(DOC-EXEC-25-10-09)
Update on EDF policies

This document presents the overall register of policies in EDF, for the purpose of keeping the executive updated. 
Questions for the Executive: 
· Do you have questions or comments on the policies in general? 

Register of EDF organisational policies and staff guidance 
Last updated: October 2025
Catherine Naughton - manages this document 
Introduction 
This register should include all EDF organisational policies and staff guidance.  The purpose of the list is to ensure we have all important policies available to all who need them and we plan updates as needed.  The ‘owner’ of the policy ensures it is disseminated and known to who needs to use it, ensures implementation and leads in the update when updating is required.  In principle, and in order to remain up to date, a review is scheduled each 4 years, but this can be earlier if changes are needed, to respond to updated practices or context, or legal requirements.  See Annex for questions to be asked during the review. 
The owner of the policy should highlight in the following years workplan when policies should be reviewed and lead / guide the review or update process. 
EDF should ensure its work is always aligned to Belgian law, and EDF statutes.

	Name 
	Area
	Purpose 
	Adopted by whom/ when
	Available to whom/ how
	‘Owner’- 
	Other details 
	Executive focal point 
	Date for review 

	Procurement Policy
	Financial management  
	To ensure EDF has good practice in procuring goods and services 
	Executive committee Sept 2021
	Available to all staff in the server

	Catherine Naughton
	Also reviewed internally by our accountant 
	Treasurer 
	2025

	Fraud policy
	Financial management 
	Ensure EDF has procedures in place to prevent and manage fraud
	Executive committee September 2021
	Available to all staff in the server


	Catherine Naughton
	Also reviewed internally by our accountant
	Treasurer 
	2025

	Finance manual
	Financial management 
	To ensure that all staff know how EDF deals with financial transactions and reporting 
	To be completed in 2021
	Will be available on the server for all staff and in the members area
	Catherine Naughton
	
	Treasurer
	2025

	Corporate Sponsorship Guidelines
	Fundraising 
	Define EDF approach to corporate sponsors
	Adopted by the AGA in Lithuania 2018; reviewed by Finance Committee in 2022
	https://www.edf-feph.org/corporate-partnership-guidelines/



	Catherine Naughton
	All sponsors are also named on our website under financial transparency
	Treasurer
	2026

	Data protection policy
	Data protection 
	Ensure EDF complies with the GDPR and to make sure we treat all personal details with respect
	Executive- May 28th 2021

Board July 5th 2021

The data privacy policy has been reviewed by Catherine and André as of October 2025, and an email retention policy added – it is however being reviewed by lawyers
	For the general public on the website -https://www.edf-feph.org/data-protection-policy/
	Catherine Naughton
	Developed with lawyer
Staff training annually
DPO- Catherine Naughton, 
	None
	2025

	Accountability framework – including overview, codes of conduct, whistleblower protection
	Good governance 
	Outlines the measures that EDF takes as an organisation to be accountable and transparent, code of conduct for all, and for the elected representatives, and protect whistleblowers
	Adopted by the Executive Committee March 2019, Romania . Merged with related policies, updated and reviewed by Executive again in 2023
	In the server  
	Catherine Naughton 
	
	None 
	2027

	[bookmark: _Toc76716074]Policy on adoption of Policy Statements, external statements and press releases of EDF

	Good governance 
	Guidance for staff on how to adopt EDF policies, get approvals for signing statements, etc  
	Adopted by the executive committee on October 26th 2021
	All staff in the Policies folder of the server
	Catherine Naughton 
	
	President 
	2025

	Policy on Memoranda of Understanding 
	Governance
	Provide the EDF secretariat with a procedure for MOUs
	Executive committee reviewed and adopted, September 2024
	In the server
	Catherine Naughton
	
	President + for individual MOUs, whichever person oversee that thematic area
	2028

	Guidance for external representation and attending events - 

	Management 
	To give staff guidance on external representation 
	Director 2021
	In our internal server 
	Catherine Naughton
	
	President 
	2025

	Terms of reference of committees and expert groups 
	Good governance 
	To provide clarity on the roles and responsibilities of members of the various committees and expert groups in EDF
	AGA 2022 – Youth Committee and Womens’ Committee updated
	All members in the members areas
	Each committee and expert groups have a separate Terms of Reference 
	
	One exec member per committee/ group
	AGA 2026

Expert groups will be reviewed in 2024 at the Board in springtime

	Human Resource Manual 
	Human resources
	To ensure EDF staff has a core document which gives an overview of HR practices
	Executive committee, January 2020 and updated in May 2022 and July and December 2023
	Internal: Available to all staff in the HR folder 
	Catherine Naughton
	Includes links to all HR policies 
	Secretary  
	2026

 

	Règlement de travail
	Human resource
	This document is obligatory under Belgian law for all employers- it defines working rules
	Adopted by executive January 2020
	Internal: All staff receive with their contract and it is in the server 
	Catherine Naughton
	Also referenced in the HR manual and required by Belgian law 
	Secretary 
	As needed by Belgian law

	Recruitment policy
	Human resources
	To ensure EDF follows a clear and transparent recruitment process 
	Adopted by Executive committee September 2019
	Internal : in the server 
	Catherine Naughton
	Also referenced in the HR manual 
	Secretary 
	2026

	Internship policy
	Human resources 
	to guide our collaboration with interns and trainees.

	Executive August 2018
	Internal: in the server
	Catherine Naughton
	Also referenced in the HR manual
	Secretary 
	2026

	Reasonable Accomodation Policy
	Human resources
	To ensure a comprehensive and consistent approach to reasonable accomodation at work
	Executive March 2024
	Internal in the server
	Catherine Naughton
	Training to take place with Diversicom
	Treasurer
	2028

	Anti harassment policy
	Human resources
	Preventing and dealing effectively with harassment within EDF and all of our working environments

	Executive adopted November 2018 and updated November 2019

Reviewed by White and Case, and updated for Exec review November 2024
	Internal: in a folder, and linked in the HR manual
	Catherine Naughton
	Also references in HR manual and part of RdT
Staff training Feb 2025
	Secretary 
	2028

	Safeguarding policy
	Human resources
	to ensure that EDF activities are implemented in a safe and protective environment 

	By the executive 2019 and 2024
	https://www.edf-feph.org/edf-safeguarding-policy/
	Catherine Naughton 
	Annual training for all staff 
	Maureen Piggot- and also staff trainer
	2028

	Performance management system  
	Human resources 
	Outline who EDF will manage and support staff performance and development 
	Performance review policy/procurement and annexes adopted May 2015 by the executive;
Updated Annexes for review 2022
	Internal/ for All staff in folder
	Catherine Naughton
	Staff training annually ; being reviewed with external HR support in 2022.

 
	Secretary 
	2026

	Salary and benefits policy
	HR
	To ensure EDF salaries and benefits are fair and competitive 
	Executive committee September 17th 2021
	For all staff in staff internal folder
	Catherine Naughton 
	Reviewed after each national indexation
	Treasurer and secretary 
	Annual with indexation as needed

	360 degree feedback for management team
	Human resources
	Framework for feedback for members team- for testing for one year and then possible roll-out
	Executive committee on November 2024 executive meeting
	Internal- in server- HR policies file
	Catherine 
	Will use platform Spidergap if accessible
	President
	2025 to see if it continues /expands 

	Security policy
	Safety
	To ensure all staff and delegates and partners are safe and secure when travelling or working for EDF
	September 2020 by executive 
	In folder: EDF Policies, Security 
	Marion  Steff and Phillipa Tucker
	Staff will also have training through VIVID T
	
	2025

	Social Media policy
	Communication 
	Serves as a guide for EDF staff and representative on the use of Social media networks
	Adopted by the EDF Board February 2020, after consultation including executive and all members
	Internal: EDF server
	Andre Felix
	Staff training was also undertaken in 2019
	
	2028

	Accessibility Policy
	Events and meetings
	Guides staff and members on accessibility in EDF events 
	Adopted by the executive committee March 2018
	EDF server
	Raquel Riaza
	
	
	2024

	Green EDF
	Environment
	Guides own own approach to sustainability and advocacy in this field
	To be adopted by AGA 2022
	On the website 
	Catherine Naughton
	Staff training later in 2022
	To be decided 
	2026


Additional guidance: 
Roles and responsibilities of the executive committee – to know who is the focal point for which topic, and to guide EDF external representation- updated each 4 years after executive committee elections – owner- Catherine Naughton
[bookmark: _Annex:_Questions_to]Annex: Questions to be asked during the review of a policy: 
· Who adopted it and when? 
· What has been the impact of the policy?
· Is it used?
· Do we still need it? (yes/no/justification)
· Should it be a stand alone policy or integrated elsewhere? 
· What process should be followed for the review (involvement of staff, governing bodies, external expertise, timeframes, etc)
2

