[image: L:\SHARED DOCUMENTS\ADMIN\Logos\Auriga-Logo-CMYK.jpg]
POLICY AMENDMENT / REVIEW TEMPLATE


Policy being Reviewed:

Date of Review:

Name of School:

Name of Committee:

Name of person reviewing the policy:

Comments / Proposed Amendments:
(Please quote the page number and section heading)
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Policy Revision Template Guidance Notes:

Policy elements

Policies will be reviewed and evaluated for any of the following reasons:
· A scheduled periodical review - Periodical revision of policies are important in order to anticipate problems and solve them before they arise. The time between each of the reviews will be defined by the responsible employee.
· A suggestion from a competent source - A competent source may be defined as any party that is closely related with the company or has authority to suggest modifications to its policies 
· An identified problem or issue. In cases when an issue arises as a part of normal business, a policy or a part of it may be indicated as the source of the issue. In this case, we are committed to revise and correct the policy in order to avoid any of these issues appearing in the future.
· A change in legislation


What is the policy revision process?

Revisions may involve important or minor changes. Important changes include but are not limited to, those that:
· Alter established procedures, processes or other daily operations 
· Modify the scope or objectives of the policy
· Relate to changes in legislation 
· Correct a serious inconsistency 
· Rewrite the entire policy

Minor changes include but are not limited to, those that:
· Clarify statements or terms
· Add a small part to the initial policy 
· Correct mistakes
· Introduce a new complementary procedure or rule

Whether a change is important or minor will be at the discretion of the employee responsible for revisions. This employee may be a Policy coordinator, an HR manager or other pertinent staff. For Trust wide policies all reviews will be conducted by the relevant Trust committee. They will assess every policy by its effectiveness, completeness, consistency, clarity and legality. The revisions will be put in draft form and will have to be approved by the Trust Board following consultation with the Local Governing Body.  Draft policies will be forwarded to the Chair of the Local Governing Body and it is their responsibility to distribute the policy to the appropriate sub-committee for comment.  A minimum of 2 weeks will be allowed for comments to be returned.



Procedures

Procedure for revising a policy periodically or making an important change is as follows:
1. A date of the review will be set by the responsible employee (e.g. Finance Director)
2. The responsible employee will submit comments or suggestions to the Chair of the Local Governing Body prior the date of review. The policy may be put in draft form.
3. The Chair of the Local Governing Body is responsible for distributing the policy to the appropriate sub-committee for comment.  
4. Following review all comments will be submitted on the Policy Review Template to the responsible employee.
5. The responsible employee will review and collate the comments submitted.  The comments will be reviewed and considered by the Trust committee approving the policy and decide on the revisions.  If applicable a consultant, legal official or a lawyer may be contacted to review the new draft.  If no comments are received by the specified deadline it will be assumed that the school has approved any revisions / the draft policy.
6. The final form of a revised policy will be submitted for approval to the Trust Board.
7. The revision of the policy will be announced to employees and stakeholders through a newsletter or notification.
8. A new revision date will be set.
9. The revised policy will be published on the Trust website.


The procedure for making a minor change is as follows:
1. The responsible employee will decide if the change should be incorporated
2. They will prepare a draft including the minor change
3. The draft will be submitted for approval to the appropriate Trust sub-committee.
4. The date for revision of the policy will be adjusted
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