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DEPARTMENT OF FAMILY MEDICINE

POLICY DEVELOPMENT, REVISION, AND APPROVAL

PURPOSE: This policy development, revision, and approval flow chart outlines the stages of approval required, 
depending on the nature of the policy within the Department of Family Medicine. 

Note: A policy is a mandatory directive that guides conduct, ensures compliance with legal or institutional requirements, 
mitigates risk, and supports consistent operations. A guideline offers recommended practices to assist in implementing policies 
where flexibility is appropriate and formal enforcement is not necessary..
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An individual or committee 
can identify the need to create 

or revise a policy. 

a) If an individual, they must 
notify their direct supervisor, 

who will consult with 
department leadership to 

determine whether a policy 
needs to be created/revised 

and who the appropriate 
approving body(ies) will be. 

b) If a committee identifies the 
need, the committee will be 

one of the  approving bodies. 

Committee Chair or 
Supervisor will assign 
an individual or group 
to work on the policy 

development/revision.

Inform the 
Coordinator, Projects 

and Program 
Evaluation of 

update(s).

*Managing Director 
can provide guidance, 

if required. 

Gather and 
review relevant 

background 
information to 
support policy 
development. 

Identify 
stakeholders 

(internal to DFM 
and external).

Draft policy

*Standard departmental 
format.

Yes

No

It is the role of 
the initial 

approving body 
to bring each 

policy forward 
for review by 

the designated 
timeline.

*Earlier review 
may be 

required.

Consult with 
stakeholders to 
develop a draft 

policy.

Submit draft to 
most responsible 

committee for 
endorsement.

Endorsed?

Submit draft policy 
to Executive Management 

Committee* for final 
approval. 

The Approving Body will 
determine:

a) Implementation 
Strategy, if required

b) Effective Date
c) Timeline for Review

Final policy

Policy is circulated 
to relevant 

individuals and 
committees within 
the Department.

Coordinator, 
Projects and 

Program Evaluation 
will update the 
Policy Tracker.

No

Yes

New Policy 
Required?

*The appropriate Approving Body is determined according to the DFM Committee Map hierarchy.
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