
Announcement of New Policy Guidelines 

Dear Team, 

We are pleased to announce the implementation of new policy guidelines for our social service 

agency, effective [insert date]. These guidelines are designed to enhance our services and 

improve our operational efficiency. 

Key Changes: 

• Enhanced client confidentiality measures. 

• Updated procedures for service delivery. 

• New training requirements for all staff members. 

• Clearer definitions of roles and responsibilities. 

We believe that these changes will positively impact our ability to serve our community. All staff 

are required to review the attached policy document and attend the upcoming training session on 

[insert date]. 

If you have any questions or concerns, please feel free to reach out to your supervisor or the HR 

department. 

Thank you for your commitment to our mission. 

Sincerely, 

[Your Name] 

[Your Title] 

[Agency Name] 


