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I. POLICY

Policy statements are typically only a few sentences in length and state what an organization must do and why the action is taken.  The policy statement also typically addresses the expected outcome of the policy. 

Policy statements should provide a general direction and a framework for Division actions.

Often this section will begin with “It is the policy of the Division and Child and Family Services…” 
II. PURPOSE

This section articulates the purpose of the policy and the expected outcome(s) of the policy.   In summary, this is the “what and why” portion of the policy.

III. PRACTICE GUIDELINES AND PROCEDURES

This section details the procedures to enforce and follow the policy in practice, and will most frequently answer who should do what when, where and how.  
However, while practice guidelines and procedures provide guidance and direction, it is not possible that they will be able to address every possible contingency that may arise. In such situations as these, it is incumbent upon DCFS staff to consult with supervisors and managers timely and to use their best professional judgment in carrying out the mission of the Division.
IV. DEFINITIONS 
This section will list all terms and definitions pertinent to this policy.  The format will be to write the word of phrase being defined underlined at the beginning of each definition, such as:

DCFS staff means…

DCFS or Division means…
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