Share & Care Community Services Group Inc Policy and Procedure Manual


Policy


Program Reviews – Internal Audits
Date Effective
July 2006
Date Reviewed

To ensure that all Programs Share & Care contracts are managed accountably, transparently and according to best practices the CEO will annually audit each contracted Program.
The following is a list of all documentation that must be ready on the day for the audit:
Policy & Procedure Manual – Program Manual

Risk Management Manual

Copy of all staff training logs 
for maintenance of Priority Access Employer Status

Copy of last Months Rosters
For comparison against employment agreements

2 Consumer hand out packs


for handout to consumers visiting Admin

Program Survey



On disk and hard copy please

(client and/or agency)
List of Clients/Agencies names & addresses for survey dispersal
Copy of Fire Drill log

PAGE  
Programs General


12

