DEVELOPMENT PLAN OUTLINE

Note:  a Development Plan is required in order to ensure that all of the appropriate steps have been taken in developing/redeveloping a policy.  This document may be revised for Policy Revision, Procedure Development, or development of other UAPPOL documents, as some areas may not apply.  This is an example of the information to include, however, formatting can vary on an individual basis.  The completed Development Plan should be attached to approved documents and filed with the Content Manager after publication.

Policy Issue:

· Issue and Scope:  what is the issue and how much of the University will be affected?

· Reason:  why is this policy necessary?

· Policy Statement:  what is the University’s position on this issue?

Research:

· History of this issue

· Legal/Regulatory considerations

· Existing Material: to ensure that any existing policies/procedures published will be rescinded.  (MAPPS, BOG Policy, GFC Manual, other pertinent info); and areas on websites that will need to be changed – pointing to the UAPPOL policies and procedures once published to avoid contradiction and duplication.

· Identify current practice

· Comparative study of practice at other Alberta/Canadian Universities
This information can be gathered in a number of ways including:  searching websites, consulting with stakeholders, reviewing previous meeting minutes, contacting Governance offices, and reviewing existing Policy manuals.  Assistance is available by contacting the Policy Standards Office.
Reality:

· Identify if this is a new policy or an existing that needs to be changed; identify if this is current practice being put into words.

· Identify the documents you will be developing:  Policy/Procedures/Information Documents/Forms

· Linkages:  what other documents will these be linked to?
Accountability:

If you are unsure of how to complete the table below, you may want to consult:  your Development Sponsor; your UAPPOL Team support; the University Secretariat and/or the Board Office.

	Development Sponsor
	

	Development Lead
	

	Office of Accountability
	

	Office of Admin Responsibility
	

	Approver
	


Communication Strategy:  

· who needs to know about this policy once it is approved?  (deans, directors, department heads, chairs, faculty, managers, staff, students, other groups)
· how will this be communicated? (via e-mail, on your website)
Vetting:

· Identify stakeholders:  key interest groups for this policy and the representatives for those groups.

· Vetting Strategy:  in what order will stakeholders be consulted?

Approval:

· Approval Strategy:  how will this move through Governance (committees?)

Schedule 

1.
Timelines for feedback of vetting 

2.
Meeting schedules of approval committees

3.
Arrange for rescission of all previous materials – to occur at the same time as approvals
In order to proceed with this plan, there must be sign-off from the UAPPOL Team to confirm that there is no duplication or overlap of policy in development, and sign-off from Governance confirming that they have reviewed and agree with the approval protocols proposed for the policy. 
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