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POL – Workflow – New or Change Policy Workflow
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New or Change Policy Workflow
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	Title

	
	Submit Request



	
	Description


	
	A need for a new policy or a change to a policy is identified. This may occur for a variety of reasons including the deployment of a new technology or the result of a review of an existing policy.


	Inputs

	None



	Outputs

	A formal request for a new policy or a change to the existing policy.
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	Title

	
	Valid?



	
	Description


	
	Is the request valid? The Policy Team must first analyze the request before proceeding to the next step. Questions that should be asked regarding the validity of request include: Can the policy be equally enforced? Does the policy contradict another policy or law? Is the policy really necessary?


	Inputs

	A formal request for a new policy or a change to an existing policy. The request includes the reasons for the new policy or the reasons for the change to the existing policy. As much detail as possible should be included in the proposal to expedite the approval process.


	Outputs

	The Policy Team validates the request or rejects the request if it is found invalid. The reason for the rejection is clearly stated and communicated to the requestor.

If the Policy Team approves the request, the request is moved to the next step in the process.
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	Title

	
	Exists?



	
	Description


	
	The request for a new policy or changes to an existing policy has been approved. The next question is “does the policy already exist?” This question gives the Policy Team the opportunity to determine if the communication and / or the education of the policy are unsuccessful.
On the flow chart a “no” answer transfers control to the right and a “yes” answer transfers control to the left.


	Inputs

	The request for a new policy or change to an existing policy.


	Outputs

	A determination if the policy add or change already exists in the organization’s policy library. 
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	Title

	
	Needs Modified?



	
	Description


	
	The request for a new policy or change to an existing policy resulted in the discovery of an existing policy that either meets the needs of the request exactly or the existing policy needs some modification. 


	Inputs

	The existing policy that meets the needs of the request or will meet the needs with some modification.


	Outputs

	A determination that the existing policy does not need to be modified but instead be re-introduced into the organization through the Communication and Education process.
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	Title

	
	Frequency of Education & Method



	
	Description


	
	A new policy was created, an existing policy was modified or an existing policy needs to be re-introduced into the organization. The Policy Team determines how often the policy needs to be communicated to the organization and what method of communication to use. For example, a policy on Internet use could be communicated to an employee at the time of the employee’s annual review and when the employee is hired.


	Inputs

	The new policy, updated policy or an existing policy.


	Outputs

	The communication and education objectives detailing when the policy is communicated and a recommendation on how the policy is communicated.
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	Title

	
	Update



	
	Description


	
	An existing policy that needs modified to meet the needs of the proposed new policy was identified. The language in the policy is updated.


	Inputs

	The proposed policy and the existing policy to be modified.


	Outputs

	An updated policy that meets the needs of the proposed policy.
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	Title

	
	1. Assign Owner

2. Assemble Team



	
	Description


	
	A new policy needs to be created. An owner of the new policy is assigned. This individual is responsible for the development, approval and communication and education of the new policy. This does not mean the individual is responsible for performing all the tasks (including project management) necessary to deploy the policy.

The policy owner then assembles the team responsible for writing the policy. This team may include representatives of the people the policy will affect (i.e. legal, HR, etc.). This team writes the policy.

An executive sponsor is recruited.


	Inputs

	The proposed policy and any existing policies that are similar in language but not purpose. The existing policies were identified in the previous steps of this process.


	Outputs

	A policy owner is assigned and a team to write the policy formed.

The first internal release of the policy is written.
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	Title

	
	1. Who & How

2. Enforcement

3. Cross Functional Review



	
	Description


	
	Answers to the question “who” will be effected by the policy and “how” will the policy be implemented are answered. 

The next question answered is how the policy will be enforced. Policies must be easily understood, well communicated and equally enforced.

Some if not all of these questions may be asked prior to writing the policy, however, answering these questions at this stage is critical to the successful deployment of the policy. The answers may require re-writing portions of the policy.
The policy is submitted for cross-functional review. Representatives of each affected functional area within the organization perform a cross-functional review.


	Inputs

	The first internal release of the new policy.


	Outputs

	A written policy that can be reviewed by the organization’s Legal and HR departments.
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	Title

	
	Review



	
	Description


	
	The organization’s Legal and HR departments review the policy. Their feedback is incorporated into the new policy. While not shown at this level of the workflow, a feedback loop exists whereby the policy is reviewed, updated and reviewed again. These steps are repeated as many times as necessary. Also, depending on the organization, HR and Legal may review the policy in parallel or serially.


	Inputs

	A version of the new policy suitable to be reviewed by HR and Legal.


	Outputs

	A written policy approved by Legal and HR suitable for approval by the Executive Management Team.
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	Title

	
	Approved



	
	Description


	
	The Executive Management Team reviews the policy. If the Executive Management Team does not approve the new policy, then the policy goes back to the Policy Team to be reworked. The new policy should not come as a surprise to the Executive Management Team. A member of the Executive Management Team should be the sponsor of the project that created the new policy.


	Inputs

	A release candidate of the new proposal. A release candidate is the version of the policy that the team believes will be deployed.


	Outputs

	An approved new policy. If the policy is rejected then the Policy Team will need to make the necessary revisions.
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	Title

	
	1. Determine Best Awareness Method

2. Communication & Education Plan



	
	Description


	
	All necessary levels of the organization have approved the new policy. The requirements for frequency of education and method (i.e. formal training, emails, etc.) have also been identified. However, the group in charge of Communication and Education understand better than anyone else the best way to deploy the new policy. So while monthly emails may have been the recommendation, the Communication and Education group will develop the formal plan for disseminating the new policy. For example, instead of emails, perhaps a periodic reminder at user log in. The Communication and Education plan developed will meet the goals set forth by the Policy Team.


	Inputs

	The new policy and recommendations for the frequency of education and method of communication.


	Outputs

	A formal Communication and Education plan that meets the objectives set forth by the Policy Team for deploying the new policy. 
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	Title

	
	Receive Training



	
	Description


	
	Using the Communication and Education plan developed by the Communication and Education Team, the individuals affected by the policy are trained using the best method. 


	Inputs

	The new policy and the method for communicating the new policy and / or education on the new policy.


	Outputs

	A deployed policy and an educated workforce. While this may sound simple it is important to note that feedback should be gathered during the communication and education of the new policy. The effectiveness of the new policy must be measured throughout the life of the policy.
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	Title

	
	Reject



	
	Description


	
	The Policy Team rejected the request for a new policy or a change to the existing policy.


	Inputs

	The new policy or policy change request and detailed reasons for rejecting the request.


	Outputs

	The requestor is notified that the request was rejected and he or she is given the specific reasons for the rejection.

The requestor may be given the opportunity to re-submit the request at a later date.
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