Polk County Positive Behavior Support (PBS) Network

Storage of Documents

Policy and Procedure

Purpose:  The Polk County Positive Behavior Support Network is a multi-agency collaboration.  The Network generates multiple documents; some that may undergo  revisions and approvals (by-laws, policies and contracts), others that document the evolution of the Network (Board meeting notes, strategic plans, and annual reports).  There are also educational materials, newsletters and forms.   This policy clarifies the storage and distribution of documents on behalf of the PBS Network.

Policy:  Polk County Positive Behavior Support Network will manage a system for maintaining and dispersing Network documents.  

Procedure:  The Webmaster is responsible for obtaining and/or creating necessary documents, uploading them to the PBS Network website, and removing outdated or inaccurate documents from the website.  All removed documents will be maintained in electronic form by PCHS.
Documents include but are not limited to the following items:

· Strategic plans: including updates

· Annual reports

· Current Bylaws

· Mission, Vision and Values statement

· Forms 

· Fidelity tool form

· Fidelity tool: completed assessments

· Program budget

· Board and Committee minutes and agenda

· Quality outcome data and reports

Master member contract form, signed member contracts, and conference materials including feedback summaries will be maintained by PCHS.

Responsible Party:  Polk County Health Services, Webmaster
Approved: PBS Network Board
Date Created:  1/2/10
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