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Policy Purpose: To ensure that The Canadian Council for Accreditation of Pharmacy Programs (CCAPP) can continue to operate and achieve its mission in the event of a sudden loss of the services of the Chief Executive Officer (CEO). 

Policy Statement: The CEO is responsible for ensuring the ongoing operations of CCAPP.  In the unfortunate event of the loss of the services of the CEO, the Executive Committee will manage the day-to-day operations of CCAPP until such time as a new or interim CEO is hired or the CEO returns to duty. Notwithstanding the above, the Board also has responsibilities to maintain organizational continuity in the event of the loss of services of the CEO.

Policy Requirements:
The CEO shall ensure that:
1. a written position description for the role of CEO is up to date, reviewed annually by the Executive Committee, and ensures that any recommended changes are submitted to the Board for approval
2. all staff positions have written up-to-date role descriptions that are reviewed annually by the Executive Committee, and any recommended changes are submitted to the Board for approval 
3. the operations plan is up-to-date and is provided at least annually to the members of the Executive Committee for its review
4. documentation with respect to accreditation decisions, Board meetings and decisions, standards, site visits and other corporate knowledge is maintained in the records management system of CCAPP that is appropriately backed up (see Policy 5.0 Information Management)
5. the Board has access to CCAPP’s information, office, and computer at any time, and that the members of the Executive Committee are informed of any processes required to gain this access

Relevant Operational Procedures:
1. The President and Past-President shall always have access to the CCAPP’s office, its computer(s), data, and data storage. 
2. The President-Elect shall receive an orientation to the CCAPP operations in sufficient detail to ensure organization continuity.
3. At the annual CCAPP Board meeting, the CEO shall provide a sealed envelope to each the President and Past-President that contains the means and authorization to access the CCAPP office and computer and necessary information related to access all financial accounts in the event that the services of the CEO are lost or terminated.
4. The President and Past-President must ensure the safekeeping and confidentiality of the envelope and its contents.
5. The President and Past-President shall return the sealed envelopes to the CEO at the following Annual Meeting for updating and proper reallocation.
 

References:
CCAPP Executive Committee Minutes, February 11, 2020
CCAPP Board of Directors Minutes, June 17, 2020 
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