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Policy Management
Procedure

Important Information
This Procedure has 4 processes —

Process 1 – Policy Development Triage

Process 2 – Policy Amendment Triage

Process 3 – Policy Project 

Process 4 – Policy Fast-track
Process 1: Policy Development Triage

[image: image7.jpg]§ WESTERN
W AUSTRALIA




1 Policy Development Triage Procedure

1.1 Step 1.1:  Suggest New Policy (Member of the University Community)

If you believe that the University requires a new Policy, fill out the UWA Policy Suggestion Form found on the UWA Policy Library at — www.uwa.edu.au/policy/home and submit it to policy@uwa.edu.au 
The suggestion must address the criteria set out in step 1.2
1.2 Step 1.2: Criteria Assessment (Policy Office)

Assess the suggestion against the following criteria —

is the Policy required by legislation?

will the Policy fulfil the University’s obligations under legislation?

will the Policy help us achieve our strategic plan?

will the Policy address the needs of the University Community?

will the Policy satisfy audit recommendations?

will the Policy correct a practice or behaviour that is performing poorly?

If the suggested Policy meets the criteria, submit a recommendation to the Policy Management Control Group (PMCG) for endorsement.  If the suggestion was not made by the relevant Policy Steward, include in the recommendation an indication of support from the relevant Policy Steward.

If the suggested Policy does not meet the criteria, inform the PMCG about the decision.
Step 1.3: Need Assessment (Policy Management Control Group)

When a recommendation is received from the Policy Office, assess the recommendation and respond within 1 week of the endorsement request.

If you disagree with a decision made in step 1.2 (C)( about a suggested Policy not meeting the criteria), provide evidence to the PMCG supporting the endorsement of the suggested Policy.

When evidence is received from a member of the PMCG in support of the endorsement of a suggested Policy, follow step 1.3 (A).

Step 1.4: Triage Approved or Denied (Policy Office)

If the majority of the PMCG have endorsed the development of a new Policy, initiate Phase 2 – Project Brief (see Policy Project Process).

If the majority of the PMCG have not endorsed the development of a new Policy, inform the stakeholder and the relevant Policy Steward that the suggestion has not been endorsed. 

If there is no clear decision to endorse or reject the development of a new Policy, inform the SDVC and act on their decision.  

Note: Fast-tracks are sometimes necessary to ensure compliance with legislation and other requirements, or where documentation exists to evidence that the analysis carried out in Phase 3, Phase 4 and Phase 5 of Process 3 has already been done.
Where a new Policy is to be fast-tracked, follow Process 4.
Process 2: Policy Amendment Triage
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2 Policy Amendment Triage Procedure
2.1 Step 2.1:  Suggest Amendment to Policy (Member of the University Community)

If you believe that an amendment to a Policy is required, fill out the UWA Policy Suggestion Form found on the UWA Policy Library at — www.uwa.edu.au/policy/home and submit it to policy@uwa.edu.au 
Step 2.2:  Amendment Assessment (Policy Office)

Assess the suggestion against the definitions for Minor Amendment, Policy Refresh or Policy Review.  

If the suggestion meets the definition for either Policy Refresh or Policy Review, initiate Phase 2 – Project Brief (see Policy Project Process).

If the suggestion meets the definition for Minor Amendment, edit the Policy and send a request including a version of the Policy identifying the proposed changed to the Policy Administrator for endorsing.  If the relevant Administrator has made the suggestion, move to step 2.4

If the suggestion does not meet the definition of either Minor Amendment, Policy Refresh or Policy Review, inform the stakeholder.
Step 2.3: Endorsing Minor Amendment (Administrator)

When an amended Policy is received from the Policy Office, assess the amendment and respond within 1 week of the endorsement request by either —

rejecting the amendment;

making further amendments to the Policy; or

endorsing the Policy. 

Note: For all options, respond to the Policy Office.
Step 2.4: Approving Minor Amendment (Steward)

When an amended Policy is received from the Policy Office, assess the amendment and respond within 1 week of the approval request by either —

rejecting the amendment;

making further amendments to the Policy; or

approving the Policy.

Note: For all options, respond to the Policy Office.
Step 2.4: Amendment Result (Policy Office)

When an amended Policy is approved by the relevant Steward, upload the new version to the UWA Policy Library in accordance with the Policy Upload Control Document.

Where an Administrator or Steward rejects and amendment, inform the stakeholder and add to the next agenda or correspondence to the Policy Management Control Group.

Process 3: Policy Project 
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3 Policy Project Procedure

Step 3.1: Project Brief (Policy Office)

Using information from Process 1 or 2, develop a Project Brief which records the information listed under Phase 2 in Process 3.

Submit the Project Brief to the project team and/or the Administrator and work with them to finalise before submitting to the Steward to endorse.
Step 3.2: Project Plan (Policy Office)

Work with the project team and/or the Administrator in developing a Project Plan which records the information listed under Phase 3 in Process 3.
If requested to by the project team and/or Administrator, perform preliminary gap analysis and add the findings to the Factor Map.

Submit the Project Plan to the Administrator to endorse.  

Note: Where there is a dispute between stakeholders, the Policy Steward’s decision is final.
Step 3.3: Gap Analysis (Policy Office)

Work with the stakeholders as identified in the Project Plan to identify —

other organisations to use as benchmarks;

better practice, best practice, common practice to take in to consideration;

legislative requirements; and

internal challenges (such as audit requirements) to be addressed by the Policy.

Establish the content to be factored into the Policy as well as the terms to be defined within the Policy.
Step 3.4: Recommendation (Policy Office)

Work with the project team and/or Administrator to develop a Recommendation Report which records the information listed under Phase 5 in Process 3 and the findings from Phase 4, including an outline of the implementation, evaluation and communication requirements.  

Step 3.5: Drafting

Process 3.5 illustrates the drafting and approval pathway for all Policies.  If Procedures were identified in the Recommendation Report, draft these first, starting with the process maps for each Procedure.

If Control Documents were identified in the Recommendation Report, draft them after drafting any Procedures, and before drafting the Policy.

If no Procedures or Control Documents were identified in the Recommendation Report, draft the Policy.

Engage relevant stakeholders, as identified in the Project Plan, and test the initial draft.  

If Guidelines were identified in the Recommendation Report, draft these last.

Note: everything else to be implemented can be done in Phase 7 in Process 3. 
Rework where necessary until a final draft Policy has been endorsed by all relevant stakeholders and is ready for approval by the Policy Approver.

Where the Approver approves the final draft, progress the project to Phase 7.

Where the Policy Approver does not approve the final draft, act on the advice of that Approver.

Process 3.5: Drafting
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Step 3.6: Delivery Planning (Policy Administrator)
Develop the implementation plan and evaluation plan (the templates are available from the Policy Office).

Work with Government and Corporate Communications to develop a communication plan.

Submitted each delivery plan to the Policy Office to check for alignment to the Policy Framework.

Finalise the delivery plans and submitted through the Policy Office to the Policy Steward to be endorsed.

Step 3.7: Compliance (Policy Administrator)

Deliver the implementation, evaluation and communications plans.

Once implementation and communication is sufficient (as identified in the respective plans), the Policy Office will upload the approved Policy (and Procedures, Control Documents and/or Guidelines) to the UWA Policy Library.

Step 3.8: Project Close (Policy Office)

Follow the Policy Upload Control Document. 
Update the Policy Evaluation Database where an evaluation plan has been submitted.
Develop a project close report and submit this to the Policy Steward.
Process 4: Policy Fast Track
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4 Policy Fast-track Procedure

Step 4.1: Project Brief (Policy Office)

Follow step 3.1
Step 4.2: Condensed Planning (Policy Office)

Work with available stakeholders to identify the content to factored into the Policy as well as the terms to be defined within the Policy.

Step 4.3: Drafting (Policy Office)

Draft the Policy and rework this with available stakeholders where necessary until a final draft has been endorsed by the Administrator and is ready for either —

provisional approval by the Steward; or

approval by the Approver.
Step 4: Delivery (Policy Office)

Where a Policy has provisional approval, work with available stakeholders to communicate essential information to those impacted by the new Policy and proceed to step 3.8

Where a Policy has been approved by the Approver, follow steps 3.6 to 3.8
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