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POLICY DEVELOPMENT REPORT


Replace text in italics with your text (and remove this statement.)
TO:


DATE:

RE:

Development of the [Insert the name of the policy] Policy
A cover letter should accompany this document, the Policy Statement and any Related Documents, and should be submitted, by the Sponsor, to the Vice-Presidents’ Council for eventual forwarding to the President.

Sponsor: State the Sponsor’s title. 
Background – Research / Consultations
Describe briefly the approach that was used to develop the policy draft.  Identify the groups or individuals who were consulted throughout the policy proposal and policy development phases.  Provide evidence of the consultation and your response to the feedback received. Include the results of any legal review or risk assessment.
Implementation Plan

State when the policy or the revision will come into effect, whether it will be phased in, if so how; whether any existing policy will be grandfathered if so, for how long and for which individuals or groups or units.  List any new technologies or equipment that will be needed, any new staff positions that will be needed and any other resources that will be needed. State whether any training will be required and if so, how it will be delivered – when, by whom and to whom. Give a schedule of events and costs associated with the implementation of the policy or revision and the individuals responsible for, or involved in the various events.

Communications Plan

Identify the steps to be taken to ensure those identified in the Scope section of the Proposal and others who may be impacted are aware of the new or changed policy, including the step of posting the policy to the policy website.
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