
 

 

  

IH Policy 
Development 
Framework 

Interior Health Policy Office 

 
September 2026 



  

 
Interiorhealth.ca   Document Name | Date | Author  

 

Table of Contents 

Land Acknowledgement ............................................................................................................. 0 

Introduction ...................................................................................................................................... 1 

Purpose .................................................................................................................................................................... 1 

Scope ......................................................................................................................................................................... 1 

Document Hierarchy ...................................................................................................................... 2 

Provincial Policy or Other Document Types .................................................................................... 3 

Principles ............................................................................................................................................ 3 

Governance & Accountability .................................................................................................... 4 

Policy Assignments and Tracking ............................................................................................ 6 

Revision Types ................................................................................................................................. 7 

Ad Hoc Minor Revisions ................................................................................................................................ 7 

Review with Minor Revisions (or No Revisions) .............................................................................. 7 

Review with Major Revisions .................................................................................................................... 8 

Policy Retirement ............................................................................................................................................ 8 

The Policy Cycle .............................................................................................................................. 9 

Process Overview ............................................................................................................................................ 10 

Table 1. IH Policy Cycle Process: New Policy or Review ........................................................... 10 

Table 2: IH Policy Process: Ad Hoc, Minor Revision .................................................................... 14 

Policy Writing .................................................................................................................................................... 15 

Consultation ....................................................................................................................................................... 15 

Implementation ............................................................................................................................................... 15 

Compliance ......................................................................................................................................................... 16 

Approval ................................................................................................................................................................ 16 

Publishing ............................................................................................................................................................ 17 

Records Retention ........................................................................................................................ 17 

Related Policy Resources ........................................................................................................... 17 

Version History ............................................................................................................................... 18 

 



 

 

Land Acknowledgement  

 
 
 
 
 
 
 
 
Interior Health would like to acknowledge that it operates 
and provides services on the traditional, ancestral, and 
unceded territories of the Dãkelh Dené, Ktunaxa, 
Nlaka’pamux, Secwépemc, St’át’imc, syilx, and Tŝilhqot’in 
Nations. 
 
Interior Health recognizes that a diverse workplace 
includes all people, particularly those belonging to 
historically, systemically, and/or persistently marginalized 
groups, as well as individuals with protected 
characteristics under the BC Human Rights Code. 
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Introduction  

Interior Health (IH) policies apply broadly to the people who enter onto IH property 
and electronically access and provide IH services. A Policy is a collection of topic-
specific statements that clearly and concisly articulate expected outcomes for the 
organization as non-negotiable rules. Policies  set clear boundaries for meeting the 
minimum expectated outcomes and, if needed, set limits not to be exceded. In 
addition, policies assign authority and accountability to specific titles or groups to 
clearly identify who is responsible to uphold the policy statements.  

This Policy Development Framework (“the Framework”) outlines the required 
elements critical to the successful development, approval, implementation, review, 
and maintenance of policies within IH. 

The Policy Development Framework guides policy sponsors, stewards and 
developers in IH to: 

• understand the what, when, why, and who of policy development, 
implementation, maintenance and review; and 

• to meet the miminum Policy Office requirements for policy reviews and ad-
hoc revisions. 

Purpose  

IH policies are developed to: 

• Support the vision, mission,  and values of the organization; 

• Achieve IH strategic priorities; 

• Meet legislative, regulatory and accreditation standards; 

• Articulate what the expected outcomes are for IH; and 

• Outline who (title/role) is responsible to uphold the outcomes. 

Scope 

This Framework applies to IH policies. See the Policy InsideNet page. 

This framework does not apply to related documents, including but not limited to: 

• Board policies 

• Clinical documents, such as clinical decision support tools (CDST), standard 
processes (SP), order sets (OS), or education resources  

• Operational documents, such as standard operating procedures 
(SOPs), standard work, or education resources 

https://healthbc.sharepoint.com/sites/PoliciesPortalIH/
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For further information on the different types of IH documents, please see Choosing 
the Right IH Document.   

Document Hierarchy 

  

Documents follow a hierarchy. Higher-level documents set the requirements, 
boundaries, and expected outcomes, while lower-level documents provide more 
detailed instructions. For example, policies describe what must be achieved as 
outcomes and SOPs describe how tasks are performed to achieve those outcomes. 
All lower-level documents are required to comply with applicable higher-level 
documents. 

IH policies align with legislation, provincial policies, and other IH policies without 
duplicating content to maintain a single source of truth. Lower-level documents 
utilize information from multiple laws and policies to support and comply with 
applicable higher-level requirements. Document sponsors, stewards, and developers 
are responsible to make sure every related document is in alignment within the 
document hierarchy. 

This document hierarchy diagram is not an exhaustive representation of document 
types. If you have questions on where a document fits within the hierarchy, contact 
IHPolicy@interiorhealth.ca.  

  

Alignment between IH 
documents is crucial to 
provide clear guidance 
to end-users.  

Sponsors, stewards, 
and developers of IH 
policy and other 
related documents are 
responsible to be 
aware of how their 
documents fit within 
the hierarchy and how 
the content in each 
document fits with 
other IH documents.  

https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Choosing%20the%20right%20document.pdf?csf=1&web=1&e=IaoxBJ
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Choosing%20the%20right%20document.pdf?csf=1&web=1&e=IaoxBJ
mailto:IHPolicy@interiorhealth.ca
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Provincial Policy or Other Document Types  

Policies or other related documents that are developed at the provincial level or by 
the Ministry of Health and approved for use in IH are considered higher-level 
documents. IH documents align and comply with these requirements. There is no 
need for IH to develop an IH policy when there are resources at the provincial level, 
unless Interior Health requires additional rules and outcomes beyond what is 
required at the provincial level. Related resources, such as SOPs and education, can 
be used to support meeting the expectations outlined in Provincial documents 
within the IH context. If you feel an IH Policy is still required, contact the Policy Office 
for a consult: IHPolicy@interiorhealth.ca.  

Principles 

IH policies are grounded in the following principles fundamental to the 
development, approval, implementation, review, and maintenance of policy. 

Accessible: 

• Policies are written in plain language and are easily understood by their 
intended audiences, including the public. 

• Policies are readily available through approved IH platforms and can be easily 
located and accessed when needed. 

• Policy requirements are communicated clearly and transparently. 

Consistent:  

• Policies align with IH's vision, mission, values, and strategic priorities. 

• Policies provide clear, consistent direction across IH documents and align with 
applicable provincial requirements. 

• Policy requirements do not conflict with related legislation, provincial policies, 
or IH documents. 

• Policy requirements are unique to each policy and do not overlap between 
policies.  

Feasible:  

• Policies are implemented, monitored, evaluated and sustained using available 
resources and capacity. 

• Policy requirements are practical, achievable, and supported by clear 
accountability and authority. 

• Policies requirements are effectively applied, upheld and enforced. 

Inclusive:  

• Policies reflect the perspectives of those affected, including clients, families, 
employees, and external partners, where applicable. 

mailto:IHPolicy@interiorhealth.ca
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• Policies promote equity and inclusion and support culturally safe and 
respectful practices. 

• Policies reduce barriers, discrimination, and inequities. 

Relevant:  

• Policies address a demonstrated organizational need where enforceable 
requirements are necessary. 

• Policies do not duplicate existing legislation, provincial policies, or other IH 
policies. 

• Policies are regularly reviewed and updated, consolidated, or retired to remain 
current, effective, and fit for purpose. 

Governance & Accountability 

Policy accountability is a shared mandate across the IH Board of Directors (Board), 
senior executive team (SET) leadership, and manager level positions and higher. All 
Employees are accountable to the public and to each other to comply with IH policy 
and uphold IH’s vision, mission, values, strategic priorities, and policy guiding 
principles. 

Responsibility for policy spans the organization. Key roles and responsibilities of 
policy at IH are as follows: 

Interior Health Board of Directors 

• Approve all Board policies. 

• Directs management to ensure the Health authority operates at all times 
within applicable laws and regulations and to the highest ethical and moral 
standards. 

Senior Executive Team (SET)  

• Approve all regional Administrative, Clinical and Research policies; and 

• Review and endorse Board policies. 

Senior Leadership Committees 

• To endorse policy content and implementation plans after Policy Office 
endorsement and before SET approval.  

• A committee is selected based on the committee responsibilities  

o Strategy and Risk Management Committee (SRMC),  
o Quality Management Committee (QMC),  
o Digital Health Management Committee (DHMC), or  
o Senior Health and Safety Committee (SHSC). 

 

https://healthbc.sharepoint.com/sites/BriefingNotePortalIH/Shared%20Documents/Committee%20Responsibilities%20Matrix.pdf
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Policy Sponsor  

• Is the most responsible leader for the policy –Vice President (VP), Chief 
Medical Officer, or President & Chief Executive Officer (CEO);  

• Policy assignments are agreed upon between Policy Sponsors. Assignments 
align the scope of subject matter of the policy with the scope of the VP 
portfolio; 

• Appoints and/or approves a Policy Steward; 

• Accountable for all aspects of the policy cycle, the development, consultation, 
approval, implementation and maintenance of policy; 

• Consults with the Policy Steward to ensure policy content is relevant, current 
and sufficient and any new policy document does not conflict with any 
existing policy document; 

• Ensures due process has been followed by working with the Policy Steward 
on any necessary review / revisions (incidental or scheduled); 

• Confirms that appropriate consultation with interested or relevant 
parties/partners, including patient partners and critical subject matter 
experts, has occurred; 

• Where appropriate, works with Internal Audit to request policy compliance 
audit. 

Policy Steward 

• Is the IH policy content subject matter expert and policy author – typically 
Director/Manager level or above; 

• Responsible for policy content and responding to policy content questions;  

• Identifies evidence-based practice and, where applicable, legislative, 
regulatory or other applicable requirements, expectations, or standards, 
Ministry Directives, and other sources;  

• Researches existing IH policies to ensure policy does not conflict with any 
existing IH documents on InsideNet; 

• Responsible for incidental and scheduled revisions/reviews, as required to 
ensure content relevancy, currency, and compliance to this framework; and 

• Leads all aspects of the policy cycle, including consultation with interested 
parties/partners, and informs Policy Sponsor of any pertinent updates. 

Policy Developer 

• An IH employee given authority by the Policy Sponsor or Steward to assist in 
the development of an IH Policy; and 



  

 Policy Office IH Policy Development Framework | September 2026  6 

• Complete administrative tasks and/or support the policy through the entire 
policy process as directed by the Policy Steward. 

Internal Audit 

• Audits policy compliance as requested or required. 

Policy Office 

• Maintains the IH Policy Development Framework and related resource 
documents, including the Policy Template; 

• Maintains policy office insideNet SharePoint sites, folders and lists 

• Maintains data stewardship, control and custody of current and historical IH 
policy records (per IH standards); 

• Coordinates posting and retiring of applicable policies on IH public website (in 
collaboration with IH Communications & Engagement portfolio); 

• Reviews and endorses draft policy documents to maintain organizational 
compliance with policy writing best practices and policy template standards 
prior to approval stage, and;  

• Issues an annual report to Policy Sponsors and Stewards to provide a status 
report and to idenity when their policy assignments are due for a five year 
review. 

Policy Assignments and Tracking 

The Policy Office maintains custody of policy tracking, including assignment of 
policy governance and revision/review dates. This information is made available in 
the regional policy library so that, at any time, anyone at IH can view current policy 
document metadata.  

Changes to Policy Assignments 

Policy assignments are based on position title and assigned by the Policy Sponsor. 
When there is official IH communication indicating organizational or staffing 
changes specific to roles that hold Policy Stewardship or Sponsorship 
responsibilities, the Policy Office automatically transfer the policy assignments to the 
new incumbent.  

There is a shared responsibility among the Policy Office and Policy 
Sponsors/Stewards to update policy assignments as changes occur. If changes are 
unclear, the Policy Office confirms appointments with the Policy Sponsor. At any 
time, a Policy Steward can request a steward change through the Policy Portal. All 
Policy Steward changes must be approved by the Policy Sponsor. Review the user 
guide for instruction. 

https://www.interiorhealth.ca/sites/default/files/PDFS/al0700-records-retention-storage-and-destruction-of.pdf
https://www.interiorhealth.ca/about-ih/policies
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/Shared%20Documents/Forms/Policy%20Manual%20Section.aspx?id=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents%2FWorkplace%20Environment%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
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Policy Footer: Approval, Revision and Review Status  

The date that appears after ‘approved on’ is the first time the policy is published after 
gaining approval from the Senior Executive Team.  

The ‘last reviewed’ date indicates when the policy underwent a consolidated review.  

The ‘last revised’ date in the footer of the policy indicates when the policy last had 
any changes. All policy revisions are tracked, including ad hoc minor revisions and 
minor or major revisions made during a consolidated review.  

Revision Types 

The assigned Policy Steward is responsible to oversee and revise the published 
policy as needed to keep it in compliance and in alignment with other provincial and 
organizational resources, in response to feedback, and to carry out a consolidated 
review of the policy at least once within a five-year policy cycle. 

There are 4 policy revision types: 

1. Ad Hoc Minor Revisions 
2. Review with Major Revisions 
3. Review with Minor Revisions 
4. Retirement 

Ad Hoc Minor Revisions 

Ad hoc minor revisions are changes made to a published IH Policy that do not 
fundamentally alter the scope, outcomes or responsibilities of the policy.  

Criteria for ad hoc minor revisions: 

• limited to a policy that is in ‘good standing’ within the five-year review cycle 
and is not overdue for a consolidated review. 

• limited to small changes to support understanding and to keep policy 
outcomes and responsibilities up to date, such as to clarify, correct, and 
update language, links, contact information, roles/titles.  

• follow the process in Table 2. 

Review with Minor Revisions (or No Revisions) 

A policy is required to undergo a consolidated review before the five-year policy 
cycle is complete. Minor revisions are changes made based on a consolidated review 
that do not fundamentally alter the scope, outcomes or responsibilities of the policy. 
No revisions are when no changes are made to the content of the policy after a 
review process. 
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Criteria for review with minor revisions: 

• occurs at the discretion of the policy steward as part of a consolidated review. 
• limited to changes to support understanding, comply with policy 

development requirements, and to keep policy outcomes and responsibilities 
up to date, such as reorganize or reword policy outcomes and remove details 
that outline standards/procedures.  

• follow the process in Table 1 – minor revisions. 

Review with Major Revisions  

A policy is required to undergo a consolidated review before the five-year policy 
cycle is complete. Major revisions are changes made based on a consolidated review 
that fundamentally alter the scope, outcomes and/or responsibilities of the policy or 
pose an increased risk and/or impact to the organization (e.g. operational or 
financial). 

Criteria for review with major revisions: 

• occurs at the discretion of the policy steward as part of a consolidated review. 

• changes to policy are significant, such as changes to scope, expected 
outcomes, accountability and/or authority assignments, and/or when changes 
pose a risk an/or impact to the organization. 

• follow the process in Table 1 – major revisions. 

Policy Retirement 

A policy is retired when the policy no longer supports organizational values and 
priorities, when the policy outcomes and responsibilities are overlapping or in 
conflict with another policy, when the content of the policy does not meet the 
criteria to be included in policy (e.g. standards and procedures), and when a policy 
level document is not necessary to meet the needs of the organization.  

The policy steward is expected to identify and discuss policy retirement proposals 
with the Policy Sponsor (VP). The policy steward is expected to include all aspects 
outlined below in the Policy Portal request to retire a policy. Key areas of discussion 
include, but not limited to:  

• identify the overarching reason(s) to retire the policy  
• identify and mitigate risks of no longer having access to the policy  

o confirm that employees, clients, essential care providers and/or visitors will 
continue to have adequate guidance documents after policy retirement   

• identify documents that have references and/or links to the policy being 
retired. 
o the policy steward is responsible to notify document owners of the date of 

policy retirement and which of their documents require review and 
updating, as needed.  

• consider needs and strategies to support change management 



  

 Policy Office IH Policy Development Framework | September 2026  9 

The Policy Cycle 

The policy cycle begins with the 
creation of a new policy and ends 
when a policy is retired, with as 
many consolidated reviews and ad 
hoc revisions as needed to keep the 
policy up to date during the policy’s 
lifecycle. The IH policy cycle contains 
four phases:  

1. Initiation,  

2. Develop and Consult,  

3. Obtain Approval and 
Publish, and  

4. Implement and Monitor.  

There are specific steps within each 
phase, which vary depending on the scope of the work.  

Review Cycle  

At minimum, the Policy Office requires a policy to undergo a consolidated review 
every five years.  

It is the responsibility of the policy steward to keep the policy up to date by making 
ad hoc minor revisions or carrying out a consolidated review as needed throughout 
the policy’s lifecycle. The policy steward is accountable to be aware of their policy’s 
individual risk profile, obligations to meet legislative and regulatory requirements, 
and any other requirements that may impose a shorter review cycle on a policy, 
enforce them, and ensure compliance.  

The Policy Office provides an annual status report to the Policy Sponsor and Steward 
and it is the responsibility of the Policy Steward to plan for and complete the review 
in a timely manner before the due date.  

Policy Development Site 

The policy development site is a restricted access site designed to support policy 
development at IH. Access is managed by the Policy Office and only Policy Sponsors, 
Stewards, and Developers have access. The site contains resources, frequently asked 
questions, and a document management system called the Policy Portal.  Email 
IHPolicy@interiorhealth.ca to request access. 

  

mailto:IHPolicy@interiorhealth.ca?subject=Request%20access%20to%20policy%20development%20site
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Policy Portal 

The Policy Portal is used by Policy sponsors, stewards and developers to submit 
requests to develop a new policy, to initiate a policy review, to make ad hoc revisions, 
to request steward changes, and/or to retire a policy. The Policy Portal supports 
automated processes to provide policy documents to edit and to publish final 
versions when work is completed. How-to guides and training videos are available 
on the InsideNet Policy Portal Learning Resources page.  

Process Overview 

Review Table 1, IH Policy Cycle Process: New Policy or Review, for a high-level step-
by-step overview of the policy cycle. The table highlights the steps that a Policy 
Steward or developer must follow. Steps that are enacted by someone other than 
the Policy Steward or developer are explicitly stated. For an in-depth description of 
the steps review the Policy Cycle Guide. 

Review Table 2, IH Policy Process: Ad hoc, minor revision, for a high-level overview of 
the steps to complete an ad hoc minor revision that does not meet the threshold of 
resetting the five-year review cycle date. This is intended for quick, straightforward 
edits to keep a policy up to date between reviews. 

Table 1. IH Policy Cycle Process: New Policy or Review 

Timeline: 2-18 months 

IH Policy Cycle Required Actions 

Hyperlinks to 
Tools 

Phase 

Instruction for Policy 
Stewards and/or 
Developers unless stated 
otherwise 

New or 
Review 

w/ Major 
Revision 

Review 
w/ 

Minor 
Revision 

1.1 Initiate: 
Preparation 

a) Confirm policy governance 
(Policy Sponsor and Steward)  

✓ ✓ Review governance 

b) Justify rationale for a policy 
level document (as opposed 
to other document type) 

✓ ✓ 
• Choosing the 

Right Document 
Type 

• Policy Cycle 
Guide 

c) Research existing documents 
(both policies and other 
document types) 

✓ ✓ 
Review existing IH 
policies: Policy 
Search 

d) For reviews: Read policy to 
determine what type of 
request is needed. 

✓ ✓  

For reviews that require no revisions, follow the process for review w/ minor revision  

For policy retirement, see retirement decision guide 

a) Submit a policy request on 
the Policy Portal ✓ ✓ • Policy Portal 

(restricted access) 

https://healthbc.sharepoint.com/sites/PoliciesPortalIH/SitePages/Policy-Portal-Support.aspx
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Cycle%20Guide.pdf?csf=1&web=1&e=y9RYfl
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/Shared%20Documents/Forms/Policy%20Manual%20Section.aspx?id=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents%2FWorkplace%20Environment%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Choosing%20the%20right%20document.pdf?csf=1&web=1&e=IaoxBJ
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Choosing%20the%20right%20document.pdf?csf=1&web=1&e=IaoxBJ
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Choosing%20the%20right%20document.pdf?csf=1&web=1&e=IaoxBJ
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Cycle%20Guide.pdf?csf=1&web=1&e=y9RYfl
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Cycle%20Guide.pdf?csf=1&web=1&e=y9RYfl
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/SitePages/Policy-Search.aspx
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/SitePages/Policy-Search.aspx
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents%2FPolicy%20Retirement%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
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IH Policy Cycle Required Actions 

Hyperlinks to 
Tools 

Phase 

Instruction for Policy 
Stewards and/or 
Developers unless stated 
otherwise 

New or 
Review 

w/ Major 
Revision 

Review 
w/ 

Minor 
Revision 

1.2 Initiate: 
Request 

• Policy Portal User 
guide 
 

i. Policy Office reviews 
request and provides 
comments as needed 

✓ ✓  

ii. Policy Sponsor approves 
request through the 
Policy Portal  

✓  
• Policy Portal 

Sponsor User 
guide 

b) Go to policy development 
workspace folder to obtain 
the working documents. 

 
Link will be sent via email once 
the request has been approved.  

✓ ✓  

2.1 Develop & 
Consult 

 

a) Draft Consultation Plan ✓ ✓ 
• Consultation Plan 
• Consultation List 

b) Establish policy working group optional   

c) Review existing policy and 
draft changes as needed  
OR 
Draft new policy 

✓ ✓ 

• Policy Writing 
Guide 

• Policy 
Development 
Checklist 

• Change Log 
(optional) 

d) Send draft to Policy Office for 
review and approval to move 
forward with next steps 

✓ ✓  

e) Policy Office to Submit a ‘Call 
for Policy Input’  ✓ ✓ Call for Policy Input 

f) Consult Indigenous 
Partnerships and other 
invested partners 

✓ ✓  

g) Send policy for broad 
consultation and feedback.  ✓ ✓ 

Request Policy 
Feedback  

h) Incorporate feedback into 
draft policy ✓ ✓ 

Navigating 
feedback 

 
 
 
 

i) Send updated draft to Policy 
Office for review and approval 
to move forward with next 
steps 

✓ ✓  

→Repeat step f, g, h, and i as needed until final draft of policy is ready for next phase 

https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Sponsor%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Sponsor%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Sponsor%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Consultation%20Plan.pdf?csf=1&web=1&e=bgiSxX
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Consultation%20List.pdf?csf=1&web=1&e=hJeaHJ
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Writing%20Guide.pdf?csf=1&web=1&e=fdyvrg
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Writing%20Guide.pdf?csf=1&web=1&e=fdyvrg
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Development%20Checklist%20-%20Developer%20-%20fillable.pdf?csf=1&web=1&e=TZDzq7
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Development%20Checklist%20-%20Developer%20-%20fillable.pdf?csf=1&web=1&e=TZDzq7
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Development%20Checklist%20-%20Developer%20-%20fillable.pdf?csf=1&web=1&e=TZDzq7
https://healthbc.sharepoint.com/:w:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Change%20Log.docx?d=w21b61b51dd5a4d27a609267eda387e47&csf=1&web=1&e=UOR5hU
https://healthbc.sharepoint.com/:w:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Change%20Log.docx?d=w21b61b51dd5a4d27a609267eda387e47&csf=1&web=1&e=UOR5hU
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Call%20for%20Policy%20Input.pdf?csf=1&web=1&e=d4Fbra
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Requesting%20Policy%20Feedback.pdf?csf=1&web=1&e=hMNoED
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Requesting%20Policy%20Feedback.pdf?csf=1&web=1&e=hMNoED
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IH Policy Cycle Required Actions 

Hyperlinks to 
Tools 

Phase 

Instruction for Policy 
Stewards and/or 
Developers unless stated 
otherwise 

New or 
Review 

w/ Major 
Revision 

Review 
w/ 

Minor 
Revision 

2.1 Develop & 
Consult 
(continued) 

j) Draft implementation plan ✓ ✓ 
• Implementation 

Plan 

k) Consider Change 
Management review of 
implementation plan 

✓   

l) Consider legal review of policy 
and implementation plan ✓  

 

m) Send implementation plan for 
broad consultation and 
feedback 

✓  
 

n) Revise implementation plan 
based on feedback ✓   

→ Repeat step k, l, m and n as needed until implementation plan is ready for next phase 
3.1 Obtain 
Approval 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a) Obtain Policy Office 
endorsement of Policy ✓ ✓  

Policy Office endorsement is required BEFORE progressing to next steps in the approval process. 

Policy Office endorses that policy is within the correct template structure, is written using outcome-focused 
policy language, and has clear connections between policy outcome requirements and assigned 
responsibilities. 

The Policy Office does not endorse the accuracy or completeness of the subject matter, the 
appropriateness of the assigned responsibilities to titles/roles, nor the operational feasibility to implement 
and uphold policy outcome requirements and responsibilities within the organization. 
b) Obtain Policy Steward 

endorsement of Policy and 
Implementation Plan   

✓ ✓  

c) Prepare Briefing Note ✓  • Briefing Note 
Resources 

d) Submit Briefing Note and 
Package to one Senior 
Leadership Committee for 
endorsement.  
Submit:  
1. Word-clean version of 

revised policy, 
2. Word-track changes, 

version or a change log 
3.  Implementation plan, 

and 
4. Any relevant appendices 

✓  
• Committee 
Responsibilities 
• Meeting Dates 

e) Incorporate senior leadership 
committee feedback  ✓  Navigating 

Feedback 
Submit Briefing Note 
package to SET for approval. 
Submit:  
1. Word-clean version of 

revised policy, 

✓  • SET Meeting 
Dates 

https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Implementation%20Plan.pdf?csf=1&web=1&e=AKdfCP
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Implementation%20Plan.pdf?csf=1&web=1&e=AKdfCP
https://healthbc.sharepoint.com/sites/BriefingNotePortalIH
https://healthbc.sharepoint.com/sites/BriefingNotePortalIH
https://healthbc.sharepoint.com/sites/BriefingNotePortalIH/Shared%20Documents/Committee%20Responsibilities%20Matrix.pdf
https://healthbc.sharepoint.com/sites/BriefingNotePortalIH/Shared%20Documents/Committee%20Responsibilities%20Matrix.pdf
https://healthbc.sharepoint.com/sites/BriefingNotePortalIH/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FBriefingNotePortalIH%2FShared%20Documents%2F2025%20Meeting%20Dates%20and%20Submission%20Deadlines%2Epdf&parent=%2Fsites%2FBriefingNotePortalIH%2FShared%20Documents
https://healthbc.sharepoint.com/sites/BriefingNotePortalIH/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FBriefingNotePortalIH%2FShared%20Documents%2F2025%20Meeting%20Dates%20and%20Submission%20Deadlines%2Epdf&parent=%2Fsites%2FBriefingNotePortalIH%2FShared%20Documents
https://healthbc.sharepoint.com/sites/BriefingNotePortalIH/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FBriefingNotePortalIH%2FShared%20Documents%2F2025%20Meeting%20Dates%20and%20Submission%20Deadlines%2Epdf&parent=%2Fsites%2FBriefingNotePortalIH%2FShared%20Documents
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IH Policy Cycle Required Actions 

Hyperlinks to 
Tools 

Phase 

Instruction for Policy 
Stewards and/or 
Developers unless stated 
otherwise 

New or 
Review 

w/ Major 
Revision 

Review 
w/ 

Minor 
Revision 

3.1 Obtain 
Approval 

(continued) 

 

2. Word-track changes, 
version or a change log 

3.  Implementation plan, 
and 

4. Any relevant appendices 
 

f) Incorporate SET feedback  ✓   

* For a new policy → complete step 3.1(g) and 3.1(h). 
* For reviews with major or minor revisions to policy → proceed to step 3.2(a) 

g) For new policies only, request 
policy number via policy 
portal 

✓  
Policy Portal 
(restricted access) 

h) For new policies only, add 
policy number to policy and 
finalize documents. 

✓  
 

3.2 Publish  
 

a) Submit final documents to 
Policy Office via Policy Portal ✓ ✓ 

• Policy Portal 
(restricted access) 
• Policy Portal User 
guide 

b) Policy Office publishes policy 
on: 
i. InsideNet, and 

ii. the IH public website* 
*exceptions require sponsor approval 

✓ ✓ 
• InsideNet 
• Public Page 

A five-year review cycle begins on the date policy is published.  

4.1 Implement 
and Monitor 

 

 

Execute Implementation Plan ✓ ✓  

Monitor policy content and 
ensure the policy remains up-to-
date and accurate 

✓ ✓  

Evaluate adherence to policy 
outcome requirements as 
appropriate 

✓ ✓  

Review and revise policy within 5 
years of publishing date or sooner 
as indicated. 

✓ ✓ 
• Policy Cycle 
Guide 
• Infographic 

 

 

  

https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents%2FHow%20to%20Publish%20an%20IH%20Policy%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH
https://www.interiorhealth.ca/about-ih/policies
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Cycle%20Guide.pdf?csf=1&web=1&e=y9RYfl
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Cycle%20Guide.pdf?csf=1&web=1&e=y9RYfl
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Table 2: IH Policy Process: Ad Hoc, Minor Revision  

Timeline: 10 days – 6 months 

Examples: Fix broken links, add a link, clarify wording, update role or title, update 
reference or terminology, or update policy to comply with a higher order document, 
e.g., the law. 

IH Policy Process Actions 

Hyperlinks to 
Tools 

Phase 

Instruction for Policy 
Stewards and/or 
Developers unless stated 
otherwise 

Ad Hoc 
Minor Revision 

1.2 Request 

Submit a Policy Request Form on 
the Policy Portal ✓ 

• Policy Portal 
(restricted access) 

• Policy Portal User 
guide 
 

Policy Office reviews 
request  ✓  

Receive documents within policy 
workspace: 

Minor revision: previous 
Word version of policy 
released 

✓  

2. Development 
& Consultation 

Revise existing policy using “track 
changes” feature ✓ 

• Policy Writing 
Guide 
 

3.1 Approval a) Obtain Policy Office 
endorsement of Policy ✓  

Policy Office endorsement is required BEFORE progressing to next steps in the approval process. 

Policy Office endorses that policy is within the correct template structure, is written using outcome-focused 
policy language, and has clear connections between policy outcome requirements and assigned 
responsibilities. 

The Policy Office does not endorse the accuracy or completeness of the subject matter, the 
appropriateness of the assigned responsibilities to titles/roles, nor the operational feasibility to implement 
and uphold policy outcome requirements and responsibilities within the organization. 

b) Obtain Policy Steward 
approval    ✓  

3.2 Publish  

a) Submit final documents 
to Policy Office via Policy 
Portal 

✓ 
• Policy Portal 
(restricted access) 
• Policy Portal User 
guide 
 

b) Policy Office publish 
policy on InsideNet and, if 
applicable, the IH public 
website 

✓ 
• InsideNet 
• Public Page 

4.3 Review 
Ad hoc minor revisions do not reset the due date to complete a five-year review. 
Note: In the policy footer, ad hoc minor revisions only impact the ‘last revised’ date. The ‘last 
reviewed’ date will remain the same until a consolidated review is completed. 

https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Writing%20Guide.pdf?csf=1&web=1&e=e4EE42
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Writing%20Guide.pdf?csf=1&web=1&e=e4EE42
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents%2FHow%20to%20Publish%20an%20IH%20Policy%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://apps.powerapps.com/play/e/f7fc9050-f357-e496-aa2b-0f5df34950f0/a/fb4178db-3e57-4add-a55a-579c2fe7efdd?tenantId=31f660a5-192a-4db3-92ba-ca424f1b259e&source=portal
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20Request%20Portal%20Steward%20Guide%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments
https://healthbc.sharepoint.com/sites/PoliciesPortalIH
https://www.interiorhealth.ca/about-ih/policies
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Policy Writing 

Policy writing is a skill that requires the knowledge and application of policy writing 
best practices. Policy learning resources are available to facilitate the success of 
policy stewards and developers to write policy in accordance with Policy Office 
requirements: 

• Focus on high-level outcomes expected to be met in the organization,  
• Use plain language, present tense, active voice and direct wording that 

portrays a positive tone 
• Refrain from using terms that are ambiguous, absolute, or portrays a negative 

or punitive tone  
• write with feasibility and in mind to support compliance 
• Limits the use of abbreviations and acronyms 
• Excludes any procedural details, flow charts, lists, forms, appendices 
• Link to CCR Toolkits and/or Sharepoint Sites where all related documents are 

accessible to support end users to achieve the outcomes within the policy 
• Use the IH policy template and style guide and read the instructions 

contained within that document 

Consultation 

Consultation is an essential component in policy development processes. New policy 
development and consolidated reviews of existing policies require mandatory 
consultation with the Indigenous Partnerships team as well as a ‘Call for Policy Input’ 
notification to appear InTheLoop. 

Broad consultation and feedback of policy is expected to be transparent, inclusive, 
psychologically safe, and recognize the value of different perspectives. Indigenous 
ways of knowing are essential to inform policy to promote cultural safety and 
mitigate unintended harm. Engagement with the end users of policy in the develop 
and consult phase builds capacity for them to act as champions of the IH policy 
outcomes.  

The amount of consultation depends on the policy you are developing. Consider 
consultation relative to the degree of change proposed in the policy (minimal to 
significant change from current state) and scope of change (impacts a few to many 
people). This is true both for the number of individuals/groups you consult with and 
the type of information exchange you use. For example, some policies may need a 
working group, others may use focus groups and several revisions; for others, a short 
email request for input/feedback may suffice.  

For more information and instruction on how and when to use Policy Office 
consultation resources, review the Policy Cycle Guide and Consultation Plan. 

Implementation  

https://healthbc.sharepoint.com/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Forms/AllItems.aspx?id=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents%2FPolicy%20Template%20%28read%20only%29%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FPolicyPortalSupportDocuments%2FPolicy%20support%20documents
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Cycle%20Guide.pdf?csf=1&web=1&e=oNBPJg
https://healthbc.sharepoint.com/:b:/r/sites/PoliciesPortalIH/PolicyPortalSupportDocuments/Policy%20support%20documents/Policy%20Consultation%20Plan.pdf?csf=1&web=1&e=MNV7y7
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New policies and policy reviews that result in major revisions require an 
implementation plan. It is recommended to develop the implementation plan as the 
policy is developed. Implementation plans may need to begin in advance of 
publishing the policy (e.g., awareness, training), consider long-term sustainability of 
implementation and/or require considerations to de-implement previous 
documents, infrastructure, or other changes. Consult with the communications and 
engagement team or the change management team for support to develop an 
implementation plan as needed. Be aware that implementation plans extend 
beyond sending out an email: 

• Communication (e.g., memo, blog, newsletter, FAQ page, reminders, prompts) 
• Education (article, how-to videos, how-to guides) 
• Training (iLearn, lunch and learn, in-person training) 
• Support system (reminders/prompts, track/evaluate/provide data) 
• Assistance (IT support, facilitation, supervision) 
• Build relationships (identify champions, team meetings) 
• Development of other resources (e.g., new forms, new procedure) 
• Change infrastructure (space, equipment, record systems) 
• Funding and financial strategies (incentives, funding) 
• Human Resources (e.g., new staff, change in staff roles/ responsibilities) 
• Evaluating compliance (e.g., data collection tools) 

Compliance 

Policy requirements are mandatory. If compliance is not enforceable or feasible, it 
may be counterproductive to have the requirement outlined in a policy. Without 
enforcement, there are risks to the organization. Non-compliance can be accidental 
(e.g., lack of knowledge or training, gap in oversight, misinterpretation or 
misapplication) or deliberate. A standard non-compliance statement is required and 
embedded in the policy template. Consequences for non-compliance are explicit 
and relative to risk and context of the situation. 

At any time, the Policy Sponsor can request the IH Internal Audit to conduct a policy 
audit. 

Approval 

Regardless of the timing of revisions (ad hoc or five-year consolidated review) the 
following information guides policy approval. 

All policies require Policy Office endorsement of policy language, structure and the 
completeness of connections between policy requirements and assigned 
responsibilities.  

Policy reviews that result in minor revisions and ad hoc minor revisions are approved 
by the Policy Steward. 

  

https://healthbc.sharepoint.com/sites/RiskmgMtPortalIH/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FRiskmgMtPortalIH%2FShared%20Documents%2FEnterprise%20Risk%20Categories%20%2D%202024%2D2027%2Epdf&parent=%2Fsites%2FRiskmgMtPortalIH%2FShared%20Documents
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Policy reviews that result in major revisions and new policies are endorsed by 
one of the Senior Leadership Committees (SLC) below:  

• Strategy and Risk Management Committee (SRMC) 
• Quality Management Committee (QMC) 
• Digital Health Management Committee (DHMC) 
• Senior Health and Safety Committee (SHSC) 

 
Policy endorsement authority is restricted to the four Senior Leadership 
Committees listed above. Refer to the terms of reference (TOR) and/or consult 
with the Policy Sponsor to decide which committee is most appropriate to 
endorse the policy. For policies that apply across many disciplines, consider 
which committee has the most appropriate membership and expertise to 
evaluate and endorse the policy outcome(s) and responsibility assignments. 
 
Sponsors and stewards can choose to present to multiple committees (e.g. 
Clinical Operations Leadership Team and Medical Leadership Team) during the 
policy development process; however, these committees are situated as 
invested partners that are consulted to review, provide feedback and inform 
policy development processes, not to request endorsement of the policy. This 
consultation is carried out BEFORE submitting a request for endorsement to 
one of the four listed Senior Leadership Committees.  
 
Reviews with major revisions and new policies require approval by the Senior 
Executive Team (SET). 

Publishing 

As a public body and in the spirit of transparency and proactive disclosure, the Policy 
Office advocates for every IH policy to be posted on the InsideNet Policy page  and 
on the IH public website. The Policy Steward is responsible to determine if the policy 
should or should not be posted publicly and this decision is communicated to the 
Policy Office via the Policy Portal request.  

Records Retention  

The Policy Office is responsible for all policy records. According to policy AL0700, 
Record Retention policy documents have a permanent record retention (never-
ending). All revisions, replacements or retirements are stored permanently in the 
archives of the policy development site.  

Related Policy Resources  

See Policy Learning Resources page 

https://healthbc.sharepoint.com/sites/PoliciesPortalIH
https://www.interiorhealth.ca/about-ih/policies
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/Shared%20Documents/Forms/Policy%20Manual%20Section.aspx?id=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents%2FRecords%20Retention%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/Shared%20Documents/Forms/Policy%20Manual%20Section.aspx?id=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents%2FRecords%20Retention%2Epdf&parent=%2Fsites%2FPoliciesPortalIH%2FShared%20Documents
https://healthbc.sharepoint.com/sites/PoliciesPortalIH/SitePages/Policy-Portal-Support.aspx
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