
 

 

 Identify the need for a new Policy/Procedure to be developed or an 

existing Policy/Procedure to be revised/updated or rescinded. 
Policy Sponsor or Delegate 

 Complete Policy Proposal Form 
Provide evidence to justify the need for the policy's review or deletion,   

including a communication and implementation plan. 

Submit Policy Proposal Form to the Policy Committee (PC)  
All proposals are submitted for approval via the PAMS Systems Administrator. 

New/Revision 

The Policy Editor or Delegate is 
given access and training to PAMS to  

develop/revise the document  
within PAMS 

Consultation (In Collaboration) 
Consultation with relevant parties and the broader University community including,  
 committees, working parties and staff who are directly impacted by the document. 

Uni Wide Comment 
Once the Policy Editor has completed the collaboration stage, the policy/procedure is updated 
in PAMS with status ‘For Uni-Wide Comment’ and posted on Fed News for the period of two 

weeks by the Policy Editor. 

Policy Editor/PAMS Editor 
Collates feedback for consideration 

and updates draft as appropriate. 

PAMS Systems Administrator 
Either publishes or archives docu-

ment in PAMS 

No 

Approval by Approval Authority 

Once comments from feedback are collated and sent to Policy Editor for consideration, the 
draft is amended (if needed) and forwarded to the Approval Authority  

Approval is advised to PAMS Systems Administrator by email including extracts of minutes, 

No 
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The following flowchart outlines the process required to have a new policy/procedure developed or an existing policy/procedure 
revised in the Policy Administrations System (PAMS) or to be removed from the policy scope. For further information refer to the 
Policy Framework and Policy Renewal and Development Procedure or email policy@federation.edu.au.  

Deletion (Rescind) 
The PAMS Systems Administrator for-

wards the signed Policy Proposal  to the 
Approval Authority  

(cc Policy Sponsor & Editor)  

Policy Committee approves the Policy/Procedure Proposal. 

PC may in some cases recommend that the 
document be endorsed by a University 

Committee before being submitted for final 
approval  by the Approval Authority. 

Under Review/
With Editor 

In Collaboration 

For Uni-Wide  
Comment 

Sent For  
Approval 

Deletion (Rescind) 

Once confirmation of the policy/procedure 

received the PAMS Systems Administrator will 
change the document status to ‘To Be Rescind-

ed’ and log a job with CeRDi to archive the 
document . 

Final Endorsement  
The PAMS Systems Administrator forwards the final draft to the Executive Officer, Policy 

Committee for inclusion on the agenda. The Policy Committee will consider and endorse the 
policy/procedure to be published in the Policy Library. 

If the final draft is not endorsed for  

Publishing, the PC may refer the document 
back to the Approval Authority with  

recommendations/reasons.  

Policy Committee  
Endorses the Policy/Procedure for  

publishing in the Policy Library. 

New/Revision 
Once confirmation of the policy/

procedure received, PAMS Systems 
Administrator will change the document 

status in PAMS to ‘Approved and to be Pub-
lished’ before publishing. The Policy 

Editor will then submit Fed News Item 
to advise the wider university communi-

ty and  

Approved and 
Published 

Sent For  

Endorsement 
to Publish 

To Be  
Rescinded 

Approved and 
to be Published 

For dates of Policy Committee meetings, 
please see University Policy Committee 
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Policy Sponsor or Delegate 

Policy Sponsor or Delegate 

Policy Editor/PAMS Editor 

Policy Editor/PAMS Editor 
Reviews final draft for spelling,  

grammar and hyperlinks before  
submitting to the  

Approval Authority. 
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