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ORG 4 – Leadership/Governance

Effective Date:
Last Date Revised: September, 2014

Policy
AbleNet provides leadership/governance so that the organization is governed and managed in a manner that promotes continuity and responsibility and is accountable for the organizations operations.  
The Company has a Board of Directors with decision-making responsibility, legal authority and decision making to provide effective leadership for the company.    A middle management tier has been created to monitor the day to day activities to ensure continued success and accountability. 
The duty of the Board of Directors is to oversee that the organization’s mission and objectives are carried out in a manner that is timely and compliant with all applicable laws and regulations and is accountable for establishing and implementing management and operational policies and procedures for the Company.  Quarterly  board meetings allow the Board to perform leadership functions, with the authority, responsibility, and accountability to direct the organization and its key activities and operations.
Monthly management meetings and adhoc meetings with the middle managers provide structure for ongoing communication amongst the various divisions of the company to ensure continuity. Meeting notes are typed and reviewed weekly to ensure follow up.  Appropriate information is then communicated to other members of the team as appropriate to help facilitate governance and leadership.
Procedures:
In addition to the above items, we also have in place a Code of Expectations which allows our employees to participate in and facilitate our governing process.
As managers, we:
· can leave our jobs for three weeks (with no contact) and when we return the business will have been running smoothly, and we will agree with every decision that was made in our absence because:
· employee expectations are clear
· business beliefs and assumptions are embraced
· rationale for all key decisions are known by employee
· employees are trained and empowered to not only do their specific job functions, but to problem-solve and make good decisions as team members of the whole organization
· employees are given frequent positive and constructive feedback on their performance.
· work for the employees we supervise because:
· we supply employees with the tools they need to most effectively do their jobs
· we acknowledge employee's requests and respond to them in the time frame requested.
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As employees, we...
· exceed our customer's needs and expectations because we:
· pursue an understanding of those needs
· acknowledge and address customer frustrations
· go beyond our specific job descriptions to serve customers
· challenge inefficient systems that fail to accommodate customer needs
· identify and eliminate negative attitudes and judgments about customers that hinder job performance and service
· create innovative ways and project a positive attitude commit to personal and professional growth because we:
· pursue education both internally and externally
· make continuous improvement every day
· challenge other's assumptions without personal judgment of them or us
· request clarification of goals to maximize performance
· seek the necessary information to make the best possible decisions
· work to build cohesive, effective and joyful relationships and teams throughout the organization.
Talk to Us
We are committed to providing the best possible climate for maximum development and achievement of goals for all employees. Our practice has always been to treat each employee as an individual. We have always sought to develop a spirit of teamwork; individuals working together to attain a common goal. In order to maintain an atmosphere where these goals can be accomplished, we have provided a workplace which is comfortable and progressive. Most importantly, we have a workplace where communications are open and problems can be discussed and resolved in a mutually respectful atmosphere taking into account individual circumstances and the individual employee. We firmly believe that by our communicating with each other directly, we can continue to resolve any difficulties that may arise and develop a mutually beneficial relationship. We encourage you to bring your questions, suggestions and complaints to any one of the department managers. Careful consideration will be given to each of these in our continuing effort to improve operations. Your suggestions and comments on any subject are important to us so we encourage you to take every opportunity to discuss them with us. Your job will not be adversely affected in any way because you choose to use this procedure.
Confidential Information
There is information about AbleNet and about our products that is proprietary and must be held strictly confidential. Information is confidential if it is critical to our competitive advantage or is not publicly known. People often call AbleNet for information about our company and our products. Our inclination is to be helpful, to help the public --- customers, suppliers, students, parents and professionals --- get an accurate picture of our operation without divulging sensitive information. Every employee has the responsibility of knowing what can and cannot be shared.

Use the list below to help you decide whether or not you can share certain types of information. Feel free to share information listed in the Acceptable column. If a request for information is not listed in the Acceptable Information list, or for any reason you are unsure, contact any member of the management team.
Acceptable Information
· General description of our business
· Annual revenues
· Annual growth rate
· Rough approximation of number of units sold
· Size of the market we serve
· Number of AbleNet employees
· General business philosophy
Unacceptable Information (Confidential)
· Information that breaks out segments of our business
· Revenue per product
· Exact figures about the number of units sold of any one product
· Information about any product during its design or patent state
· Descriptions about how we approach any market segments
· Customers and supplier information
· Internal operational processes (IT, billing, accounting, leadership decision making…etc.)
· Employee related information
· Internal policies & procedures
· All financial information (statements, analysis reports, projections…etc.)
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