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Ey-laws, policy and procedutes
5y Leng Chhay

What are BYy-laws? (on statute on constitation)
[t (s a document describing putpoSe and Stuctue of the organization and its wules and
regulations fror operation. It also describes roles and power of Board,

What is a policy?
[t (s a wuitten wule that guides decisions o actions of the Stagh and organization.

What are procedures?
TRey ane bunches of activities/Steps describing fhow a policy is inplemented.

What is a systen?
[t is a set of related activities on elements Hat work/frunction foge%eﬂ.

Examples: An Organization skould Rave (at least):

- Bilaws ot constitution

- Stagpspersomnel policy: can include (but not limited to) salary scale, Gender
policy, NV AIDS policy, Anuti-Corruption policy on conglict of interest policy,
Folicy to promote etfuic minotity, Stagh development policy ete.

- inancial policy or financial Manual

- A wumber of procedutes: grievance procedutes, reCuuitment procedutes, Admin
procedures ete. (Mote: Some procedures are wnitten along with the policy)

- Systens: Example: Appraisal scheme, Mouitoring and Evaluation system, financial
System, Managemem‘ of Infrotmation System etc.
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Why do we need policy and procedutes?
o A basis for organization ot Stagf to make decisions and actions
o Susute conSiStent practice i e organization ( eleryone Sticks to one tule )
o Save timeS and reSources by avoiding case-by-case management
Claniy expectations between Stapf and the organization
Avoid bias and nepotism
Fomote equity and faimess: everyone Sticks to the Same wules
s a Management Tool to cope with organizational growth (please reger to phase of
Organization Development, whick also available on this website)
It is a pat of Govemance: to prevent and Solve Stapf couglicts/issues

Now to develop a policy ¥

Develop TOR gon the policy development

Establisk a working grotp — one bnowledgeable person to lead and coordinate the
work ofr the working grotp O nomally the N Mauagea/aomdmam/z )

Study best practice of experience / theory reganding the policy

Study policies of otfer Sinilar organizations

Consult with relevant stagp and managers (; FOCUS group iSCusSion ol interiew)
White the first dragt of the policy

Submit to Maﬂagemem‘ [eam fok Comments

Froduce ginal diagt

Submit to the Board for approval

HNow Rave you developed your Organizational Folicies so far?
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