
Policy Framework Process: 

The Policy Framework Process sets out the various steps to follow for policy formulation, approval and administration in 
accordance with the policy on Development, Approval and Administration of Non-Academic University Policies. The goal in 
following the Policy Framework Process is to develop new or revised policies that will: 

• Not overlap or contradict each other 
• Be sufficiently researched and legislation compliant 
• Integrate and consider the needs of their users 
• Be available and on-line 

 
To achieve this goal, the policy development must be planned, respect due diligence and follow the four phases: 

1. Concept Approval  
2. Draft Approval 
3. Publication 
4. Policy Review 

 

1.  Concept Approval: 

Step 1. Any member of the University community who would like to suggest that an existing policy be revised, or that a new 
policy be created, completes the Proposal for a New or Revised Policy Template, stating the name of the policy, listing existing 
related policies, providing a rationale for the proposal and identifying considerations for consultation. 

Step 2. That person, the proposer, obtains the approval of his/her Dean or Director (or equivalent). 

Step 3. Once approved, the Dean or Director submits the Proposal for a New or Revised Policy to the appropriate Vice-
President (or President), requesting his/her support and that he or she subsequently submit the proposal to the President’s 
Cabinet.  

Step 4. The President’s Cabinet reviews the proposal and determines whether policy development will proceed. If so, it will 
assign a Sponsor in the case of a new policy, and may provide advice on how to proceed. 

 
2.  Draft Approval: 

Step 5. Once Concept Approval is received, the policy sponsor, where appropriate, names a delegate to conduct the necessary 
research and drafting of the policy text, using the Policy Statement Template. The delegate may be an individual or a working 
group. The delegate(s) should have expertise in the policy development process. 

Step 6. Once a policy draft is sufficiently researched and drafted, it is made available for consultation, with the sponsor 
collecting and recording evidence of the consultation. No changes are made to the draft documents during the consultation 
period, which is a minimum of four weeks. During the consultation period, at a minimum, the sponsor presents the policy draft 
to the Senior Management Group and consults with the Employment Equity office regarding the policy's applicability to 
employment equity principles and requirements.  The sponsor may also wish to consult more broadly with specific groups 
across campus. 

Step 7. After the close of the consultation period, all feedback which was received is considered and appropriate refinements 
are made to the draft documents. While the consultation must consider and integrate the needs of users, the policy statement 
must not overlap or contradict existing policy and collective agreements and it must be legislation compliant. As well, the policy 
must remain consistent with the University’s mission and values. 



Step 8. Once the policy statement is written, the Sponsor (or delegate) writes the implementation plan, writes the 
communications plan, and completes the Policy Development Report. 

Step 9. The Sponsor submits the completed Policy Development Report and the Policy Statement to the Vice-Presidents' 
Council, who then forwards it, with any comments, to the President. 
 
Step 10. The President forwards the submission to the Board, through its applicable Committee, for final approval.  
 
Step 11. If approved by the Board, this information is communicated as described in the Publication phase. As well, the Sponsor 
(or delegate) executes the implementation plan including training, systems development, development and introduction of new 
procedures, programs, staff, equipment, forms, etc. 
 
 
3.  Publication: 

Step 12. The Office of the Vice-President, Finance & Administration posts the policy to the administrative policies website. 

Step 13. The policy sponsor executes the remaining sections of the communications plan.  

 
4.  Policy Review: 

Step 14.  Every policy is reviewed by the policy Sponsors every four years or as required for legal compliancy purposes. Policy 
reviews are coordinated through the Office of the Vice-President, Finance & Administration and are undertaken in June for all 
policies scheduled for review in that given year. Any policy may be reviewed sooner than four years if inconsistencies or 
ambiguities are discovered. 

Step 15.  The Sponsor reports the results of the review to the Office of the Vice-President, Finance & Administration who in 
turn provides a summary report to the President’s Cabinet. 

Step 16.  If in the view of the Sponsor, a policy needs revision, the policy process begins again at Step 1 of the Concept Approval 
phase. 

 
Related Documents: 

• Proposal For a New or Revised Policy Template 
• Policy Statement Template 
• Policy Development Report Template 
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