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PURPOSE AND MAINTENANCE OF MANUAL

I.
PURPOSE:

To provide for the preparation and approval of policies and procedures and for the maintenance and distribution of the Department’s General Administrative Manual of policies.  The Department’s Financial Manual of policies are prepared, maintained and distributed by the Division of Administration after approval by the Department Director or designee.

II.
SCOPE:

Departmentwide.  

III.
POLICY:

The policies and procedures in this manual are the official policies of the Department.

It is the intent that all policies and procedures are in accordance with applicable federal and state laws and regulations.  If they should be found to be in conflict with existing or future laws or regulations, such laws or regulations shall supersede and prevail.

Revisions, additions, or deletions will be made at the discretion of the Department Director.

This manual is not intended to be all inclusive and is designed to be used with other documents or materials referenced in this manual.  Questions relating to administrative matters, which are not covered in this manual, should be referred to the appropriate administrative support unit or the Director's Office.

All employees in this Department are expected to comply with all applicable Departmental policies and procedures.  It is the responsibility of management and supervisory personnel to carry out the provisions of this manual in a fair and uniform manner and to assure that their subordinate staff are fully aware of and understand them.

No division or any other unit of the Missouri Department of Health & Senior Services may make or implement a policy or procedure that conflicts with the departmental policy or procedure.  
Information or assistance in complying with general and personnel policies may be obtained from the Office of Human Resources.  Information or assistance in complying with financial and procurement policies may be obtained from the Division of Administration. 

Policies may be developed or revised at the request of the appropriate unit chief or division director or at the request of the Department Director or designee.

Draft policies and procedures are to be prepared in the format of the Administrative Manual by the appropriate unit chief or designee and submitted through the chain of command to the Office of Human Resources (OHR).  The OHR shall prepare the proposed policy for the approval of the Department Director or designee.

IV.
MAINTENANCE AND DISTRIBUTION OF MANUAL:

A.
All Department policies may be found on the DHSS intranet by clicking on the Department Policies/Procedures icon. 

B.
The OHR is responsible for the final preparation of general administrative policies for the authorizing signatures.
C.
Supervisors shall assure that all employees know how to access the manual and that employees are aware of the policies.

D.

All policies will be subject to a regular review cycle, not to exceed five (5) 

years. OHR is responsible to assuring review of general administrative 


policies. The Division of Administration is responsible for assuring review of 

financial and procurement policies. 
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Approved by:
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Chief, Office of Human Resources
Deputy Department Director
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