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Policy
Family First Homecare is committed to maintaining a clear and effective structure of organizational authority. This policy defines lines of authority, delineates responsibilities, and establishes a chain of command to ensure accountability, consistency, and efficient decision-making across all levels of the organization.

Procedure
1. Purpose of the Policy
· Clarity: 
· Define roles, responsibilities, and reporting relationships within the organization.
· Accountability: 
· Ensure that all employees understand their responsibilities and to whom they report.
· Efficiency: 
· Facilitate effective decision-making, communication, and problem resolution.

2. Scope
· This policy applies to all employees, contractors, volunteers, and supervisors of Family First Homecare.
· It encompasses all functional areas, including client care, administration, and operations.

3. Organizational Structure
A. Hierarchical Design
· Family First Homecare operates under a hierarchical structure to streamline reporting and decision-making processes.
B. Key Levels of Authority
1. Board of Directors/Owners: 
· Provide strategic oversight and establish organizational goals and policies.
2. Executive Leadership (e.g., CEO/Administrator): 
· Oversee day-to-day operations and ensure alignment with strategic objectives.
3. Department Heads/Managers: 
· Manage specific areas of responsibility, such as clinical services, human resources, and compliance.
4. Supervisors: 
· Provide direct oversight of employees delivering services or performing operational duties.
5. Frontline Staff: 
· Execute tasks and responsibilities as outlined in their job descriptions.
C. Chain of Command
· Employees should follow the established chain of command for reporting concerns, seeking guidance, or escalating issues.

4. Roles and Responsibilities
A. Executive Leadership
· Develop and implement organizational policies and strategies.
· Approve budgets and allocate resources to achieve objectives.
· Communicate key decisions and changes to department heads and staff.
B. Department Heads
· Translate organizational goals into actionable plans within their departments.
· Monitor departmental performance and address issues promptly.
· Provide training, guidance, and support to supervisors and staff.
C. Supervisors
· Oversee daily operations and ensure compliance with organizational policies.
· Address employee concerns and escalate issues when necessary.
· Serve as the primary point of contact for frontline staff.
D. Employees
· Fulfill assigned responsibilities in accordance with job descriptions and policies.
· Report issues or concerns to immediate supervisors.
· Contribute to a collaborative and respectful work environment.

5. Communication and Decision-Making
A. Vertical Communication
· Employees must communicate through the appropriate chain of command for efficiency and accountability.
B. Decision-Making Authority
· Decisions should be made at the appropriate level of authority based on the nature and scope of the issue.
· Issues requiring higher-level decisions should be escalated promptly.
C. Exceptions
· In emergencies or situations requiring immediate action, employees may bypass the chain of command but must report their actions to the appropriate authority as soon as possible.

6. Monitoring and Compliance
A. Organizational Chart
· Maintain an up-to-date organizational chart to reflect current roles, responsibilities, and reporting relationships.
· Distribute the chart to all employees during onboarding and after any significant structural changes.
B. Performance Reviews
· Assess adherence to lines of authority during performance evaluations.

7. Training and Awareness
A. Onboarding
· Provide new employees with an overview of the organizational structure and chain of command during orientation.
B. Ongoing Training
· Conduct periodic training sessions to reinforce understanding of roles and reporting lines.

8. Policy Review
· This policy will be reviewed annually and updated as necessary to reflect organizational changes or best practices.
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