
Policy Initiation (new policy development  
- PPM/Legislative Requirement/ Policy Recission if required)

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

Designated Senior Staff Assigned

Initial Consultation
with Senior Policy Advisor

Environmental Scan Conducted

Draft Policy and Associated Procedure
(if applicable) in assigned shared folder

Board Approval

Policy Holder and Public Affairs Staff
Finalize Policy/Procedure

Public Affairs Staff Updates on Website

Policy/Procedure Communication, Monitoring, 
and Continuous Improvement

Consultations

Feedback

Review

•	 Internal/Departmental Consultation
•	 Revise Draft Based on Feedback 

and Final Review by Senior Policy Advisor
•	 Consult Records Manager if there is a RIM Consideration
•	 Administrative Council Review
•	 Draft Refined based on Admin Council Feedback
•	 External Consultation (if required)
•	 Report to Admin Council for Policy Advancement 

Admin Council Approves Procedure Only
•	 Finalize Policy for Governance and  

Policy Committee Review and Direction
•	 Revise Based on Committee Feedback

POLICY AND PROCEDURE DEVELOPMENT PROCESS


