
Policy Approval Process 
Policy owners and/or their designees are responsible for ensuring that their policies are reviewed by the 
appropriate audiences.  According to the requirements in Board Rule 108 and the University’s Policy 
Development and Management Policy, the following steps must be completed.  Documenta�on will be 
recorded through the PolicyStat system.   

Phase One:  Review  
The policy owner/designee starts a revision of an exis�ng policy or crea�ng a new policy from the 
approved template.  Once the content is ready, addi�onal par�es are invited to review using PolicyStat’s 
Collabora�on feature.  Reviewers must be invited to view the document in PolicyStat and enter their 
own comments.  Invited collaborators can only view a policy. They will not be able to modify the content 
or proper�es but can view exis�ng comments, add new comments, and view the dra� or pending 
version content. 

Do NOT click the orange Start Approvals buton un�l this phase is completed. 

o Policy Owner/Designee:  For documenta�on purposes, the policy owner/designee must enter a 
comment addressing each of the following requirements: 

o Jus�fica�on:  For revisions, explain why the changes are being made.  For new policies, 
explain why the policy is needed. 

o Affected Cons�tuencies:  In the development and formula�on of policies, appropriate 
cons�tuencies should be consulted for input; provided, however, such input does not 
cons�tute a veto or interference with administra�ve rights and responsibili�es. 

o Review for Consistency with the following: 
 Board Bylaws, Rules, and Pronouncements 
 Policies of other System campuses - UA Birmingham and UA Huntsville. 
 Other policies at UA. 

o Office of Counsel:  Legal review is required for all policies.  Departments are encouraged to work 
with the Office of Counsel early in the policy dra�ing process.   

o Unit-Level Review:  This step may vary depending on the needs of the unit.  This step would 
minimally include the following but may also include others. 

o Policy Owner (if the policy was dra�ed by a designee) 
o Department Head (if different from the Policy Owner) 
o AVP or College Policy Contact 

o Policy Manager:  The Policy Manager is housed in the Office of Compliance, Ethics, and 
Regulatory Affairs and is charged with coordina�ng the review and approval process for policies 
from all divisions, managing the document library, and ensuring that approved policies are 
posted appropriately.  They serve as the campus designee for policy review under Board Rule 
108.  The Policy Manager will invite the following reviewers. 

o Office of Counsel:  If not already included. 
o Policy Advisory Review Commitee (PARC):  This step is required for policies with 

applicability outside of the division that originates the policy.  
o Chancellor’s Designee:  All policies must be reviewed at the System Office. 

 

https://uasystem.edu/board/manual/100-series#heading9
https://ua-public.policystat.com/policy/14662591/latest
https://ua-public.policystat.com/policy/14662591/latest
https://rldatix-public.zendesk.com/hc/en-us/articles/10341171045404-3-5-Policy-Review-Collaboration


Phase Two: Approval 
Once all appropriate reviews are completed, the policy owner/designee will be directed to click the 
orange “Start Approvals” buton to kickoff the final approval workflow.  Approvers are able to make 
modifica�ons to policy dra�s, but doing so generates a new dra� that must start over in the approval 
workflow. 

o Policy Manager:  The Policy Manager will conduct a final review to correct forma�ng issues and 
ensure that all appropriate reviews have been completed. 

o Execu�ve Administrator:  The Vice Presidents for Academic Affairs, Student Life, Finance and 
Opera�ons, University Advancement, Research and Economic Development, Community Affairs, 
Strategic Communica�ons, Diversity, Equity and Inclusion, and the Director of Intercollegiate 
Athle�cs. Execu�ve Administrators may choose to designate appropriate individuals to review or 
approve on their behalf. 

Upon comple�on of the approval workflow, the policy will be automa�cally published. 

https://rldatix-public.zendesk.com/hc/en-us/articles/10341142402460
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