their supervisor:
a) Where they are going
b) The name of the participant they are accompanying or visiting
c) What time the staff person will check back in with the supervisor
· When staff have plans to be out in the community for the full day, they share their plans with their Supervisor at the beginning of the work day, including the names of the participants they are accompanying or visiting and where they are going to be at various times.
· The staff person contacts their Supervisor throughout the day to confirm any significant changes in plans.
· The staff person contacts their Supervisor immediately before entering and immediately after leaving a new or unfamiliar place or a challenging situation.
· The staff person takes steps to keep safe, including bringing another [Name of Ministry Unit] staff member along or a staff member from a partner agency who is part of the participant’s “circle of care.” Members in the participant’s “circle of care” have received written consent from the participant to share information relating to the participant’s case plan with each other.
· Consider the Threat to Personal Safety Policy, as applicable.
· [bookmark: _1.2._Admit_the]The staff person follows up with their Supervisor at the end of their shift to report arriving safely back.

Check-In Procedure – Supervisor
The Supervisor responsible for overseeing the work of personnel who travel out to the community to work with participants are responsible for ensuring the following information is available and up to date:
· The [Name of Ministry Unit] vehicles schedule (when applicable).
· Personnel contact information (including cell phone and home phone numbers).
· The make, model, colour, and licence plate information for the personal vehicles of personnel and volunteers who use their personal vehicles to meet with participants in the community.
· Emergency contact information for personnel and volunteers.
If the person does not check in as expected, the on-duty supervisor calls the person’s cell phone:
· If the person does not respond to the call to their cell phone, the supervisor calls the person’s home phone number. If there is still no answer, the supervisor calls the emergency contact person’s number.
· If the team member has not been located using these methods, the supervisor calls the police to report the situation. The supervisor reports the information regarding the vehicle the person is driving (when applicable).



Signature: Corps Officer/Community Services Officer
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Community Services Program, Policy and Procedure Manual	2 | Page
[Operating Resource Template – Appendix A]
CLIENT RIGHTS:

· The right to prompt and courteous treatment
· The right to be treated with dignity and respect 
· The right to access services in a clean, safe, and professional environment
· The right to obtain information on the services and programs available 
· The right to have questions and concerns addressed in a prompt and respectful manner
· The right to a complaint, grievance, and appeal process
· The right to provide input on policies and services
· The right to request and receive information on spiritual care services

[image: A red shield with white text  AI-generated content may be incorrect.]


Blank Program Description Template:
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	Program Description

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Programs & Services
	Revised
	

	
	
	Reviewed
	


[Use this template to include additional program descriptions]
NAME OF PROGRAM
Program/Service Description:

Intended Program/Service Outcomes:
· Include any requirements from funders/contractual organizations

Outcome Evaluation:
· Include any requirements from funders/contractual organizations

Procedure:
· 
Appendix:
Please list any agreements or contracts untertaken, and upload onto the relevant database.


Signature: Corps Officer/Community Services Officer



BLANK POLICY & PROCEDURE FORM:
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	Policy & Procedure

	
	
	
	Date

	
	Community Services
	Effective
	

	
	Policy – 
	Revised
	

	
	
	Reviewed
	


[Use this template to include additional policies and procedures]
POLICY TITLE

Policy:

Procedure:

Appendix:
Please list any agreements or contracts untertaken, and upload onto the relevant database.



Signature: Corps Officer/Community Services Officer














Definition of TSA food support programs:
Purpose:
To provide clarity and understanding of the different types of food support services TSA provides.
Definitions:
	Type of Support
	Type of MU 
	Requirements

	Accredited Food Bank
	- Corps-based Community Services 
- Social Mission with Community Services
	The TSA MU is an accredited member of provincial food bank association/Food Banks Canada (FBC) and is identified as the main food bank for their community, with posted hours of operation. 
Sample of FBC National Standards of Excellence with standard in brackets. ()
· Adheres to FBC Ethical Food Banking Code (4.01)
· Uses Link2Feed and has informed consent. (4.11,4.03)
· Provides client with no-cost food access with personal choice, with good food quality and feasible amount of food. (4.05, 4.06, 4.07, 4.08)
· Provides welcoming environment with private area to conduct client intake. (4.09)
· Records weight of food acquired. (6.03)
· Has identified food safety risk, adheres to the required standards and has staff trained in food safety. (6.04, 6.05, 6.06, 6.07)

	Food Support Service
	- Corps-based Community Services 
- Social Mission with Community Services
	The TSA MU is not a a member of the provincial food bank association and operates a small food support service.
· Uses Link2Feed and has informed consent.
· Provides welcoming environment with private area to conduct client intake.
· Maintains food safety and has staff trained in food safety.
· Has regular inspections by health unit and pest control services.
· Provides client with no-cost food access, may have personal choice.

	Emergency Food Support
	- Corps
- Corps based Community Service 

	The TSA MU does not operate an organized food support service but provides limited support on an emergency basis to those in crisis.
· Does not have record client information or informed consent.
· Limited selection and quantity.




	
	
	



image3.png




image4.png




image5.png




image1.png




image2.png




