
Schedule Review (every five years as required)

Public Affairs staff opens and shares folder
with documents and templates; new policy/procedure  
added to the policy register for tracking

Classify Review Type
(housekeeping, minor update, major update, or rescission)

Conduct Policy/Procedure Review

Consult with Senior Policy Advisor (as required)

Internal/External Consultation (if required)

Prepare Review Report for Administrative Council

Admin Council Review and Direction
 – Approves Procedure Only

Governance and Policy Committee Review and Direction
 – Approves Policy Only

Board Approval

Policy Holder and Public Affairs Staff
Finalize Policy/Procedure

Public Affairs Staff Updates on Website

Policy/Procedure Communication, Monitoring, 
and Continuous Improvement

POLICY AND PROCEDURE REVIEW AND UPDATE


