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1. Preamble
Clear and systematic policy development is essential for institutional governance, compliance, and quality assurance.
This procedure ensures that all policies are created, reviewed, amended, and retired using transparent, standardized, and responsible processes.
Aligned with:
· QAAC criteria for governance and documentation
· SLQF requirements
· Good governance practices in higher education

2. Policy Statement
The University Division shall maintain a structured framework for:
· Developing new policies
· Reviewing and updating existing policies
· Amending, replacing, or retiring policies
· Ensuring consistent formatting, numbering, and approval mechanisms
· Maintaining institutional alignment and compliance

3. Objectives
1. To ensure policies are developed through participatory and transparent processes.
2. To ensure all policies align with legal, QA, SLQF and institutional standards.
3. To maintain consistency across all policy documents.
4. To establish scheduled and ad-hoc review processes.
5. To ensure clear timelines and responsibilities for policy revision.
6. To ensure all final policies receive Senate and Governing Board approval.

4. Scope
Applies to all academic, administrative, financial, operational, and governance policies of the institution.

5. Guiding Principles
· Transparency
· Inclusiveness
· Quality Assurance
· Regulatory Compliance
· Consistency and Standardization
· Traceability

6. Policy Development Process
6.1 Stage 1: Need Identification
Proposal may be initiated by:
· Governing Board
· Senate
· IQAC
· Any Faculty or administrative unit
· Legal / audit recommendations
· QA reviews or compliance needs
6.2 Stage 2: Drafting
Drafting must be done by the:
· Relevant functional division
· Policy Review Committee (PRC)
· IQAC (format and compliance review)
Draft must follow the official Infortec Policy Template.
6.3 Stage 3: Stakeholder Consultation
Consultation with:
· Academic and non-academic staff
· Student representatives (if relevant)
· Legal office
· External experts (if needed)
6.4 Stage 4: Internal Review
IQAC verifies:
· Quality
· Compliance
· Formatting consistency
· Alignment with existing policies
6.5 Stage 5: Senate Approval
Senate ensures:
· Academic alignment
· Regulatory compliance
· Functional suitability
6.6 Stage 6: Governing Board Approval
The final approving authority.
6.7 Stage 7: Publication
After approval:
· Policy added to the Official Policy Repository
· Circulated to all units
· Uploaded to LMS/website (if applicable)

7. Scheduled Review
· Every 3 years for all policies
· Earlier if:
· Regulatory changes occur
· Structural changes are required
· QAAC recommendations arise
8. Amendment Procedure
Minor Amendments
· Correcting formatting, terminology, or minor details
· Approved by IQAC + reported to Senate
Major Amendments
· Content affecting scope, authority, procedures
· Requires full approval cycle:
IQAC → Senate → Governing Board

9. Retirement or Replacement of Policies
A policy may be retired if:
· It is outdated
· Replaced by a new policy
· No longer required
Retirement must be approved by:
IQAC → Senate → Governing Board.

10. Responsibilities
	Entity
	Responsibility

	Governing Board
	Final approval

	Senate
	Academic oversight

	IQAC
	QA compliance + formatting

	PRC
	Drafting and review

	Units/Faculties
	Initiating proposals

	Legal Office
	Legal compliance



11. Related Documents
· Policy Implementation & Monitoring Procedure
· Document Control and Version Management Policy
· QAAC Policy Guidelines

