Policy Review: Purpose and Process

1. Introduction

The purpose of the "Policy Review: Purpose and Process" document is to provide an overview of
the process and importance of policy review. The document begins by defining policy review
and emphasizing its significance. It then outlines the steps involved in the policy review process,
including identifying the need for review, gathering relevant information, assessing policy
effectiveness, and making recommendations for improvement. The benefits of policy review are
discussed, including ensuring compliance with current laws and regulations, adapting to
changing organizational needs, enhancing transparency and accountability, and promoting
continuous improvement. The document also highlights challenges in policy review, such as
time and resource constraints, balancing stakeholder input, and managing resistance to change.

1.1. Definition of Policy Review

As | mentioned above, a "policy review" is a formal examination of a principle, rule, procedure,
or course of action with the intent to assess its appropriateness, adequacy, efficiency, and
effectiveness. Conducted by individuals or teams responsible for the oversight of administrative
and operational areas of an organization, regularly scheduled policy reviews are essential to
good policy and procedures management, a dynamic and ongoing process that ensures that the
organization has clearly defined, appropriate, and current policies in place to guide
management and staff in their operational and administrative decision-making. Regular policy
and procedures reviews also provide an opportunity for those individuals in the organization
responsible for overseeing various operational areas, and those to whom that authority is
delegated, to critically analyze both the internal and external environmental conditions and the
effectiveness and efficiency of organizational practices, and to make informed
recommendations for improvement or change. From the information provided, it is
understandable that policy review is an essential for every organization.

1.2. Importance of Policy Review

The policy review process is essential in ensuring that policies remain responsive and relevant to
the organization's goals and objectives. This is because the process allows for ongoing
assessment of the policy's success (or lack of success) in achieving desired outcomes. Even if
policies continue to achieve these outcomes, the process of reviewing them can identify
opportunities for improvement or modernization, which might further enhance organizational
effectiveness. In addition, policy review can be used to rationalize the number of policies in
existence. Too many policies may cause "policy fatigue" and result in important policies being
ignored. A review can also ensure that all policies are consistent with each other - for example,
it may identify where different policies overlap and can be combined. Further, it provides an
opportunity to validate the continuing need for a particular policy. Organizations and their
operating environments will change over time and it is likely that there will be a need for



periodic review of the policy set. If, for example, a policy is found through the review process to
be of no current use in achieving the organization's objectives, then that policy may be deleted.
This helps to ensure that resources are focused on policies that support the organization's goals
and this focus can help improve operational effectiveness. Also, the process of policy review can
act as a bolster for wider engagement and transparency within an organization. The
stakeholders of a policy - those affected by it and those responsible for its delivery - will often
be engaged as part of the review process. This provides an opportunity for those stakeholders
to contribute their expertise and for the resulting changes to the policy to be based on a broad
consensus for the way forward. Such collaborative working can help build a common
understanding of the objectives to be achieved by the policy and secure commitment to its
successful delivery. This is particularly important for policy areas characterized by inter-
dependency and multi-disciplinary working. The benefits of policy review can be further realized
by proper planning and management of the review process. This document is intended as a
resource for organizations looking to develop and implement such a program of policy review.

2. Policy Review Process

The policy review process is a crucial aspect of organizational governance, ensuring that policies
remain relevant, effective, and aligned with the organization's goals. The process typically
involves the following steps:

Identification of policies for review: Policies should be reviewed on a regular basis, typically
every one to three years, but this can vary depending on the organization's specific needs and
the nature of the policies.

Appointment of a policy owner: One individual should be responsible for gathering all feedback
and information related to the policy review process. This person ensures that no essential
feedback is missed and that all comments, notes, and input are centralized.

Conducting a comprehensive analysis: This step involves gathering data, conducting interviews,
and reviewing relevant documents to identify areas where the policy may need to be updated,
revised, or replaced.

Developing recommendations: Based on the analysis findings, recommendations for policy
adjustments or enhancements are formulated. These recommendations may involve revising
existing policies, introducing new ones, or eliminating outdated ones.

Presenting findings and recommendations: The review team presents their findings and
recommendations to decision-makers within the organization for consideration and approval.

Implementing changes: Once approved, the necessary changes are implemented, and the
updated policies are communicated to the relevant stakeholders.

Regular policy review is essential for maintaining compliance with laws, regulations, and
industry standards. It also promotes transparency and accountability within the organization,



supports strategic alignment, and ensures effective policy implementation. Policy management
software can be a valuable tool in this process, providing version control, audit trails, and
workflows to streamline the review process and ensure that all appropriate managers have
signed off and all employees have reviewed the policies

2.1. Identifying the Need for Review

The need for policy review arises when a policy is no longer working effectively or when
changes in the organization, industry, or regulatory environment necessitate updates. Some key
factors that indicate the need for policy review include:

Outdated policies: Policies that are no longer relevant or effective in addressing current issues
should be reviewed and updated.

Changes in the organization: As the organization grows or changes, policies may need to be
updated to reflect new priorities, strategies, or structures.

Regulatory changes: New laws, regulations, or industry standards may require policy
adjustments to ensure compliance.

Employee feedback: Employees may identify issues or suggest improvements that can be
addressed through policy review.

Inconsistent practices: Outdated policies may lead to inconsistent practices, which can be
addressed by updating the policies.

Risk management: Reviewing policies helps to identify potential risks and ensure that the
organization is taking appropriate measures to mitigate them.

Compliance with best practices: Keeping policies up-to-date with industry best practices can
help the organization maintain a competitive edge.

2.2. Gathering Relevant Information

Gathering relevant information for policy review is a critical step in ensuring that the review
process is thorough and effective

Identifying the purpose and scope: It is crucial to determine the problem or issue the policy
aims to address and the specific areas it should cover. This helps in focusing the information
gathering process on relevant aspects of the policy

Conducting thorough research: Collect data from reliable sources such as industry standards,
best practices, legal requirements, and internal documents to gather relevant information

Consulting subject matter experts: Reach out to individuals with expertise in the area being
reviewed to gather valuable insights and clarify any uncertainties



Interviewing stakeholders: Engage with relevant stakeholders to understand their perspectives,
needs, and concerns. Their input ensures that the policy reflects the organization's goals and
values

Reviewing existing documentation: Examine previous policies or procedures related to the topic
to avoid duplication or inconsistencies and identify gaps that need to be addressed

Considering feedback from team members: Seek input from individuals who will be directly
impacted by the policy or procedure to tailor the document to meet their needs and ensure
practicality

Collecting examples and case studies: Gather real-life examples, success stories, or case studies
that illustrate the importance of the policy or procedure. This enhances understanding and
encourages compliance

3. Benefits of Policy Review

The benefits of policy review are significant for organizations, ensuring that policies remain
effective, compliant, and aligned with industry best practices. Here are some key benefits
highlighted in the search results:

Compliance and Risk Management: Regular policy reviews help organizations stay compliant
with laws, regulations, and industry standards, reducing the risk of non-compliance and
associated legal issues

Adaptation to Changes: Policy reviews ensure that policies are up-to-date with the latest
regulations, technology, and industry best practices. This adaptability allows organizations to
respond effectively to changes in their environment

Consistency and Effectiveness: By keeping policies current and relevant, organizations can
maintain consistency in their operations and ensure that policies remain effective in achieving
their intended goals

Transparency and Accountability: Policy reviews foster transparency within the organization by
demonstrating a commitment to openness and ethical conduct. This helps build trust with
stakeholders

Strategic Alignment: Regular policy reviews ensure that policies support the organization's
overarching goals and strategies. This alignment is crucial for organizational success and
effectiveness



Operational Efficiency: Effective policies streamline operations, reduce ambiguity, and provide
clear guidelines for employees to follow. This enhances operational efficiency and reduces the
likelihood of errors or misunderstandings.

4. Challenges in Policy Review

1.0utdated Processes: Keeping policies updated with industry best practices, accreditation
standards, and changing regulations can be challenging. Without the right policy management
tools, organizations may struggle to ensure policies are current and compliant

2.Lack of Accountability: Ensuring that employees are aware of policies, trained to execute
them, and informed about policy changes can be a challenge. Lack of accountability may lead to
non-compliance issues that require involvement from management, HR, legal counsel, and
auditors

3.Managing Document Life Cycles: Maintaining an organized system for managing policy
documents throughout their life cycles can be complex. Dispersed policies across multiple
locations and lack of centralized access can lead to redundancy, inaccuracy, and compliance
issues

4.Mapping Policy to Accreditation: Aligning policies with accreditation standards and ensuring
that they meet the necessary requirements can be a demanding task that requires attention to
detail and thorough documentation

5.Providing and Controlling Access: Ensuring that employees have easy access to current
policies and can attest to their understanding of them is crucial for promoting policy awareness
and compliance. Manual methods of policy distribution may hinder access and understanding,

References

1. W. (2016). Policy documents as sources for measuring societal impact: how often is
climate change research mentioned in policy-related documents? Scientometrics 109, 1477—-
1495. doi:10.1007/s11192-016-2115-y

2. AirMason Blog. (n.d.). Identifying the Essential Features of Policy. Retrieved from
https://blog.airmason.com/features-of-policy/

3. ConvergePoint. (n.d.). Free Policy Review Checklist for Better Policy Documents.
Retrieved from https://www.convergepoint.com/policy-management-software/policy-
procedure-best-practices/6-tips-to-better-policy-and-procedure-documents/

4. Springer. (n.d.). Citations - Editorial policies - Springer. Retrieved from
https://www.springer.com/gp/editorial-policies/citations



