
 

 

TERMS & CONDITIONS 
 
Members shall not sell, distribute, rent, or lease in whole or in part to any third party, copy, prepare 
derivative works based on, or publicly perform or display the policies and procedures.  For further 
information, please read the terms and conditions on each My Wipfli page before using Wipfli’s sample 
policies and procedures. 
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Editor’s Note:  The sample policies and procedures included herein should only be 
used as a guide in developing policies and procedures applicable to your particular 
organization.  Users should carefully read the accompanying instructions and eliminate, 
add to, or modify these policies and procedures as necessary to customize them for 
your organization.  These sample policies and procedures are copyrighted materials of  
Wipfli LLP.  Purchasers are authorized to use these materials only for one particular 
not-for-profit organization.  Additional uses for multiple organizations or any other 
copying, reselling, or redistribution of these policies and procedures is expressly 
prohibited. 

 

Editor’s Note:  This manual is intended to be used solely as a policies and procedures 
guide for supervisors and managers.  This manual is not intended to be an employee 
handbook.  Although the content of this manual can assist you in developing an 
employee handbook, we strongly encourage you to create a separate employee 
handbook.   

 

Head Start and Early Head Start Agencies: The Head Start Program Performance 
Standards (HSPPS) section 45 CFR 1302.90 states that each grantee is required to 
establish written personnel policies and procedures that are approved by the governing 
body and Policy Council or policy committee and make the available to all staff.  
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Editor’s Note:  Items highlighted in green are updates from the 2019 sample 
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INSTRUCTIONS 

TABLE OF CONTENTS – AUTOMATIC 
 

This document contains two types of Table of Contents (TOC); one that is automatically generated 

based on the document’s formatted settings and another that is manually created.  Please select the 

TOC that will work for your organization and delete the other.   

 

If the automatic TOC is used, your Organization can edit or remove sample policies in this document 

and the TOC will update when the update button is clicked (see below).  If the title/heading formatting of 

a policy section or individual policy is changed or removed, the automatic TOC will not generate 

properly.  In this instance, please use correct the title/heading formatting or use the manual TOC and 

edit as appropriate. 

 

To update the automatic TOC, click anywhere on the TOC near its top (see print screen below) and 

click on the Update Table button. 

 
 

The automatic TOC document is generated using the Microsoft Word Table of Contents feature located 

here: 

 
 

If a heading is not included in the automatic TOC, on the Home tab of the ribbon, make sure the proper 

Style has been applied to the text. 
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