	Chapter ONE:

	  

	Section:  Introduction
	Policy:  Changes and Review in Policies and  

              Procedures       

	Approved Date:  January 2010
Revision Date:  October 2012

                          April 2018
	Policy Number:     1.4.0
Page 1 of 1



Purpose

To communicate to employees any new or revised policies and procedures prior to implementation.
Policy

Employees will be notified upon establishment of any new policies and procedures and/or any revisions to existing policies and procedures.
Procedure

1.0
The Management Team will be responsible for ensuring policies and procedures are current and meet all legislated requirements and The Salvation Army standards.

2.0
The Management Team will make the necessary changes/revisions to policies and procedures and/or draft new policies and procedures as required.

3.0
Employees will be given the opportunity to provide feedback as appropriate.
4.0
The revised copy of the policy and procedure and/or the new policy and procedure will be inserted in the Policy and Procedure Manual in the appropriate section.

5.0
All employees will be notified and/or educated regarding the revisions and/or new policy/procedure.  


6.0
The Policy and Procedure Manual will be reviewed every three years.
