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POLICY

Filing
Date Effective
February 2002
Date Renewed
May 2005
Only essential files are kept in the Chief Executive Officer office, the remainder are maintained and managed by the Administration Officer.

The files kept by the Chief Executive Officer will include:

Staff Files -
Personal details, appraisal etc, all wage related gear to Admin. These files are to be locked at ALL times.

Policy and Procedure Master File

Board Files and Information Files

Contingency Spreadsheets

Share & Care Budgets

Audits for all Programs

Contracts for all Programs

Complaints

Training Information

Incident/Accident Reports

Funding Applications

Insurances Information

The above files tend to be used more frequently, having them within arms reach certainly

is effective time management.
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