






Procedure 1-41
CHILD & FAMILY DEVELOPMENT PROGRAMS

Procedure for Forms, Procedures and Policy Revision
Any staff person or parent may suggest changes to forms, policies or procedures.  Admin will track and prioritize all revisions of forms, policies or procedures.  Before any new policies, forms and procedures are created, staff must verify that there are no existing forms, policies or procedures.
I.  The following process will be used for routing changes and providing input to forms
    and procedures.  Forms and procedures do not need Policy Council approval.  
    Forms and procedures typically are implemented at the beginning of a new year.
1.
Form/procedure sent to Rainier Admin, Office Support Specialist, to initiate change process.  Office Support Specialist will send to designated Admin staff.
2.
Form/procedure will go from admin to LTM meetings.


a.
Center Managers are responsible for getting input from center staff 

and parents when applicable.
2.
All input will be considered. Admin will meet to finalize.
3.
The finalized draft is submitted to the Rainier Admin Office Support Specialist who will take the form or procedure out of draft and release for program use.  
II. The following process will be used for routing changes and providing input to 
    policies.  All policies need Policy Council approval.  Policies that are mandated by 
    CAT Board or Policy Council are implemented at the point of approval.
1.
Policies sent to admin, office support specialist, to initiate change process. Office Support Specialist will send to designated Admin staff.
2.
Policies will go from admin to LTM for changes with time line established by admin included in the footer.


a.
Center Managers are responsible for getting input from center staff 

and parents.
b.
Input and suggestions are shared at the center level.  Center Manager will add center staff and parent input and send to the Rainier Admin, Office Support Specialist. Office Support Specialist will send to designated Admin staff.
c.       Admin will combine the input from all centers and submit DRAFT to the Office Support Specialist.
e.  
The Office Support Specialist will format the new policy and submit to the Director to take to LTM for final review and recommendation for Policy Council approval.
f.    
The Office Support Specialist will make final changes from LTM and the Director will take to Policy Council for approval.       

g. 
Once approved by Policy Council, the Office Support Specialist will

notify Center Managers of approval.
Health related policies and procedures are reviewed for input by the HSAC committee. Input is then reviewed by LTM and then policies are approved by Policy Council.
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