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Purpose: The purpose of this policy is to establish a formal procedure for the Chief Fire Inspector and Management to create, amend, or remove policies and Standard Operating Guidelines (SOGs) within Chapter 7 (Bureau of Fire Prevention) of the TRFD SOG manual.

Scope: This policy applies to all policies and SOGs within Chapter 7 of the TRFD SOG manual and shall be subject to review on an annual basis or as needed.

Procedure:
1) Authorization for Policy Changes: 
a) Only the Chief Fire Inspector or a designated representative, with the approval of the Joint Board of Fire Commissioners, may initiate additions, modifications, or deletions to Tome River Bureau of Fire Prevention policies or operating SOGs. 
b) Changes to Chapter 7 of the TRFD SOG manual do not fall under the jurisdiction of the TRFD SOG committee. Any memos, directives, SOGs, or SOPs written, approved, and implemented between reviews must be followed as if they were part of the manual.
2) Communication and Distribution: 
a) Any new memos or directives received via email or in print by Bureau employees must be promptly followed and recorded in the Power DMS system. 
b) At the beginning of their shift, all Bureau employees are required to review department emails and Power DMS for any updates, memos, scheduling information, or other communications deemed necessary by management. 
c) Throughout their daily shifts, Bureau employees are responsible for regularly checking their emails to stay informed of any policy updates or relevant communications.
3) Record Keeping: 
a) The secretary for the Joint Board of Fire Commissioners shall maintain a copy of the TRFD SOG manual and file new memos and directives in an organized manner. 
b) Toms River Bureau of Fire Prevention will review all memos and directives to be incorporated into the relevant policies, and the updated sections will be reissued as needed.
This policy ensures that all necessary updates and changes to Bureau of Fire Prevention policies and SOGs are handled in a controlled and transparent manner with appropriate authorization, communication, and record-keeping. By adhering to this procedure, the TRFD maintains a structured approach to policy management while fostering a culture of compliance and continuous improvement.
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