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simmonk
Sticky Note
Only the Responsible Authority or the Policy Coordinator can initiate a policy review.
1. Navigate to the policy, click the Initiate Policy Review Button, provide reason and click start.
2. Assign Responsible Authority by name or position. Click Assign.
3. Responsible Authority will be asked to acknowledge the role assignment and the initiation of the policy review.

simmonk
Sticky Note
1. Identify 1 or 2 SMEs by name or position title. 

NOTE: the SME will edit the draft policy, respond to stakeholder comments and Process Feedback. 

NOTE: The Responsible Authority can identify  themselves as a SME to increase visibility throughout the process. 
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Sticky Note
1. Review relevant literature and best practices. 
2. Revise draft policy accordingly.
3. Click submit to seek Responsible Authority Approval to proceed.

NOTE: If needed, additional instructions are available to edit business terms and their definitions. 
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Sticky Note
1. Identify individuals or a group /committee to provide feedback.
2. Specify a length of time for the review (3 days - 5 weeks). 

NOTE: individuals identified in this step will not be able to provide feedback after the deadline. If the opportunity is missed and their feedback is needed,  they will need to be engaged in the next internal. 

NOTE: This Internal Review step can be repeated a number of times (ie. CAC, Chairs Council, SALT, etc)

NOTE: Remember to identify and consult with College personnel impacted by the policy, to seek feedback. (ie. Finance, HR, ITS, PCPP, etc.) 

NOTE: Each policy may have a unique review process, such that stakeholders, committees etc. may differ. 
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Sticky Note
1. Stakeholders should review all sections of the policy, and refer to change tracking history document to compare versions. 
2. Add comments and click Add Comment to save comments. 
3. Click Add Comment and Finish to complete the task. 

NOTE: Comments appear at the bottom of the policy

NOTE: users can be tagged in comments by using @mention
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Sticky Note
1. Review comments 
2. Respond to comments if necessary using @mention
3. Revise draft policy as required.
4. Click Done to submit to Responsible Authority for approval and next step.
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Sticky Note
1. ACLT group is the default
2. Add additional reviewers, if necessary
3. Click Identify
4. Review list of reviewers to confirm no errors have been made.
5. Click submit to forward to ACLT for review and endorsement. 
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Sticky Note
1. Review all sections of the policy. 
2. Refer to change tracking history document to compare versions. 
2. Add comments as needed.
3. Click Endorse or Challenge 

NOTE: if a ACLT member would like to endorse the policy, pending edits, this can be noted in the comments and clicking Endorse.
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Sticky Note
1. Review comments 
2. Respond to comments if necessary using @mention
3. Revise draft policy as required.
4. Click Done to seek approval from the Responsible Authority and next step.

simmonk
Sticky Note
1. Review comments 
2. Respond to comments if necessary using @mention
3. Revise draft policy as required.
4. Click Done to seek approval from the Responsible Authority and next step.
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Sticky Note
1. Review all policy sections for spelling, grammar, and formatting.
2. Add comments, as needed.
2. Click Submit

NOTE: the Reviewer cannot edit the policy.
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Sticky Note
1. ACET group is the default
2. Add additional reviewers if necessary
3. Click Identify
4. Review list of reviewers to confirm no errors have been made
5. Click submit to forward to ACET for review and approval. 
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Sticky Note
1. Review all sections of the policy. Refer to change tracking history document to compare versions. 
2. Add comments if applicable.
3. Click Approve or Deny 
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Sticky Note
1. Policy Coordinator prepares a print-ready version of the policy.
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Sticky Note
1. Policy Coordinator runs an accessibility check on the PDF version of the policy and adjusts format and layout to improve accessibility.
2. Policy Coordinator posts PDF version of the policy online at algonquincollege.com/policies
3. Policy Coordinator provides link to Responsible Authority and Administrative Assistant/Executive Assistant. 
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Sticky Note
1. The Responsible Authority or Administrative Assistant/Executive Assistant submits a news item on myAC to notify the College community about a revised policy.

NOTE: upon approval of a revised policy, a banner will automatically be displayed in Collibra to inform users that a new version of the policy is available. 




