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[bookmark: _Overview][bookmark: _1._Overview][bookmark: _Toc427588753][bookmark: _Toc432302941]1. Overview
This procedure describes the steps involved in creating or revising YSM policies, procedures, and Guidelines, as outlined in Development, Revision and Posting of YSM Policies, Procedures and Guidelines - Guidelines 
Any individual or unit who identifies the need for a new policy or procedure or a major revision to an existing policy, procedure, or guideline, should contact the YSM Senior Policy Analyst at ysm.policy@yale.edu.  The YSM Senior Policy Analyst will connect the requestor with their designated Document Administrator/Policy Owner who coordinates the process of developing, reviewing, approving, and posting YSM policies, procedures, and guidelines. The Document Administrator will identify the appropriate Policy Sponsor.
The Document Administrator provides the Policy Sponsor with the following information: 
a) An overview of the policy, procedure, and guideline development and approval process and the Policy Sponsor’s role in the process, as outlined in Development, Revision and Posting of YSM Policies, Procedures and Guidelines - Guidelines 
b) For a new policy, procedure, or guideline, the required YSM template;
c) For a revision to an existing policy, procedure, or guideline, an editable format of the existing version; 
d) The number of the policy, procedure, or guideline (all policies, procedures, and guidelines should follow the PolicyTech® assigned numbering and YSM document naming approach); and the identities of other known policies and procedures or stakeholders that the Policy Sponsor should be aware of because they may affect or be affected by the new or revised policy, procedure, or guideline.  
[bookmark: _Toc425929388][bookmark: _Policy_Proposal][bookmark: _Proposing_New_Policies][bookmark: _2._Proposing_New][bookmark: _2._New,_Major]2. New, Major Revisions and Required Review Cycles
Policy/procedure/guideline proposals are required for new, major revisions, and required reviews of YSM policy, procedures, and guidelines. Policy proposals are not required for minor revisions to existing YSM policies, procedures, or guidelines.  Minor revisions include clarifications, non-substantive changes, and updates to reflect, for example, new position titles, new contact information, or new website addresses.  
Policy proposals are to be documented on a YSM Policy/Procedure/Guideline Proposal - Form. The Policy Sponsor, or their designee, should work with their Document Administrator/Policy Owner to develop a policy/procedure/guideline proposal that contains, at a minimum, the following information: 
a) The background, justification, and likely impact of the new or revised policy/procedure/guideline;
b) The proposed (or previous) stakeholders (those who will be affected by the policy/procedure/guideline, as well as subject matter experts) to be consulted when drafting the policy/procedure/guideline; and

c) The proposed (or previous) Responsible Official(s) and the Responsible Office(s), as defined in Development, Revision and Posting of YSM Policies, Procedures and Guidelines - Guidelines 
The Policy Sponsor, or their designee, presents the policy proposal to the Document Specific Policy Review Committee (DSRC).
The DSRC reviews all aspects of the proposal.  Only once the DSRC approves the policy/procedure/guideline proposal may the Policy Sponsor proceed to the drafting/revision phase.
[bookmark: _New_Draft_Policy][bookmark: _Drafting_a_New][bookmark: _3._Drafting_a][bookmark: _Toc427588755]3. Drafting a New Policy/Procedure/Guideline	
After the new policy/procedure/guideline proposal is finalized and approved by the DSRC, the Policy Sponsor, or their designee, is responsible for:
a) Drafting the new policy/procedure/guideline and setting a schedule for completion; 
b) Obtaining input from stakeholders during the drafting phase;
 
c) Seeking assistance from the Document Administrator/Policy Owner with any of the policy solution workflow tasks involved in developing the draft document (e.g., writing, reviewing, etc.);
 
d) Apprising the Responsible Official, or their designee, of progress and issues, as appropriate; and
e) Indicating when the draft is ready for presentation to the DSRC.  
The new policy/procedure/guideline should be prepared using the approved YSM template.  The Document Administrator/Policy Owner can provide the Policy Sponsor with the required YSM template. This template includes the type of information that may be needed for each YSM policy, procedure, or guideline and the appropriate layout to ensure consistency among YSM documents.  
[bookmark: _4._Key_Policy/Procedure]4. Key Policy/Procedure Terms: 
To standardize YSM’s policy, procedure, and guideline process the following terms will be utilized on published documents and within the document management solution. 
· Date of Origin: This is the first date that the document was formally approved and made available to the YSM public (i.e., posted, and accessible to all faculty and staff). 
· Effective Date: This date is often associated with “publication” which would be when the document is formally posted to the YSM website and accessible to faculty and staff. From this date forward, faculty and staff would be held accountable to the document requirements as they would be expected to have knowledge of the document and its requirements. 
· Approval Date: This is the date that the “Responsible Officer”, as outlined in the Development, Revision and Posting of YSM Policies, Procedures and Guidelines - Guidelines  formally approved the document. This date may often, but not always, align with the publication of the document/effective date. This date would also reflect the last formal approval related to any revisions or updates made to the document.
· Document Administrator (Policy Owner): The Policy Owner is responsible for managing the document within the document control solution (Policy-tech). This individual “manages” the lifecycle of a set of documents to ensure they are created and reviewed in accordance with this policy. They may or may not also be a policy sponsor. 
· Policy Sponsor: The Policy Sponsor is part of the Responsible Office and, if the YSM policy, procedure, or guideline is associated with a process, the process owner. This person is responsible for ensuring that policies, procedures, and guidelines needed to support the Responsible Office’s mission to YSM are created, periodically reviewed and, if necessary, updated. The Policy Sponsor is accountable for the YSM policy, procedure, and guideline content and for its full and proper implementation. The Policy Sponsor should ensure, in consultation with the appropriate stakeholders, as outlined by the DSRC, that the policy and procedure comply with all relevant laws and regulations.
· Responsible Office: The Responsible Office (or Responsible Offices, as may be the case) owns and is responsible for the process governed by the YSM policy, procedure, or guideline. The members of the Responsible Office are involved in drafting and revising the YSM policy, procedure, or guideline and developing and implementing appropriate training for those affected by the YSM document. 
· Responsible Official: This person is accountable and responsible for the content of, and compliance with, the YSM policy and procedure. The Responsible Official is kept apprised of any new or revised YSM policy, procedure, or guideline under their purview by the relevant Policy Sponsor.
[bookmark: _Revised_Draft_Policy][bookmark: _Making_Major_Revisions][bookmark: _4._Making_Major][bookmark: _4._Major_Revisions][bookmark: _Hlk497303240]5. Major Revisions or Required Review Cycle	
After the policy/procedure/guideline proposal is finalized and approved by the DSRC, the Policy Sponsor, or their designee, is responsible for:
a) Drafting the review or revision for policy/procedure or guideline and setting a schedule for completion; 
b) Obtaining input from stakeholders during the drafting phase; 
c) Seeking assistance from the Document Administrator/Policy Owner with any of the policy solution workflow tasks involved in developing the draft document (e.g., writing, reviewing, etc.); 
d) Apprising the Responsible Official, or their designee, of progress and issues, as appropriate; and
e) Indicating when the draft is ready for presentation to the DSRC.  
Revisions to an existing policy, procedure, or guideline are only permitted after obtaining a current, authorized, editable document from Document Administrator/Policy Owner.  Revisions to any other documents will not be accepted. 
[bookmark: _Review_and_Approval][bookmark: _Policy_Review_and][bookmark: _5._Policy_Review][bookmark: _5._Review_and][bookmark: _Toc427588756]6. Review and Approval Process
Once the Policy Sponsor, or their designee, indicates that a new or revised draft policy, procedure or guideline is ready for review, the draft document undergoes the following review process: 
a) The Policy Sponsor, or their designee, submits the draft to Document Administrator/Policy Owner; Document Administrator/Policy Owner reviews it for editorial content and ensures that it is properly formatted;
b) Document Administrator/Policy Owner submits the draft to the Document Specific Policy Review Committee (DSRC);
c) The DSRC returns feedback to the Policy Sponsor;
d) The Policy Sponsor incorporates required revisions based on the DSRC’s feedback;
e) If appropriate, Document Administrator/Policy Owner re-submits the draft to the DSRC’s for review and comment, and this process is repeated until the DSRC is satisfied with the draft;
f) When the DSRC believes that the draft is ready for approval, the Policy Sponsor obtains the Responsible Official’s approval;
g) If the policy, procedure, or guideline has a major, school-wide impact, or if it directly affects faculty, the Responsible Official may choose, at his/her discretion, to discuss it with relevant YSM Officers or require review and approval from a higher-level committee (or assign this task to a designee) before publishing the draft;
h) [bookmark: _Hlk120518543]The Policy Sponsor, or their designee, submits the approved policy to Document Administrator/Policy Owner, and when appropriate a draft communication to the YSM community explaining the new or revised policy, and pointing out major changes. 
[bookmark: _Toc425929392][bookmark: _Toc425929393][bookmark: _Toc425929394][bookmark: _Issuance_of_Approved][bookmark: _6._Issuance_of][bookmark: _Toc427588757]7. Issuance of Approved Documents
Once the draft policy, procedure, or guideline is finalized and approved, Document Administrator/Policy Owner does the following:
a) Posts the finalized document on the Policy website; and
b) With input from the Policy Sponsor or their designee, issues the appropriate form of communication informing the community of the new or revised policy.  The type of communication may vary based on the impact of the new or revised policy.
[bookmark: _Making_Minor_Revisions][bookmark: _7._Making_Minor][bookmark: _7._Minor_Revisions]8. Minor Revisions 
Minor revisions to an existing policy, procedure, or guideline include, but are not limited to, clarifications, non-substantive changes, and updates to reflect, for example, new position titles, new contact information, or new website addresses.  Minor revisions are not required to go through the formal review and approval process.  Rather, minor revisions to existing policies should be coordinated with Document Administrator/Policy Owner.
Revisions to existing policies, procedures, and guidelines are only permitted after obtaining a current, authorized, editable document from Document Administrator/Policy Owner.  Revisions to any other documents will not be accepted.  Document Administrator/Policy Owner is responsible for editorial content and proper formatting.
Once the Policy Sponsor and Document Administrator/Policy Owner approve the minor revisions, Document Administrator/Policy Owner posts the revised document on the Policy website.
[bookmark: _9._Exception_Requests]9. Exception Requests
In rare circumstances, an exception to an existing policy or procedure may be needed. These are situations where the current policy or procedure cannot be operationalized or needs an alternative option. Exceptions should be formally requested, reviewed, approved, and documented. 
a) Exception requests should be documented on the YSM Policy/ Procedure/ Guideline Exception Request - Form  and submitted to the Policy, Procedure “Policy Sponsor” (i.e., the individual who is responsible for editing the content of the document). 
b) The Policy Sponsor will review the request and document their recommended action and submit the request to the document’s governing body (Department Specific Policy Review Committee) for approval or denial. 
c) The status of the request will be communicated back to the requestor and the YSM Policy/Procedure Exception Form will be maintained by the responsible Document Administrator.

[bookmark: _Contact_Information]10. Contact Information
· Exception requests and interpretations regarding FIN/OPS - Development, Revision and Posting of YSM Policies, Procedures and Guidelines - Procedure:  ysm.policy@yale.edu
· Yale University Policies and Procedures Website questions: Policy and Compliance Services: controllers.office@yale.edu
[bookmark: _11._Related_Information/Documents]11. Related Information/Documents 
· Development, Revision and Posting of YSM Policies, Procedures and Guidelines - Guidelines
· YSM Policy/Procedure/Guideline Proposal - Form 
· YSM Policy/ Procedure/ Guideline Exception Request - Form 
· YSM Policy/Procedure/ Guideline Workflow - Reference 
The official version of this information will only be maintained in an online web format.  Any and all printed copies of this material are dated as of the print date.  Please make certain to review the material on-line prior to placing reliance on a dated printed version.
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