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I. PURPOSE:

This policy establishes how changes or additions are made to the Flint Hill Fire Department (FHFD) Operations Manual.
II. DISCUSSION:

The FHFD Operations Manual is intended to define most of the aspects of how the department operates. A comprehensive, accurate and up to date manual is essential to the proper functioning of the department. A well-defined policy is needed to maintain the ongoing quality of the manual. 
III. POLICY:

1) Any department member may propose an update to the FHFD Operations Manual. An update includes changes to existing documents and the addition of new ones. 
2) Proposed updates are submitted in writing to the fire chief for consideration.
3) Updates are reviewed by the chief officers (and management team as necessary).
a) The chief officers determine the validity of a proposed update and create a draft of the update or new document. 
b) The draft may be presented to the membership for review and comment at a business meeting and/or distributed via email. When updates are presented to the membership for comment the chief officers will consider the input of the membership prior to implementation of the update.
c) Some updates (especially policies) are organizational in nature and may be implemented by the fire chief without prior review by the membership of the department. 
4) Once the chief officers are satisfied with the update the fire chief approves the revised document and the final version is forwarded to the Flint Hill Volunteer Board of Directors (expect for paid staff only documents) and the Flint Hill Fire District Board for review and comment. If either board recommends changes, the recommended changes will be reviewed by the chief officers using guidance provided by the boards and, if necessary, the changes are incorporated into the document.
5) See attachments 230.03 OPERATION MANUAL xxxx TEMPLATES (where xxx is Policy, SOG, or SOP) for templates.
