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Policy

NWF Health Network (NWFHN) is committed to ensuring that all Memoranda of Understanding (MOUs)
and Working Agreements (WA or Agreement) entered into by the organization are reviewed, approved, and
executed in a manner that supports operational integrity, risk mitigation, and alignment with strategic goals.
This policy and procedure establishes the required process for the submission, review, approval, and
routing of MOUs and WAs.

This policy and procedure applies to all departments, programs, and individuals acting on behalf of NWFHN
who initiate, negotiate, or execute MOUs and Was with external entities, including, but is not limited to,
governmental agencies, law enforcement, school districts, providers, and community partners.

The Chief Operating Officer (COO), Chief Financial Officer (CFO), General Counsel, and Chief Executive
Officer (CEO) of NWFHN are authorized to enter into Memoranda of Understanding and Working
Agreements on behalf of the organization. In exercising this authority, they may determine, at their
discretion, whether to include or omit the standard language prescribed in this policy, procedure, and its
attachments, based on what they deem to be in the best interest of NWFHN.

Failure to follow this policy may result in delays, non-compliance findings, or invalidation of the MOU or
WA. All team members are expected to adhere to this procedure to ensure consistency, accountability, and
legal integrity.

Procedure
A. Initiation and Drafting:

1. When NWFHN is initiating a draft MOU or WA, the initiating department shall draft the MOU or WA
using the NWFHN MOU/WA Guidance and Template document (Attachment |) ensuring inclusion
of required provisions related to scope, roles, responsibilities, duration, and termination.
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https://leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&URL=0000-0099/0039/0039ContentsIndex.html
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NWF Health Network
Policy & Procedure

2. When a partner organization initiates and drafts a MOU or WA, the NWFHN representative shall
request the partner to include language provided in the Attachment I. This is applicable to language
specifically provided in the following sections of Attachment I:

a. MOU/WA Term
b. Parties
c. Indemnification
d. Liability

e. Sovereign Immunity

—h

Entire Agreement
g. Counterparts and Electronic Delivery
h. Authority

3. If a partner fails to include the language as specified in Attachment I, sections a — h, as indicated
above, the NWFHN representative shall not sign the MOU or WA and shall consult with their chain
of supervisory command and the NWFHN General Counsel as applicable.

a. All disagreements shall be approached in a respectful and professional manner.

b. When a resolution cannot be achieved at the immediate level, concerns may be escalated
through the supervisory chain of command, up to the NWFHN COO and/or CFO as
appropriate.

B. Compliance Clause:
All parties shall comply with applicable federal, state, and local laws, regulations, and policies.
C. Internal Review:

1. The draft MOU or WA shall be reviewed for legal sufficiency, risk mitigation, and alignment with
NWFHN standards and regulatory requirements.

2. The CFO or CFQO’s designee shall review any MOUs or WA involving financial obligations or
budgetary impacts. The CFO or designee shall provide an approval or denial decision.

3. When a MOU or WA involves resource commitments or impacts operational functions, the COO or
designee shall review and issue an approval or denial, except in cases where authority has been
delegated to the Circuit Administrator as outlined in the Approval Routing section below.

4. When a MOU or WA has legal, risk management, or compliance considerations that apply, the
General Counsel or designee should be consulted.

D. Approval Routing:
1. Once internal reviews are complete, the MOU or WA shall be routed for approval as follows:
a. Program Administration Team:
i. From the Program Director to the Regional Program Administrator (RPA).

i. From the Regional Program Administrator to the COO.
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When applicable, the RPA will include the CFO.

b. Circuit Operations Team:

From the drafter to the Circuit Administrator (CA).

The CA is delegated signature and final approval authority for MOUs and WA specific to
their respective circuit.

When a MOU or WA is regional and/or outside of the current NWFHN service area, the
CA shall send to the COO for review and approval.

The CA shall send any MOU or WA involving financial obligations or budgetary impacts
to the CFO or designee with a copy to the COO.

c. Foster Family Support Team, Adoptions Team, Out of Home Care Team, and the Community
Relations Team:

From the drafter to the applicable Director.
From the Director to the COO.

The Director or COO will include the CFO or CFO’s designee when a MOU involves
NWFHN financial obligations or budgetary impacts.

d. Financial Team, Facilities Team, Information Technology Team, Human Resources Team,
and Contracts Team:

From the applicable Director or the HR Manager to the CFO.
Chief Financial Officer (CFO) or CFO’s designee will review for approval or denial.

When a MOU or WA involves resource commitments, impacts operational functions, or is
outside of the current NWFHN service area, the COO or COO’S designee shall review
and issue an approval or denial in conjunction with the CFO or CFO’s designee.

e. CEO, COO, CFO, and General Counsel:

The CEO, COO, CFO, and General Counsel of NWFHN are authorized to develop,
approve, and execute MOUs and WAs at their sole discretion.

The CEO retains full authority to approve and execute MOUs and WAs without
consultation, unless otherwise required by law or organizational policy.

When resource commitments or operations are involved, the COO should be consulted.

When financial obligations or budgetary impacts are present, the CFO should be
consulted.

When legal, risk management, or compliance considerations apply, the General Counsel
should be consulted.

2. When routing a MOU or WA for review of approval or denial, all designated parties shall have five
(5) business days to render a decision and to communicate final approval or denial to the requester.

All MOU reviews must be conducted with a sense of urgency and responded in a timely and
professional manner to avoid delays in implementation.
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E. Finalization:

1. Denied MOUs or WAs shall be returned to the requester indicating the denial decision, including
any recommendations or next steps as applicable.

2. Approved MOUs or WAs shall be signed by the authorizing authority.

a.

Electronic signatures shall be acceptable and enforceable for MOUs, WAs, and this policy and
procedure attachments and forms.

Circuit Administrators may approve and sign circuit specific MOUs and WAs.
Regional MOUs or WAs shall be signed by the COO, CFO, or their designee.

MOUs or WAs outside of the current NWFHN service area shall be signed by the COO, CFO,
or their designee.

The CEO or designee may approve, deny, or sign any MOU or WA involving NWFHN.

Any designee identified and delegated pursuant to this policy and procedure shall be
expressly delegated via NWFHN Memorandum, and the delegation shall be added as an
attachment to this policy and procedure.

3. Finalized (signed by all parties) MOUs or WAs and this policy and procedure’s routing and approval
documents shall be uploaded to the NWFHN Centralized MOU and WA Database. Uploaded
documents shall include:

a.

b.

Finalized MOU or WA signed by all parties;
Attachment || - MOU/WA Routing Decision Form

4. The Centralized MOU and WA Database is managed by the NWFHN Contracts team.

a.

NWFHN reserves the right to relocate the centralized MOU tracking system to an alternative
database at any time, without prior notice, in place of the current location. Such relocation
does not require an update to this policy and procedure. However, an attachment may be
provided to this policy and procedure indicating the change in tracking location.

NWFHN Information Technology (IT) shall be contacted immediately upon the termination,
suspension, applicable leave, or change in position of an individual who has access and
should no longer have access.

5. Document Names and Organization of the Centralized MOU and WA Database.

a.

All documents saved on the database shall follow the following naming profiles:

i. Finalized MOUs and WAs shall be saved and names as provided in the following format
as an example:

= 2025-12-01 Regional MOU Share Your Heart

= 2025-12-01 Regional MOU Share Your Heart Routing Approval
» 2025-12-01 Regional WA DCF-NWR

= 2025-12-01 Regional WA DCF-NWR Routing Approval

»= 2025-12-01 Circuit 1 WA-ELC
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= 2025-12-01 Circuit 1 WA-ELC Routing Approval
i. Sunset MOUs and WAs

= Al MOUs and WAs that have been sunset, shall be relocated to the Sunset folder
located in the NWFHN Centralized MOU and WA Database.

= The sunset MOU or WA shall be accompanied with a Memorandum stating that
the MOU or WA was sunset effective date and the authorizing authority.

» The authorizing authority for sunsetting a MOU and WA shall be the authorized
authority, position, or equivalent position that originally signed the MOU or WA.

» Notification shall be sent to all applicable parties when a MOU or WA is sunset.
F. Execution and Distribution:
1. Upon approval, the signed MOU or WA shall be executed and distributed to all relevant parties.
2. A copy shall be retained in accordance with the NWFHN Records Retention Policy.

3. The initiating department shall ensure that all parties are informed of their responsibilities under the
MOU or WA.

G. Monitoring and Renewal:
1. The initiating department shall monitor the MOU or WA for compliance and performance.

2. MOUs shall be reviewed annually or prior to renewal to ensure continued relevance and compliance
unless otherwise noted in the MOU or WA.

3. Any renewals or terminations shall follow the same review and approval process as outlined in this
policy and procedure.
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