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1 Purpose 1.1 This Procedure defines the steps by which University Policies and Procedures are

developed and revised.

2 Scope 2.1 This Procedure applies to the development and revision of University Policies and
Procedures. It does not apply to Unit Policies or Procedures.

3 Definitions 3.1 Inthis Procedure:

a) Approval Authority means the individual or entity with the authority to approve
a specific Policy or Procedure.

b) Drafting Team means the working group responsible for developing or revising a
University Policy and Procedure as set out in the PDP.

c) ELT means the Executive Leadership Team which is comprised of the President,
Vice-Presidents and General Counsel.

d) Implementation Authority means the ELT or SLT unit responsible for the
operationalization and management of a University Policy or Procedure.

e) PDP means the Policy/Procedure Development Plan, as approved by ELT.

f)  Policy or Policies means a statement that regulates University activities,
operations, or conduct of the University Community for the purpose of
establishing a framework for University decisions or actions, and/or ensuring
compliance with applicable laws, court orders, government policies or directives,
or funding requirements;

g) Procedure(s) means a formal statement of steps or actions required to
implement a Policy.

h) SLT means employees of the University who, at the relevant time, are designated
as members of the Senior Leadership Team.
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i)  Unit Policies and Procedures means Policies and Procedures that are not broadly
applicable across the University and that apply only to an individual faculty,
school, department, or unit.

j)  University Policies and Procedures means Policies and Procedures that are pan-
institutional and intended to be broadly applicable across the University.

4 Procedure

Initiating the Process

4.1

4.2

4.3

4.4

4.5

4.6

The Implementation Authority for an existing University Policy or Procedure, in
conjunction with University Legal Services, is responsible for identifying when
updates or revisions are required or desirable.

ELT, along with University Legal Services, is responsible for identifying when a new
Policy should be developed.

Upon a Policy being identified for development or revision, the Implementation
Authority (or ELT delegate in the case of a new policy being identified), along with
University Legal Services, will draft a proposed PDP.

The proposed PDP will provide details with respect to the following:
a) thereasons for a new or revised University Policy or Procedure;

b) theimpact on operations, including budget implications, if any, and potential
source(s) of funding;

c) the Approval Authority;

d) the names of individuals on the proposed Drafting Team (which must include a
member from University Legal Services and a representative of the
Implementation Authority);

e) the consultation process, including a proposed timeline for consultation and
proposed groups for consultation;

f) the communication strategy; and
g) atraining plan, if required.

The extent and duration of the consultation process will vary depending on a number
of factors including:

a) the primary constituency for the University Policy or Procedure;
b) the subject matter;

c) relevant external constraints such as compliance with laws, court orders,
governmental policies or directives, or requirements of funders;

d) University Legal Services proposed annual priority plan and availability of
consultation groups; and

e) Timing, including consideration of holidays, the appropriateness of a 30-day
consultation process, and external deadlines.

University Legal Services will submit the proposed PDP to ELT for review. ELT will
review the proposed PDP considering, in particular, the reasons for the new or
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revised University Policy or Procedure, the impact on operations and, considering
section 4.5 above, the appropriateness of the proposed consultation process.

4.7 ELT will either:

a) approve the proposed PDP, with or without revisions, and authorize the
Implementation Authority and University Legal Services to proceed with the
development or revision of the University Policy or Procedure in accordance with
the PDP; or

b) return the proposed PDP for reconsideration.
Developing or Revising a Policy or Procedure

4.8 The Drafting Team will work on the development or revision of the University Policy
or Procedure in accordance with the PDP.

4.9 University Legal Services will circulate the draft University Policy or Procedure
pursuant to the consultation process described in the PDP and provide feedback to
the Drafting Team.

Approving a Policy or Procedure

4.10 Once the Drafting Team has finalized a draft University Policy or Procedure in
accordance with the PDP, University Legal Services will submit the final draft to the
Approval Authority, along with a copy of the PDP.

4.11 |[f satisfied with the final draft of the University Policy or Procedure, the Approval
Authority will approve the University Policy or Procedure, establish the effective
date, and direct University Legal Services to publish it.

4.12 If the Approval Authority for a University Policy or Procedure does not approve the
final draft, the Approval Authority will return it with comments for reconsideration.

Implementing the Policy or Procedure

4.13 The Implementation Authority will ensure that the communications strategy and the
training plan (if any) for the approved University Policy or Procedure as set out in the
PDP are carried out.

Compliance with laws and editorial revisions

4.14 Notwithstanding the above, an Implementation Authority is permitted to make
revisions to an existing Policy or Procedure without following the procedure outlined
above to the extent necessary to ensure compliance with applicable laws or to make
non-substantive corrections or clarifications, such as to correct formatting,
typographical or grammatical errors, or outdated references to position titles, units,
resources, or links.

5

References

5.1 Post Secondary Learning Act, SA 2003, c. P-19.5

5.2 Delegation of Authority Policy
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6 History October 20, 2005 Approved and Effective.

January 20, 2011  Revised.

October 18, 2013 Revised.

January 1, 2020 Editorial Revision. Updated format and links.

March 20, 2026 Reviewed and Revised. Revisions approved by the Approval Authority.
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