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Protocol - Uploading documents to the Intranet

INTRODUCTION
This Protocol has been developed to ensure that staff can access the most up-to-date version of a document from the Intranet and will ensure there are no issues regarding version control.
1. Uploading Documents
Any new policies, protocols, templates or other documents to be uploaded to the Intranet should be submitted to the Head of Corporate Services for final approval. This also applies to any updates/amendments which have to be made to existing documents. Once approved, the documents will then be forwarded on to EALeisure-CorporateAdmin@eastayrshireleisure.com  Please note, only documents which are relevant to the full organisation will be uploaded onto the Intranet and service-specific documents should be held within each department.
1.1 Protocols and templates will be allocated a number, and the corresponding number added to the Index document.
1.2 Documents (including the Index) will then be uploaded within 2 weeks. 

2. Communication with staff 
An email will be issued to the staff to acknowledge the upload, example below:
“All staff should be advised that a new Breastfeeding & Returning to Work Policy has now been added to the Intranet for information. The policy can be found within the ‘Policies’ folder of the ‘Admin & Docs’ section, or by clicking this link.”
3. Additional items
Any other items, such as news articles, images or any site developments, will be added to the Intranet by the Marketing & Development Team. 
Staff wishing to submit ideas for news items or development of the Intranet should submit them to info@eastayrshireleisure.com 

Record of Change:


	Version
	Authorised By
	Date
	Distributed To
	Distribution Date

	1
	Marketing & Development Manager
	Feb 2017
	People & Finance Team, Marketing & Development Team, Carleen Fitzgerald, SMT and TL
	April 2017

	2
	Marketing & Development Manager
	March 2019
	People & Finance Team, Marketing & Development Team, EMT 
	March 2019
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