CHOOSING YOUR PROCESS
As policy areas are identified, development of UAPPOL documents will fall into one of three categories: 

1. Existing Policy–Transition to UAPPOL; 2. Existing Policy–Needs Updating; or 3. New Policy–Needs Development.  The questions below should assist in determining the process you need to undertake.  These questions may assist to determine the process for development/redevelopment of procedures and other UAPPOL documents as well.  Assistance in determining your process is also available by contacting the Policy Standards Office.
Existing Policy – Transition to UAPPOL

A transition of a Policy means that there is a current, approved policy that needs to be formatted for the UAPPOL system.  Current Policy may reside in a number of places including the GFC Manual, the Manual of Administrative Policies, Procedures and Services (MAPPS), or within a Portfolio’s Administrative Units.  

 FORMCHECKBOX 

Is the policy approved (not simply current practice) by a senior level of Governance (i.e. Vice-President, Board of Governors, or General Faculties Council)?

 FORMCHECKBOX 

Does the policy reflect the University’s current position?

If both of the above are true, this policy can be transitioned to the UAPPOL Policy Template and published.  

*When a document is transitioned to UAPPOL, you must ensure that it is removed from any other information sources.  The online version of a UAPPOL policy is the only official version.
Existing Policy – Needs Redevelopment

Redevelopment of a Policy means that there is an existing Policy, however, it needs to be updated prior to posting it in UAPPOL.  These are current Policies and may reside in a number of places including the GFC Manual, the Manual of Administrative Policies and Procedures and Services (MAPPS), or within a Portfolio’s Administrative Units.  

 FORMCHECKBOX 

Has the University’s position on this policy changed or have business practices changed requiring changes to the existing policy?

 FORMCHECKBOX 

Does the policy have a sponsor at the senior levels of governance supporting the redevelopment?

If both of the above are true, this policy needs to be redeveloped for publication in UAPPOL.  This process begins with a Development Plan.
*When a policy needs to be redeveloped prior to publication in UAPPOL, you must ensure that previous, outdated policies are rescinded.

New Policy – Needs Development

Current policy may have gaps that require new Policies to be developed.

 FORMCHECKBOX 

Is this an area where lack of policy puts the institution at risk?

 FORMCHECKBOX 

Is this a policy area that has institution-wide application?

 FORMCHECKBOX 

Are there gaps in information that need to be communicated?

 FORMCHECKBOX 

Does the policy have a sponsor at the senior levels of governance supporting the development?

If any of the above are true, an Office of Accountability needs to lead a development process, beginning with a Development Plan.
Note:  If you are unsure which is the appropriate process for your Policy, or if you have questions regarding how to proceed, contact the Policy Standards Office. 

