
SENATE STANDING COMMITTTEE ON POLICY 
Regular Meeting 

Wednesday, September 4, 2019 
2:00 p.m. - 4:00 p.m. 

Surrey , Cedar Board Room 2110 

 

 

AGENDA 

1. Call to Order  ........................................................................................................... David Burns 2:00 

2. Approval of Agenda 

3. Approval of Minutes  

3.1. April 3, 2019 

3.2. June 10, 2019 

4. Chair's Report 

4.1. Result of electronic vote: ST13 Course Withdrawal 

4.2. Election of Committee Chair 

5. New Business  

5.1. ST11 Attendance and Participation in Courses ....................................... Faith Auton-Cuff 2:20 

6. Report of Special Assistant to Provost and Vice-President Academic .............. Josephine Chan 2:40 

7. Items for Discussion 

7.1. Review of Senate Policies ............................................................................... David Burns 2:50 

8. Adjournment  



SENATE STANDING COMMITTEE ON POLICY REVIEW 
MINUTES OF REGULAR MEETING 

Wednesday, April 3, 2019 
2:00 p.m. – 4:00 p.m. 

Surrey, Cedar Board Room 2110 
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Present: Quorum 5 members  Non-voting Ex Officio Members 

Carlos Calao 
Harleen Deol 
Murdoch de Mooy 

Laurie Detwiler 
Jennifer Reddington 

David Burns 
Josephine Chan 
Jennifer Jordan 
Zena Mitchell 

Voting Ex Officio Member 

 

Regrets:  Senate Office Guests:  

Sal Ferreras  
Alan Davis 
Waheed Taiwo 
Bob Davis 
Jane Fee 
Ann Marie Davison 

Meredith Laird Chris Traynor 
Joshua Mitchell 
Deepak Gupta 

1. Call to Order 

The Chair called the meeting to order at 2:07 p.m. 

2. Approval of Agenda 

Harleen Deol moved the agenda be approved as circulated. 

The motion carried. 

3. Approval of Minutes, February 6, 2019 

Jennifer Reddington moved the minutes from the February 6, 2019 meeting be accepted as 
circulated. 

The motion carried. 

4. Chair’s Report 

No report. 

4.1. Election of Chair 

The term of office is from April 4, 2019 to August 31, 2021. 

Zena Mitchell, University Registrar, conducted the election and called for nominations:  

First call: no nominations. 

Second call: no nominations.  

Third call: no nominations.  

In the absence of nominations, the Vice-Chair will continue in the position and the election was 
postponed to the next meeting. 
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The committee discussed the involvement of students in Chairing committees if elections are held in 
the spring for a term starting in the fall. 

5. New Business 

5.1. RS5: Intellectual Property Draft Policy and Procedure 

Deepak Gupta provided background and context for the discussion and answered questions of the 
committee. 

The committee discussed how the policy would be applied with external organizations, such as 
governments and industry or not-for-profit organizations. 

Action: Members of the committee will forward any corrections or edits of the document to the 
Senate office for consolidation. Senate Office will forward consolidated comments to Josephine 
Chan. 

5.2. AR17: Academic Schedule and Course Timetables 

Zena Mitchell provided background and context for the discussion. She informed the committee 
that a great deal of feedback had been received during the consultation period and it was useful in 
informing revisions to the draft of the policy. She answered questions of the committee related to 
the scheduling of class times and exams. 

Murdoch De Mooy moved that the document be amended to include edits discussed by the 
committee. 

The motion carried. 

Jennifer Reddington moved that the Senate Standing Committee on Policy Review recommend 
that Senate endorse and recommend that the Board of Governors approve the amended AR17 
Academic Schedule and Course Timetables Policy and Procedure. 

The motion carried. 

5.3. ST13: Withdrawal 

Joshua Mitchell provided background and context for the discussion. He highlighted that the new 
draft policy would require extenuating circumstance withdrawals to be brought to the Senate 
Standing Committee on Appeals. 

Joshua Mitchell and Zena Mitchell answered questions of the committee concerning refunds, the 
notation that would occur on transcripts, the 10 day response time, how to address bias in appeals, 
and the limits on university-initiated withdrawals. 

Action: The committee requested that links be added to the documents so that readers may directly 
access any policies or documents referenced. 

6. Items for Discussion 

6.1. Proposed Committee Compositions and Senate Nominations Protocol 

David Burns provided background and context for the discussion. 

Carlos Calao moved that the Senate Standing Committee on Policy Review recommend that the 
Senate Governance and Nominating Committee consider the addition of a seat for a member of 
the Kwantlen Student Association on committees. 

The motion carried.  
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Carlos Calao moved that the Senate Standing Committee on Policy Review recommend the Senate 
Governance and Nominating Committee recommend that Senate approve the changes in the 
amended Proposed Committee Compositions and Clarification of Senate Nominations Protocol. 

The motion carried. 

6.2. Classification of Policies 

Chris Traynor provided background and context for the discussion. He proposed that there was no 
clear definition of which policies are academic and which are administrative and therefore which 
processes should be followed to review and approve changes. 

Zena Mitchell noted for the committee that the University Act defines what is under the purview of 
the Senate and anything not a responsibility of the Senate is therefore administrative. 

Action: Josephine Chan to review policy GV 2: Protocol for the Development of University Policies 
with the University Secretary and the President’s office. 

Action: The Committee will review the policy and determine how to communicate which procedures 
should be followed, based on the determination of whether a policy is Academic or Administrative.  

6.3. AC4: Student Evaluation and Grading Request for Review 

David Burns provided background and context for the discussion. Josephine Chan advised the 
committee that this policy was last reviewed in 2014. She will initiate the process for a review of this 
policy. Zena Mitchell advised the committee that there had been discussions about how to split this 
into two policies, one related to evaluation and one related to grading. 

7. Adjournment 

The meeting adjourned at 3:58 p.m. 



SENATE STANDING COMMITTEE ON POLICY REVIEW 
MINUTES OF REGULAR MEETING 

Monday, June 10, 2019 
2:00 p.m. – 4:00 p.m. 

Surrey Cedar Board Room 2110 
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Present: Quorum 5 members  Non-voting Ex Officio Members 

Carlos Calao 
Bob Davis 

Jennifer Reddington 
Waheed Taiwo 

David Burns 
Josephine Chan 
Jane Fee 
Jennifer Jordan 
Zena Mitchell 

Voting Ex Officio Member 

 

Regrets:  Senate Office Guests:  

Alan Davis  
Harleen Deol 
Ann Marie Davison 
Sal Ferreras  
Murdoch de Mooy 
Laurie Detwiler 
 

Rita Zamluk Joshua Mitchell 
Faith Auton-Cuff 
Vanessa Gillan 

 
1. Call to Order 

Carlos Calao chaired the meeting. He called the meeting to order at 2:10.  The meeting did not 
have quorum.  

2. Approval of Agenda,  

The committee reviewed the agenda and had no changes.  

3. Approval of Minutes, April 3, 2019 

The committee reviewed the minutes and had no changes. 

4. Chair’s Report 

The Chair submitted his report. He reported that the Senate Governance and Nominating 
Committee did not agree to permit a KSA student on Committees in order to keep alignment with 
Senate bylaw 1.01: 

Members of Senate, in their function as members of this body, do not act as delegates of the 
bodies or constituencies from which they were drawn; rather, as members, all must 
endeavour to serve the interest of the entire University to the best of their ability.    

4.1. Election of Chair 

Due to a lack of quorum, no election occurred. 

5. New Business 
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5.1. ST13 Course Withdrawal  

Joshua Mitchell updated the committee on consultation undertaken and changes to the policy.  An 
e-vote will be held for voting members to review the documents and make a recommendation to 
Senate.   

The Committee discussed ways to ensure time sensitive documents may go forward to Senate when 
quorum is not reached in a Senate standing committee.  

Action: Chair will follow up with the Senate Governance and Nominating Committee.  

5.2. AC14 KPU Credential Framework  

Faith Auton-Cuff, Zena Mitchell, Josephine Chan explained the policy and then collected comments 
from individual committee members.  

Josephine Chan reported that this policy will be coming for recommendation to Senate in 
September. The committee discussed the timeline for the consultation and transition plan.  

5.3. Update on Policies  

Josephine Chan, Special Assistant, Office of the Provost updated the committee on the progress of 
policies that are under review. The committee discussed the process for policy review.  

6. Items for discussion 

No items for discussion. 

7. Adjournment 

The meeting adjourned at 2:38 p.m. 
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Presenter: David Burns 
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Agenda Item: Result of electronic vote: ST13 Course Withdrawal 

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Context & 
Background: 

On June 10, 2019, the Committee met without quorum and reviewed policy 
ST13 Course Withdrawal. As the policy was scheduled to be implemented in 
September 2019, the committee decided to hold an electronic vote of all the 
committee members.   

On June 11, 2019, the Senate Office sent the following motion to all 
members with voting privileges:  

THAT the Senate Standing Committee on Policy recommend that Senate 
approve ST13 Course Withdrawal policy and procedure. 

All voting members responded, and more than two thirds of those voting 
approved the following motion.  

Carlos Calao moved THAT the Senate Standing Committee on Policy 
recommend that Senate approve ST13 Course Withdrawal policy and 
procedure. 

  

Submitted by: Rita Zamluk, Administrative Assistant, University Senate 

Date submitted: August 27, 2019 

 



 SENATE STANDING COMMITTEE ON POLICY 
Agenda Item:   4.2 
Meeting Date: September 4, 2019 
Presenter: David Burns 
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Agenda Item: Election of Committee Chair 

  

Context & 
Background: 

David Burns, Vice-Chair of Senate, provided notice of an election of Chair on 
February 6, 2019. On April 3, 2019 Zena Mitchell conducted an election for a 
Chair.  There were no nominations. The Vice-Chair of Senate continued to 
chair the meeting in the absence of a Committee Chair. 

  

Key Messages: 

1. All Senators who are members of the Senate standing committee are 
eligible to be elected as Committee Chair. 

2. The chairs of Senate standing committees are normally elected for a 
three-year term beginning in September or for the term of the Senator 
elected as Chair, whichever is shorter.  This election is for a term that 
begins September 1, 2019. 

3. The Vice-Chair of Senate will conduct the election. 

  

Submitted by: Rita Zamluk, Administrative Assistant, University Senate 

Date submitted: August 27, 2019 
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Agenda Item: ST11 Attendance and Participation in Courses 

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Recommended 
Resolution: 

THAT the Senate Standing Committee on Policy recommend that Senate 
approve ST11 Attendance and Participation in Courses policy and 
procedure.  

  

Senate Standing 
Committee Report: 

For Senate Office Use Only   

  

Context & 
Background: 

Current Policy ST11, Attendance and Performance in Semester and Other 
Term Based Courses has been revised along with a proposed name change to 
Attendance and Participation in Courses, as well as a newly developed draft 
procedure. The draft Policy and Procedure have been revised to reflect 
language that is student-centered and positive in tone, and students would 
understand that they would be supported in their learning at KPU. The 
revisions also reflect the intent to support faculty in their role of providing 
guidance and support toward building students for success. 

 

The 6-week public posting period on the KPU Policy Blog for draft Policy and 
Procedure ST11 Attendance and Participation in Courses was completed as 
of April 24, 2018. During the 6-week public posting period from March 13 to 
April 24, 2018, a number of comments were received on the KPU Policy Blog. 
The Senate Standing Committee on Policy reviewed the drafts at its April 16, 
2018 meeting and provided feedback. In accordance with KPU’s Policy 
Protocol GV2, all feedback received during the 6-week public posting period 
have been reviewed, and a response to the feedback has been posted on the 
KPU Policy Blog in the comment section for draft ST11. For ease of 
reference, the response to the Blog is also included in this submission (see 
attached “ST11 Blog Response” document).  

 

A number of revisions have been made to the attached draft Policy and 
Procedure as a result of the feedback received (see attached “ST11 Summary 
of Revisions” document).  

 

  

https://www.kpu.ca/sites/default/files/Policies/ST11%20Attendance%20and%20Performance%20in%20Semester%20and%20Other%20Term%20Based%20Courses%20Policy.pdf
https://www.kpu.ca/sites/default/files/Policies/ST11%20Attendance%20and%20Performance%20in%20Semester%20and%20Other%20Term%20Based%20Courses%20Policy.pdf
https://blogs.kpu.ca/policies/?p=508#comments
https://blogs.kpu.ca/policies/?p=508#comments
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Key Messages: 1. Current Policy ST11 Attendance and Performance in Semester and Other 
Term Based Courses is outdated. It has been revised with language that 
is student-centered, positive in tone, and supportive for both students 
and faculty at KPU. 

2. Senate is the approving jurisdiction body for Policy and Procedure ST11. 

3. Policy and Procedure ST11 have received approval from the Provost to 
proceed to the final policy approval process.  

  
  

Consultations: 1. Provost & Vice President Academic 

2. Polytechnic University Executive (PUE) 

3. Deans Council (Deans and Associate Deans) 

4. Vice Provost, Students 

5. University Registrar 

6. University Community (6-week public commenting period) 

  

Attachments: 1. Draft Policy ST11 Attendance and Participation in Courses 

2. Draft Procedure ST11 Attendance and Participation in Courses 

3. ST11 Blog Response 

4. ST11 Summary of Revisions 

5. Policy Timeline ST11 Attendance and Participation in Courses 

  

Submitted by: Dr. Faith Auton-Cuff 

Date submitted: August 21, 2019 
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 Policy History 

 Policy No. 

ST11 

 Approving Jurisdiction: 

Senate 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date: 

 

 

Attendance and Participation in Courses  

Policy 
 

 

A. CONTEXT AND PURPOSE 
 
To clarify expectations for courses where achievement of course learning outcomes require attendance 
and participation; and to guide interventions that support student success. 

 

B. SCOPE AND LIMITS 
 
This policy is intended for students enrolled in: 
 

1. Courses that are structured to simulate a workplace or job environment; 
2. Courses that are structured with activities and/or assignments that require students to work in 

groups to meet the course learning outcomes. 
3. Courses that are structured so that students’ participation contributes both to their own 

learning and the learning of others. 
 

C. STATEMENT OF POLICY PRINCIPLES 
 

1. All students are expected to have regular and punctual attendance in their classes (including 
lectures, seminars, laboratories, tutorials, etc.) Students will accept personal responsibility for 
their attendance and participation. 
 

2. Attendance and participation expectations apply equally to classes offered in a physical 
classroom, online, or through distance learning, though the practical requirements of 
attendance may be defined differently in each instance. 
 

3. It is the student’s responsibility to know that certain courses may require enhanced 
participation that is evaluated and assessed as part of successfully meeting their learning 
outcomes. Any attendance and/or participation requirements that affect a student grade must 
be explicitly stated by the instructor in the course presentation. 
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4. This policy addresses students who consistently do not meet their attendance and participation 
obligations as group or team members in courses where this is a requirement without prior 
arrangements being made.  

 
5. Whenever possible, the instructor and the student will attempt informal resolution to resolve 

matters relating to unsatisfactory attendance and participation in a course. If this does not lead 
to a mutually satisfactory resolution, the instructor has the option of developing a Learning 
Contract together with the student (see ST11 Procedures).  

 
6. This policy does not address situations in which students are absent in all classes during the 

semester. Such situations may result in failure of the course.  
 

D. DEFINITIONS   
 
Refer to the related Procedures document for definitions which will enhance the reader’s interpretation 
of this Policy. 
 

E. RELATED POLICIES & LEGISLATION 
 
ST3 Grade Appeals 
ST7 Student Conduct (Non-Academic) 
 

F. RELATED PROCEDURES 
 
ST11 Attendance and Participation in Courses  
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 Policy History 

 Policy No. 

ST11 

 Approving Jurisdiction: 

Senate 

 Administrative Responsibility: 

Provost and Vice President Academic 

 Effective Date: 

 

 

Attendance and Participation in Courses 

Procedure 
 

 

A. DEFINITIONS 
 

1. Learning Contract:  Learning contracts are agreements negotiated between the student and the 
instructor with the mutual goal of influencing a change in the student's behavior toward 
enhanced opportunities to learn and flourish. 

 

B. PROCEDURES 
 
1. In courses where this policy applies, the following procedures may be followed: 

 
a. The instructor and the student should attempt informal resolution to resolve matters 

relating to unsatisfactory attendance and participation in a course. Students who 
require accommodations to meet expectations for courses where achievement of 
course learning outcomes require attendance and participation should contact 
Accessibility Services at KPU. 

b. If this does not lead to a mutually satisfactory resolution, the instructor has the option 
of developing a Learning Contract together with the student (see Procedure B.2 – 
Learning Contracts). 
 

2. Learning Contracts 
 

a. The intent behind offering learning contracts is to support student success. It is the 
responsibility of the student to participate in the development of the Learning Contract. 
All Learning Contracts will be in writing and will include: 

 
i. A quote, taken from the course presentation, outlining the attendance and 

participation requirements in the course and a current assessment of student 
progress in these areas; 

ii. Realistic and explicit steps which the student could take to meet the course 
learning outcomes that require attendance and participation; 

iii. The length of time of the contract, which shall not exceed the length of the course; 
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iv. The means of evaluating success or failure in meeting the terms of the contract and 
the consequence if the student is not able or willing to meet the terms of the 
learning contract. 

v. The signature of the student and the instructor indicating only that the learning 
contract has been received and discussed.  

 
3. Review of Decision Relating to a Learning Contract 

 
a. Any student who is in disagreement with the reasons for (or the terms of) the Learning 

Contract may, in writing, ask the responsible Dean/designate to review the matter for a 
final decision. The review of decision relating to a Learning Contract must occur before 
the final grade for the course has been awarded. 

 
 

C. RELATED POLICY 
 
ST3 Grade Appeals 
ST7 Student Conduct (Non-Academic) 
ST11 Attendance and Participation in Courses  
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Policy ST11, Attendance and Participation in Courses 
6-week Public Commenting Period (March 13 – April 24, 2018) 

 
Response to Comments Posted on KPU Policy Blog 
 
Posted on behalf of Dr. Faith Auton-Cuff (policy developer): 
 
Thank you to everyone who have reviewed the drafts and provided valuable, insightful suggestions and 
feedback on the KPU Policy Blog during the 6-week public commenting period. Due to the number of 
detailed and lengthy responses received, the policy sponsor would like to provide an omnibus response 
to address questions and feedback raised (see below): 
 
Policy 
 
1. Under “Context and Purpose”, we will clarify the purpose statement as attendance and participation 

expectations do not affect student learning outcomes. Rather, the goal is to clarify expectations for 
courses where achievement of course learning outcomes require attendance and participation.  

2. Under “Scope and Limit”, we will replace the reference to “objectives” with “learning outcomes” to . 
We will also make a minor editorial revision to bullet 3, as per suggested, to emphasize that 
students’ participation contributes BOTH to their own learning and the learning of others. 

3. Under “Statement of Policy Principles”, we will add clarity to principle #4 to ensure that students 
understand their responsibility to communicate and make prior arrangements with their instructors 
if they are not able to meet their attendance and participation obligations in courses where it is a 
requirement. This will also address situations in which students require accommodations and 
support in order to meet such expectations as outlined in the course presentations. 

4. Under “Statement of Policy Principles”, we will remove the statement about a “satisfactory level of 
attendance and participation”. Students’ expectations are included in previous policy principles.  

5. Under “Statement of Policy Principles”, we will clarify that a Learning Contract is not a “forced” 
requirement. Rather, a Learning Contract is a supportive tool between the instructor and the 
student if both parties cannot reach a mutually satisfactory outcome via an informal resolution.  

6. Under “Statement of Policy Principles”, we will add a policy principle that address situations in 
which students are absent in all classes during the semester.  

 
Procedures 
 
1. Under “Definitions”, we will make a minor editorial revision, as per suggested, by replacing “A 

learning contract is” with “Learning Contracts are”. 
2. Under “Procedures”, we will clarify that the procedures outlined MAY (not will) be used to address 

situations relating to unsatisfactory attendance and participation in a course. We will also add 
procedure language to clarify that a Learning Contract is not a “forced” requirement. Rather, a 
Learning Contract is a supportive tool that may be used by both the instructor and the student if 
both parties cannot reach a mutually satisfactory outcome via an informal resolution.  

3. Under “Proceduers”, we will add a statement that supports students who require accommodations 
from Accessibility Services at KPU. 

4. Under “Procedures”, we will remove a list of overly prescriptive examples that previously attempted 
to exemplify “unsatisfactory attendance or participation”. Expectations should be made explicitly by 
the instructor and in course presentations.  
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5. Under “Procedures”, we will remove the original statement relating to “students signing Learning 
Contract” as it does not clarify what the act and tone of “signing” implies. 

6. Under “Procedures”, we will replace “should” with “could” to provide flexibility on how the content 
of the Learning Contract can be mutually determined, as well as remove the reference to “remedy 
the problem” and put an emphasis on the meeting of course learning outcomes that require 
attendance and participation. 

7. Under “Procedures”, we will add wording to clarify that the signature of the student and the 
instructor indicates only that the Learning Contract has been received and discussed.   

8. Under “Procedures B.3”, we will replace the heading titled “Appeals” to “Review of Decision 
Relating to a Learning Contract”, as “Appeals” represents a different type of process that is 
adjudicated by the Senate Standing Committee on Appeals. We will also clarify in B.3.a. that the 
review process is not an appeal to being forced to sign a Learning Contract. In addition, we will add 
clarity in this section as to whom the request should be made and to what the “revision of the 
decision” entails.   

 



  Summary of Revisions 
Draft Policy ST11 Attendance and Participation in Courses 

 

Summary of Revisions 
Draft ST11 Attendance and Participation in Courses (rev. May 30, 2019)           Page 1 of 3 

 

It is with thanks to everyone in the KPU community who has taken the time to participate in the review of 
the draft policy and procedure for KPU Policy ST11 that we provide a summary of revisions to these drafts 
and additional related information.  
 
Amendments to draft Policy and Procedure 
As a result of the feedback received during the 6-week public posting period, a number of revisions have 
been made to the final draft policy and procedure, as outlined below: 
 

POLICY 

A. Context and Purpose Amended wording for clarity: Attendance and participation expectations 
do not affect student learning outcomes. Rather, the policy aims “to 
clarify expectations for courses where achievement of course learning 
outcomes require attendance and participation”. (SSC on Policy Review) 

B. Scope and Limits Bullet 2: Replaced “objectives” with “learning outcomes” so that 
course(s) that fall within the scope of Policy can be identified (via course 
presentations). 
(Zena Mitchell, Kurt Penner, Panteli Tritchew, John O’Brien, SSC on 
Policy) 

Bullet 3: Added the word “both”. (SSC on Policy Review) 

C. Statement of Policy 
Principles 

Principle 4: Removed list of examples, and clarified that students are 
encouraged to make prior arrangements with their instructors if they 
are not able to meet their attendance and participation obligations in 
courses where it is a requirement. This allows for students and 
instructors to have an informal conversation and establish a mechanism 
to address the concerns early on in the course. This will also address 
situations in which students require accommodations and other types of 
support in order to meet expectations for courses where achievement of 
learning outcomes require attendance and participation. Students and 
instructors are encouraged to communicate and make prior 
arrangements in advance where necessary.  (Mollie McAllister, Ruth 
Fraser, SSC on Policy Review) 

 
Previous principle 5: Removed as the language does not explain what 
“satisfactory level of attendance and participation” means. Students’ 
expectations have already been stated clearly in previous policy 
principles.  (SSC on Policy Review) 

 
Newly inserted principle 5: Clarified that a Learning Contract is not a 
“forced” requirement. However, both the instructor and the student 
should attempt informal resolution to resolve matters relating to 
unsatisfactory attendance and participation in a course.  If a mutually 
satisfactory resolution cannot be established, the instructor is then 
given an option of developing a Learning Contract together with the 
student. A Learning Contract is a supportive tool used by the instructor 
and the student to help identify issues and resolve them in a mutually 
satisfactory manner.  (SSC on Policy Review, John O’Brien) 
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POLICY 

Principle 6: Clarified that the policy does not address situations in which 
students are absent in all classes during the semester, and that such 
situations may result to a failure of the course.  (Adrienne Boulton, 
Tracey Kinney, SSC on Policy Review) 

 
 

PROCEDURE 

A. Definitions Replaced “A learning contract is” with “Learning Contracts are”.  (SSC on 
Policy Review) 

B. Procedures B.1: Replaced “will” with “may” to provide greater flexibility and latitude 
for the instructor and student to come up with a mutually satisfactory 
resolution. The procedures outlines a set of optional guidelines to assist 
the instructor and student to resolve matters relating to unsatisfactory 
attendance and participation in a course, which includes an attempt at 
an informal resolution, and to proceed with an option of development a 
Learning Contract between the instructor and the student.  (SSC on 
Policy Review, John O’Brien, Ruth Fraser, Mollie McAllister) 
 
Previous B.1.a: Removed as the language does not explain what 
“satisfactory level of attendance and participation” means.  (SSC on 
Policy Review) 
 
New B.1.a and B.1.b: Added to align with newly inserted Policy Principle 
5 (see above).  (SSC on Policy Review, John O’Brien) 
 
New B.1.a: Added a statement relating to supporting students who 
require accommodations from Accessibility Services at KPU. (Ruth 
Fraser, Mollie McAllister) 
 
Previous B.1.b and B.1.c: Removed as the listed examples are overly 
prescriptive and do not clearly define “unsatisfactory attendance or 
participation”, or explain how it is measured. The language is clarified in 
newly inserted Policy Principle 5, and Procedure B.1.a and B.1.b.  (SSC 
on Policy Review, John O’Brien) 

 
B.2.a: Removed sentence relating to “students signing Learning 
Contract” as it does not clarify what the act and tone of “signing” 
implies. The original sentence was interpreted as “punitive” in tone. 
(John O’Brien, Panteli Tritchew) 
 
B.2.a.ii: Replaced “should” with “could” to provide flexibility on how the 
content of the Learning Contract can be mutually determined, and 
removed the reference to “remedy the problem” and put an emphasis 
on the meeting of course learning outcomes that require attendance 
and participation.  (John O’Brien, SSC on Policy Review) 
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PROCEDURE 

B.2.a.v: Added language to clarify the meaning of “signing” as it was 
ambiguous in the previous draft. The new language indicates that the 
signature of the student and the instructor indicates only that the 
Learning Contract has been received and discussed.  (SSC on Policy 
Review) 
 
B.3.a: Replaced heading titled “Appeals” to “Review of Decision Relating 
to a Learning Contract”, as “Appeals” represents a different type of 
process that is adjudicated by the Senate Standing Committee on 
Appeals. The new language also clarified that it is not an appeal to being 
forced to sign a Learning Contract, as well as provided clarity on to 
whom the request should be made and to what the “revision of the 
decision” entails.  (Panteli Tritchew, John O’Brien, Jane Fee, Zena 
Mitchell) 
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 Policy Development and Approval Timeline 
ST11 Attendance and Participation in Courses 

Policy Sponsor: Provost & Vice President Academic 
Policy Developer: Dr. Faith Auton-Cuff, Associate Dean, Faculty of Arts  
Approving Jurisdiction: Senate 
 

Step(s) Action(s) Date(s) Submission Deadline 

1 Solicit feedback from stakeholder 
group(s) on draft policy and 
procedure. 
 
Finalize draft policy and 
procedure. 

Consult with stakeholder groups (PUE, 
Provost, Deans’ Council, Vice Provost, 
Students, University Registrar, Associate 
Deans, Office of Policy Coordination). 

  

2 Provost For endorsement to proceed to PUE. February 28, 2018  

3 PUE 
 

For endorsement to proceed to public 
posting. 

March 12, 2018 March 7, 2018 

4 KPU Policy Blog (6-week public 
posting) 
 
Senate Standing Committee on 
Policy Review 

6-week public posting period on KPU Policy 
Blog. Respond to comment(s), if any. 
 
For feedback as part of the 6-week public 
posting period. 

March 13 – April 24, 2018 
 
 
April 16, 2018 

 
 
 
April 6, 2018 

5 Finalize draft policy and 
procedure. 

Finalize draft policy and procedure, 
incorporate feedback where appropriate, and 
respond to the blog comments. 

May 2018 – May 2019  

6 Provost (Sponsor) For endorsement to proceed to PUE. June 20, 2019  

7 PUE  
 

For endorsement to proceed. August 21, 2019 August 14, 2019 

8 Senate Standing Committee on 
Policy Review 

For recommendation to Senate for approval.  September 4, 2019 August 26, 2019 

9 Senate For final approval. September 23, 2019 September 13, 2019 

  



 SENATE STANDING COMMITTEE ON POLICY 
Agenda Item:   7.1 
Meeting Date: September 4, 2019 
Presenter: David Burns 
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Agenda Item: Review of Senate policies 

  

Action Requested: 
Motion to Approve 
Discussion 
Information 

  

Context & 
Background: 

The Senate Standing Committee on Policy has the following mandate:  

Policies are congruent with the mission, values and goals of the University 
and consistent with the legal and internal powers of the Board, Senate and 
Administration of the University. 

The Protocol for the Development of University Policies and Procedures at 
KPU includes a role for the Senate Standing Committee on Policy Review. 

 Review policies and procedures that fall under the purview of Senate. 

 Other duties as assigned by Senate. 

The Office of Policy Coordination coordinates policy maintenance, review, 
development and approval processes at KPU.  

  

Key Messages: 

1. The Senate Standing Committee on Policy is responsible for reviewing 
policies and procedures that fall under the purview of Senate.  

2. The Office of Policy Coordination has a policy development toolkit and a 
Quick Guide to Policy Development at KPU.  

3. GV2 Protocol for the Development of University Policies policy and 
procedures are currently under review. 

  

Attachments: 

1. List of Senate policies 
2. Policy Toolkit 
3. Quick Guide to Policy Development at KPU 
4. GV2 Protocol for the Development of University Policies policy 
5. GV2 Protocol for the Development of University Policies procedure  

  

Submitted by: Rita Zamluk, Administrative Assistant, University Senate 

Date submitted: August 27, 2019 

 

https://www.kpu.ca/policy-development/policy-toolkit
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Cat  # Effective Date Policy Name Approving Jurisdiction

Administrative 

Responsibility

Senate in 

policy

Senate in 

procedures

In a cttee 

mandate SSC Senate Responsibility / Action required / Notes

35 2 6) l) AC 1 1-Nov-08 Advisory Committees

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic no no no

Advise on the development of educational policy for "the consultation with community and program 

advisory groups concerning the special purpose, teaching university's educational programs" no 

cttee has advisory committees in mandate

35 2 6) f) AC 3 22-May-19 Program Review

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic yes yes yes Program Review

Scope: 1. This policy applies to educational programs under the governance of Senate.

2. Program Review does not evaluate performance of individual faculty, staff, or administrators.

3. This policy does not apply to programs which are not under the governance of Senate (e.g. 

Continuing/Professional Studies and Apprenticeship).

AC 8 28-Mar-12

Principles of Academic 

Freedom and Responsibility

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic no no no

35

35

2

2

6)

6)

b) 

d) AC 10 27-Jan-16

Establishment, Revision, 

Suspension and/or 

Discontinuance of Programs

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic yes yes yes

SSC Academic Planning, 

Curriculum, University 

Budget

Scope: This Policy and its related Procedures applies to all new programs at KPU that are being 

considered for implementation as well as the revision, suspension and/or discontinuance of all 

existing programs, under the jurisdiction of Senate.

6.b"the establishment, revision or discontinuance of courses and programs at the special purpose, 

teaching university"

6.d "the priorities for implementation of new programs and courses leading to certificates, diplomas 

or degrees"

35 2 6) i) AC 13 29-Mar-17

Qualifications for Faculty 

Members

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic yes no no SGNC

Lists of general qualifications for all initial appointments to faculty positions within any educational 

administrative division require Senate approval;

35 2 6) c) AD 4 May-02

Continuing Education & 

Contract Services

Board of Governors, 

with Senate advice

Vice-President, 

Finance and 

Administration no no no

35 2 6) h) AR 17 27-Jun-19

Academic Schedule and 

Course Timetables

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic yes yes no Policy Review 

Needs to go to the October BoG meeting - On behalf of the Board of Governors, the Senate, through 

the Policy Review Committee, will monitor the academic schedule for the purpose of affirming that it 

aligns with the principles identified in the policy.

The academic schedule for the following academic year will normally be presented to the Policy 

Review Committee in September and reported on at the October meeting of Senate and the Board of 

Governors.

GV 2 1-Apr-13

Protocol for the 

Development of University 

Policies

Board of Governors, 

with Senate advice President yes yes yes Policy Review 

This policy protocol governs the development of all policies, relating to the operation of the 

University, under the jurisdiction of the Board, Senate and the President.

A Policy requires formal approval at the highest level of the University’s Board, Senate or President’s 

Office authority and is binding on all members of the University.

an important policy that defines the role of Senate in the governance framework

27 2) j) GV 9 27-Jan-16

Establishment and/or 

Discontinuance of Faculties 

and Departments

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic yes yes yes SSC Academic Planning

Senate must first consider proposals for the establishment or discontinuance of Faculties and 

departments, and if the proposal has merit, to recommend such a proposal to the Board for 

approval. Further, the Board may initiate a discussion with Senate about the establishment or 

discontinuance of a Faculty or Department the Board considers necessary.

35 2 6) a) GV 10 30-Mar-16

Mission, Vision and Values 

Development and 

Amendment

Board of Governors, 

with Senate advice President yes yes yes SSC Academic Planning

35 2 6) j) ST 7 1-May-17

Student Conduct (Non-

Academic)

Board of Governors, 

with Senate advice

Provost and Vice-

President, Academic yes yes no mentions non-Senate approved courses; and the SSC Appeals

University Act 

clause
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http://www.kpu.ca/sites/default/files/Policies/AC1 Advisory Committees Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC3 Program Review Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC8 Principles of Academic Freedom and Responsibility Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC8 Principles of Academic Freedom and Responsibility Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC10 Establishment%2C Revision%2C Suspension andor Discontinuance of Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC10 Establishment%2C Revision%2C Suspension andor Discontinuance of Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC10 Establishment%2C Revision%2C Suspension andor Discontinuance of Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC13 Qualifications for Faculty Members Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC13 Qualifications for Faculty Members Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AD4 Continuing Education and Contract Services Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AD4 Continuing Education and Contract Services Policy.pdf
https://www.kpu.ca/sites/default/files/Policies/AR17 Academic Schedule and Course Timetables Policy.pdf
https://www.kpu.ca/sites/default/files/Policies/AR17 Academic Schedule and Course Timetables Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV2 Protocol for the Development of University Policies Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV2 Protocol for the Development of University Policies Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV2 Protocol for the Development of University Policies Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV9 Establishment andor Discontinuance of Faculties and Departments Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV9 Establishment andor Discontinuance of Faculties and Departments Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV9 Establishment andor Discontinuance of Faculties and Departments Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV10 Mission Vision and Values Development and Amendment Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV10 Mission Vision and Values Development and Amendment Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/GV10 Mission Vision and Values Development and Amendment Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST7 Student Conduct Non Academic Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST7 Student Conduct Non Academic Policy.pdf
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Cat  # Effective Date Policy Name Approving Jurisdiction

Administrative 

Responsibility

Senate in 

policy

Senate in 

procedures

In a cttee 

mandate SSC Senate Responsibility / Action required / Notes

University Act 

clause

35 2

5)

5)

e), 

h) AC 4 Jan-07

Student Evaluation and 

Grading Senate

Provost and Vice-

President, Academic no no no

Senate has the power and duty to: "set policies concerning examinations and evaluation of student 

performance" and to "set criteria for academic standing, academic standards and the grading 

system"

35 2 5) k) AC 6 Dec-04 Credit for Prior Learning Senate

Provost and Vice-

President, Academic no no no

"(k)set policies on curriculum evaluation for determining whether

(i) courses or programs, or course credit, from another university or body are equivalent to courses 

or programs, or course credit, at the special purpose, teaching university, or

(ii) courses or programs, or course credit, from one part of the special purpose, teaching university 

are equivalent to courses or programs, or course credit, in another part of the special purpose, 

teaching university."

AC 9 Oct-15 Essential Skills Senate

Provost and Vice-

President, Academic yes yes no Scope: This policy applies to all Senate‐approved programs at Kwantlen Polytechnic University.

AC 11 26-Jan-09

General Education in 

Degree Programs Senate

Provost and Vice-

President, Academic yes no no

35 2 5) b) AD 5 25-Sep-17

Honorary Degrees and 

Awards Senate President yes yes yes Tributes

The designation of Emeritus/Emerita may be terminated by Senate if the individual brings KPU into 

disrepute.

Senate has the authority to rescind any honorary award if the individual brings KPU into disrepute.

No mention of Senate approving honorary degrees and awards in policy

Procedures lists the SSCT and the role of Senate

35 2 5) d), AR 2 26-May-14 Admission Senate

Provost and Vice-

President, Academic yes na no

This policy applies to KPU applicants of Senate‐approved curriculum.

KPU’s English proficiency equivalencies will be endorsed by the appropriate Senate committee.

Admission criteria for undergraduate admission is determined by the Faculty, and approved by 

Senate.

AR 5 27-Jan-09 Dean's Honour Roll Senate

Provost and Vice-

President, Academic yes yes no

In addition, a list of the names of those honoured may be presented to the University Senate and 

published on the University web stie

35 2 5) b) AR 6 Nov-11

Final Examinations and 

Grade Reporting for 

Courses Senate

Provost and Vice-

President, Academic no no no

AR 7 Apr-04 Graduation with Distinction Senate

Provost and Vice-

President, Academic no no no

AR 10 15-Dec-14

Priority and Scheduling of 

Registration Senate

Provost and Vice-

President, Academic no no no no action item for Senate in policy or in procedures

35 2 6) k) AR 12 1-Nov-14

Transfer Credit and 

Advanced Standing Senate

Provost and Vice-

President, Academic yes no SSC Academic Planning

no action item for Senate in policy; is this part of institutional recognition?

Procedure: The decision to award transfer credit for courses from institutions not considered 

recognized by KPU require approval of the appropriate Senate Committee.+ several other mentions

35 2 5) b) AR 16 7-Feb-05

Requirements for 

Graduation Senate

Provost and Vice-

President, Academic no no no

Because of external articulation and/or accreditation arrangements, some programs may require 

more than the minimum credit or course requirements stipulated above. The Senate must approve 

such exceptions.
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http://www.kpu.ca/sites/default/files/Policies/AC4 Student Evaluation and Grading Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC4 Student Evaluation and Grading Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC6 Credit for Prior Learning Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC9 Essential Skills Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC11 General Education in Degree Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AC11 General Education in Degree Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AD5 Honorary Degrees and Awards Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AD5 Honorary Degrees and Awards Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR2 Admission Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR5 Dean%27s Honour Roll Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR6 Final Examinations and Grade Reporting for Courses Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR6 Final Examinations and Grade Reporting for Courses Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR6 Final Examinations and Grade Reporting for Courses Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR7 Graduation With Distinction Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR10 Priority and Scheduling of Registration Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR10 Priority and Scheduling of Registration Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR12 Transfer Credit and Advanced Standing Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR12 Transfer Credit and Advanced Standing Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR16 Requrements for Graduation Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/AR16 Requrements for Graduation Policy.pdf


List of Senate Policies

August 27, 2019

Cat  # Effective Date Policy Name Approving Jurisdiction

Administrative 

Responsibility

Senate in 

policy

Senate in 

procedures

In a cttee 

mandate SSC Senate Responsibility / Action required / Notes

University Act 

clause

ER 4 20-Dec-90 Partnership Program Senate

Provost and Vice-

President, Academic no no no

ST 1 4-May-94

Attendance and 

Performance in 

Individualized Continuous 

Intake Programs Senate

Provost and Vice-

President, Academic no no no

35 2 5) h) ST 2 1-May-17 Student Academic Integrity Senate

Provost and Vice-

President, Academic yes yes no

Procedures mention the Senate Standing Committee on Appeals; and that the policy does not apply 

to non-senate courses

35 2 5) j) ST 3 1-May-17 Grade Appeals Senate

Provost and Vice-

President, Academic yes yes Senate is mentioned as approving the credential

35 2 5) h) ST 6 Oct-07

Minimum Academic 

Standards for Programs in 

which letter grades are 

assigned Senate

Provost and Vice-

President, Academic no no no

ST 11 Apr-05

Attendance & Performance 

in Semester & Other Term 

Based Courses Senate

Provost and Vice-

President, Academic no no no

ST 12 Apr-06 Academic Renewal Senate

Provost and Vice-

President, Academic no no no

ST 13 Sep-19 Course Withdrawal Senate

Provost and Vice-

President, Academic yes yes Students may appeal decisions to the Senate Standing Committee on Appeals
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http://www.kpu.ca/sites/default/files/Policies/ER4 Partnership Program Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST1 Attendance and Performance in Individualized Continuous Intake Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST1 Attendance and Performance in Individualized Continuous Intake Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST1 Attendance and Performance in Individualized Continuous Intake Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST1 Attendance and Performance in Individualized Continuous Intake Programs Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST2 Student Academic Integrity Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST3 Grade Appeals Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST6 Minimum Academic Standards for Programs in Which Letter Grades Are Assigned Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST6 Minimum Academic Standards for Programs in Which Letter Grades Are Assigned Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST6 Minimum Academic Standards for Programs in Which Letter Grades Are Assigned Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST6 Minimum Academic Standards for Programs in Which Letter Grades Are Assigned Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST11 Attendance and Performance in Semester and Other Term Based Courses Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST11 Attendance and Performance in Semester and Other Term Based Courses Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST11 Attendance and Performance in Semester and Other Term Based Courses Policy.pdf
http://www.kpu.ca/sites/default/files/Policies/ST12 Academic Renewal Policy.pdf
https://www.kpu.ca/sites/default/files/Policies/ST13 Course Withdrawal Policy.pdf
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Roles of Office of Policy Coordination (OPC) 
 
A central office that coordinates policy maintenance, review, development and approval processes at 
KPU: 

 KPU’s official policy holder, maintains official records of all policies and procedures at KPU. 

 Responsible for the restructuring, implementation and ongoing maintenance of the KPU Policy 
website. 

 Coordinates, facilitates, and supports policy review, development, and approval processes. 

 Provides guidance to policy sponsors, developers and working groups on policy development, 
approval timelines and associated requirements. 

 Administers the KPU Policy Blog and provides oversight on all communication and activities on 
the blog on behalf of policy sponsors/developers. 

 Supports the Senate Standing Committee on Policy Review (and other relevant governance 
committees) on policy consultation, development and approval processes. 

 
 

Where to Start? 
 
A one-stop resource to everything about Policy at KPU: Policy Development at KPU  
 

KPU’s Policy Protocol KPU’s “Policy on Policy” (Policy GV2) 

KPU Policy Blog Available to the University community for providing feedback 
on posted draft policies/procedures over a 6-week 
consultation period. 

Policy Toolkit Policy Request Form, templates, and Glossary of Policy 
Definitions. 

KPU Bylaws and 
Policies 

A comprehensive list of all KPU’s policies and procedures. 

 
 

The Process 
 
1. Policy Toolkit 

Step 1: Complete the KPU Policy Request Form and submit it to the Office of Policy Coordination 
(OPC) via Josephine Chan, who will forward the request to the Policy Sponsor for 
consideration. 
 
OPC will contact the originator of request (and the policy developer, if different from the 
originator of request) to proceed to next steps once the request form is signed off by the 
Policy Sponsor. 

Step 2: Obtain a copy of the Glossary of Policy Definitions, and templates for Policy and Procedure 
from the Policy Toolkit webpage. 

 

http://www.kpu.ca/policy-development
http://www.kpu.ca/policy-development
http://www.kpu.ca/policy-development
http://www.kpu.ca/policy-development/policy-protocol
http://blogs.kpu.ca/policies/
http://www.kpu.ca/policy-development/policy-toolkit
http://www.kpu.ca/policies
http://www.kpu.ca/policies
mailto:josephine.chan@kpu.ca?subject=Policy%20request
http://www.kpu.ca/policy-development/policy-toolkit
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2.  Policy Development and Consultation Process 

Step 3:  Contact OPC to map out an approval timeline and associated approval requirements for 
your policy. 

Step 4: Consult with all relevant stakeholder and impacted groups, develop draft 
policy/procedure. 

Step 5: Status Reporting: Keep OPC informed on your progress (as status changes or once a 
month). 

Step 6:  Finalize drafts, and seek endorsement from Policy Sponsor and PUE to proceed to public 
posting. 

Step 7:  Submit draft policy/procedure and an associated preamble to OPC for public posting. OPC 
will inform the university community via a University Communicator announcement. 

Step 8: Review and respond to comments (if any) during the 6-week public posting period. 

 
 
3. Policy Approval Process 

Step 9:  Policies that require Senate and/or Board approval: 
a. Finalize drafts and seek endorsement from policy sponsor and PUE. 
b. Submit to relevant governance bodies for approval via OPC. 

 Policies that require President’s approval: 
a. Finalize drafts and seek endorsement from policy sponsor and PUE. 
b. Submit to the President for approval via the Policy Sponsor. 

Step 10:  Policies that require Senate and/or Board approval: 
a. Senate Office/University Secretary informs OPC of the policy approval. 
b. OPC publishes approved policy and procedure to the KPU Bylaws and Policies 

site, and sends a University Communicator announcement to the university 
community. 

 Policies that require President’s approval: 
a. Confidential Assistant to the President informs OPC of the policy approval. 
b. OPC publishes approved policy and procedure to the KPU Bylaws and Policies 

site, and sends a University Communicator announcement to the university 
community. 
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Policy vs. Procedure 
 

POLICY PROCEDURE 

What is policy? 
 
 Describe the rules that establish what will or 

will not be done.   
 Can range from a broad philosophy to 

specific rules. 
 Guide decision making by employees. 
 Are usually expressed in standard sentence 

and paragraph format. 
 Does not restate the law or ask others to 

follow the law. 
 Include WHAT the rule is, WHY it exists, 

WHEN it applies and WHO it covers. 
 

What is procedure? 
 
 Describe the critical steps undertaken to 

achieve policy intent. 
 Are succinct, factual and to the point. 
 Are usually expressed using lists. 
 Include HOW to achieve the necessary 

result/compliance with the policy. 
 
 

Writing policies: 
 
 Avoid use of "should" or "may" as these 

words imply choice. 
 Questions that a policy statement typically 

answers:  
 Who needs to follow the policy?  
 In what situation(s) does this policy not 

apply? What are the major conditions or 
restrictions? What is expected of the 
employee or student? Are there 
exclusions or special situations? 

 Who is making a decision and what do 
they consider in their decision? 

 

Writing procedure: 
 
 List steps to follow in order to comply with the 

policy, in the same order as in the policy. 
 List responsibility for each step. 
 Use one action per step – steps that contain 

more than one action can confuse the reader. 
 Wherever possible, start with an action verb, 

e.g., “Submit completed form to Academic 
Unit” rather than “The student should 
complete the form and then submit it to the 
Academic Unit”. 

 Avoid too much detail - link to unit rules or 
work instructions on the University intranet if 
necessary. 

 Refer the reader to related documents, forms, 
work instructions/unit rules. 

 

 

 

Questions? 
 
Josephine Chan, B.A., M.Ed. 
Special Assistant to the Provost on Policy and Academic Affairs 
 



Page 1 of 2    Policy No. GV2 
 

 
    Policy History 

  Policy No. 

GV2 

  Approving Jurisdiction: 

Board of Governors, Senate 

  Administrative Responsibility: 

President 

  Effective Date: 

April 2013 

 

Protocol for the Development of University Policies 
Policy 

 
 

A. CONTEXT AND PURPOSE 
Kwantlen Polytechnic University requires a policy development protocol in order to provide 
students, faculty, staff, Board members and others with a set of guidelines for developing policy 
that will assist in ensuring compliance with legal and other regulatory requirements, managing 
risk, achieving the University’s mission, enhancing operational efficiencies and setting 
appropriate standards and restraints.  
 

B. SCOPE AND LIMITS 
1. This policy protocol governs the development of all policies, relating to the operation of 

the University, under the jurisdiction of the Board, Senate and the President. 
2. This policy protocol does not apply to policies developed by the Board of Governors in 

relation to its governance. 
3. This policy protocol does not apply to practices developed by individual departments to 

guide the management of issues within their particular jurisdiction and control.  These 
will be identified as “practices” to distinguish them from the “Procedures” associated 
with policies. 
 

C. STATEMENT OF POLICY PRINCIPLES 
1. Policies are congruent with the mission, values and goals of the University and 

consistent with the legal and internal powers of the Board, Senate, and Administration 
of the University. 

2. The development and approval of Policies is an open and inclusive process with an 
appropriate level of input from those members of the University community who may 
be affected by the Policies.  

3. Policy development and maintenance is co‐ordinated through a central office. 
4. The writing of Policy and related Procedures will be undertaken by the individual or 

body that is most knowledgeable about the issues addressed in the Policy. 
5. While Policies focus on principles and those principles address broad, long‐term issues 

and values, Procedures are required to ensure clarity around actions to support the 
Policies and will be directly linked to the Policies they support.  The processes necessary 
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to modify Procedures are relatively easy to effect in order to recognize organizational, 
regulatory or other issues without, in most cases, the need to review the principles 
imbedded in the Policy statement itself 

6. The term “Departmental Practices” (or a similar term) is used to distinguish these from 
University level Policy and Procedures. 

7. The Policy development process and the Policies themselves is readily accessible to the 
University community, primarily electronically, and linked to the related Procedures that 
support the Policies as well as links to other, relevant Policies and regulatory 
information    

8. Policies are reviewed on a regular basis, say every 5 years, to ensure that they continue 
to be relevant and current 

9. Procedures are reviewed on a regular basis, say every 2‐3 years, to ensure their 
continued currency 

10. If and when resources become available, consideration will be given to instituting 
random Policy audits to ensure that Policies are being followed, are being correctly 
interpreted and are being applied consistently.  When implemented, this will be carried 
out through the office of an internal auditor, a position that has not yet been created at 
Kwantlen.   

 

D. DEFINITIONS 
Refer to the related Procedures document for definitions which will enhance the reader’s 
interpretation of this Policy. 
 

E. RELATED POLICIES & LEGISLATION 
University Act 
 

F. RELATED PROCEDURES 
Refer to GV2 Protocol for the Development of University Policies / Procedure  
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    Policy History 

  Policy No. 

GV2 

  Approving Jurisdiction: 

Board of Governors, Senate 

  Administrative Responsibility: 

President 

  Effective Date: 

April 2013 

 

Protocol for the Development of University Policies 
Procedure 

 
 

A.  DEFINITIONS 
 
OFFICERS OF THE UNIVERSITY 
“Officers” of Kwantlen Polytechnic University include the President, Vice Presidents, 
Associate Vice Presidents and the University Secretary – Election Rules 
 
POLICY DEFINITION AND ROLE: 

 
A Policy is a concise, formal statement of principles that indicates how the University 
will act in a particular area of operation.   
 
A Policy addresses broad issues and, since it includes statements of principles, should 
serve an organization over an extended period of time without the need for frequent 
review or change. 
 
A Policy requires formal approval at the highest level of the University’s Board, Senate 
or President’s Office authority and is binding on all members of the University. 
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It is the role of Policy to: 
 

o Address issues of broad concern to the University 
o Translate values into operating principles and procedures 
o Ensure compliance with legal and other regulatory requirements 
o Improve the management of risk 
o Enhance achievement of the University’s mission 
o Enhance operational efficiency 
o Set standards, mandate action or restraints 

 
Policies address issues of legal or financial risk to the University.  Statements relating to 
the operation of specific units at the University are called Guidelines and do not fall 
under the definition of University policies and procedures. 
 
Policy is normally supported by, and implemented through, Procedures. This Policy 
Protocol is structured such that a Policy and its attendant Procedures will be developed 
jointly but as separate, linked documents. This separation, as outlined in another part of 
this document, will permit Procedures to be updated regularly to reflect various 
organizational and external changes without, necessarily, requiring review of the Policy 
and its underlying principles. 

 
PROCEDURE DEFINITION AND ROLE 

 
Procedures are specific steps required to implement a Policy.  Procedures communicate 
acceptable practice, set boundaries and establish who is responsible for any required 
action. 
 
Procedures, by their nature, must reflect the current organizational structure and 
regulatory framework of the University. Procedures will need to be reviewed and 
updated more frequently than Policies in order to ensure that the Procedures reflect the 
most current organizational structure, regulatory framework and any other relevant 
changes in circumstances. 
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B. PROCEDURES 
 
The Procedures that follow have been organized under the following headings: 

B.1  Policy Authority and Classification 
B.2  Office of Policy Co‐ordination 
B.3  Policy Development or Amendment 
B.4  Procedures Development or Amendment 
B.5  Policy Elimination or Move To Departmental Practice 
B.6  Policy and Procedures Templates 
B.7  Policy Review 
B.8  Policy Compliance 
B.9  Legal Review 
B.9‐10  Issues Not Addressed in Policy 

 

B.1  Policy Authority and Classification 
 
Policies will be classified into one of four categories or jurisdictions, based on the role of 
each jurisdiction as determined by the University Act and other pertinent regulations: 
 

1. Board of Governors: Policies related to Board self‐governance 
2. Board of Governors: Board Policies not related to self‐governance 
3. Senate 
4. Office of the President (University Administration) 

 
The Board of Governors and Senate will develop new and review existing Policies in 
accordance with the respective powers and duties of each as set out in the University 
Act as well as any other Policies that the University might determine are best handled by 
one of these bodies. The Office of the President develops Policies that fall outside of the 
jurisdiction of the Board of Governors and Senate. 

 
B.2  Office of Policy Co‐ordination 
 
The “Office of Policy Co‐ordination” is staffed by University personnel.  At the present 
time, this is equivalent to the University Secretariat. 
 
The Office will be responsible for coordinating the development and review of Policies.  
More specifically, the Office will carry out the following functions: 
 

1. Maintain the master, official record of all Policies; each official Policy will be 
posted online and there will be only one online version. 

2. Act as the University’s official Policy holder; all new Policies and changes to 
existing Policies will be controlled through this office. 
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3. Act as the designated office to receive “Request for New Policy or Modifications 
to Existing Policy” document. 

4. Provide advice regarding the determination of Policy classification between the 
jurisdictions of the Board (self‐governance, others not relating to self‐
governance), Senate, and Office of the President. 

5. Maintain a log to determine the status of Policy development/modification and 
monitor timelines to ensure that Policy issues are being handled expeditiously. 

6. Bring information about delays or non‐action to the attention of the person with 
administrative responsibility for the Policy within each of the jurisdictions for 
their follow‐up. 

7. Arrange distribution of draft Policies through appropriate internal media and 
directly to particular groups and individuals. 

8. Ensure that all new and revised Policies have followed the required processes 
including appropriate approvals and signatures within each of the respective 
jurisdictions. 

9. Maintain an online policy register of existing Policies and their review dates, and 
monitor the review process to ensure that action is taken in a timely manner. 

10. Attend Senate and Senate Standing Committee meetings where policy 
development matters are discussed. 
 

B.3  Policy Development or Amendment 
 

The procedural steps for policy development or amendment at the University are 
provided below.  The subsequent diagram visually represents these steps. 

 

1. Individuals, bodies, or groups who perceive the need for the 
development/amendment of a policy must submit a formal request to the University 
Secretariat using the formal attached forms.  The President, the Provost and/or the 
Vice President Administration (Policy Sponsors) will review requests to determine 
merit. 

 
2. If there is merit to the request, the Policy Sponsor(s) will identify an appropriate 

University Officer to assume full responsibility for the development/amendment of a 
policy.  Unapproved request(s) will be logged and archived in the online policy 
register, which is available to the University community. 

 
Development 
 
3. The University Officer will carry out all tasks relating to the 

development/amendment of the policy.  S/he will conduct research, 
internal/external consultation, and all other review processes that are deemed 
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necessary.  A policy will be developed in a standard format as prescribed by the 
official templates provided by the University Secretariat. 
 

4. The University Officer will make amendments/revise drafts where necessary, and 
must seek endorsement from the Policy Sponsor(s), as appropriate. 
 

5. The University Officer will submit the draft policy to the University Secretariat for a 
six (6) week online public posting period, where comments and feedback will be 
published online.  It is during this six‐week public posting period that the entire 
University Community, as well as the Senate Standing Committee on Policy Review 
and any other appropriate Senate Standing Committee(s), are expected to review 
the policy and provide feedback or substantive input.  Subsequent drafts of the 
policy will include an accompanying page discussing the comments and feedback 
received, and will explain how the policy was modified in response to the feedback.   

 
Review & Approval 
 
6. The University Officer will present the draft policy to the Provost or Vice President 

Administration, who will submit it to the appropriate governance bodies for review 
and approval, via the Secretariat.  The appropriate governance bodies are as follows: 

 
a. Academic Policies: 

i. Senate Standing Committee on Policy Review and any appropriate 
Senate Standing Committee(s) 

ii. Senate (and Board as required by the Act) 
 

b. Administrative Policies: 
i. President’s University Executive 
ii. President (and Board as required by the Act) 

 
If substantive changes are required at any point in the development and/or review 
and approval stage, the draft policy will be returned to the University Officer for 
further amendment.  The draft policy must undergo all necessary steps as prescribed 
in the development, review, and approval phases before proceeding to the final 
approval phase. 

 
Final Approval 
 
7. Once a policy has been approved by its appropriate governance bodies, an approved 

copy is forwarded to the University Secretariat.  The University Secretariat will log 
the new/amended policy into the policy register, will be responsible for assigning a 
classification code to the new/amended policy, and will post it on the policy website. 
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Limits:     
 

This policy protocol does not apply to policies developed by the Board of Governors in 
relation to its governance.  Policy development and review will be on hiatus in July and 
August (black‐out period). 
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Protocol for Policy Development or Amendment of 

Academic and Administrative Policies 
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B.4  Procedures Development or Amendment 

The intent of this section of the Policy Protocol is to acknowledge the important role 
that Procedures play in ensuring the implementation of Policy but, at the same time, to 
recognize that the University requires a more flexible process for amending Procedures 
than is required for Policies. Policy development and amendment focuses on major, 
principle‐driven issues which should endure over time.  Procedures, on the other hand, 
need to reflect the organizational structure and processes of the University as well as 
external factors, and these are expected to change fairly regularly.  When changes to 
Procedures are warranted, it should not be necessary to subject the entire Policy to a 
review.  

 
1. Procedures for new Policies are normally developed at the same time as the 

related Policy. 
2. It is expected that the review carried out by the Board, Senate or President will 

focus on Policy issues rather than Procedural matters. 
3. The University designates the Sponsor to approve the Procedures accompanying 

each Policy in order to provide assurance that the Procedures are appropriate, 
complete and have been reviewed by the necessary parties. 

4. Subsequent amendments to existing Procedures that do not impact on the Policy 
and its underlying principles may be made at the discretion of the appropriate 
person with Administrative responsibility and with the approval of the President. 

5. Changes to Procedures are forwarded to the Office of Policy Co‐ordination, 
which ensures that the change in Procedures is logged and that notice is 
provided to the University community. 

 
B.5  Policy Elimination or Move To Departmental Practice 
 

Periodically it may be determined that a policy is no longer necessary and should be 
eliminated.  It may also be determined that a policy is not applicable to the entire 
University, but pertains only to a particular department.  The following process will be 
followed in such cases. 
 

1.  A Request for Modification for Elimination / Move to Departmental Practice 
form is completed and sent to the University Secretariat. 

2. The University Secretary sends the Request to the President, Provost or Vice 
President Administration to consider its merits. 

3. The University Secretary logs requests, dates and sponsors. 
4. If the Request is approved, the University Secretary posts the Request, along 

with the rationale and policy for a two‐week online public posting period, where 
comments and feedback will be published online. 

5. A response to the comments will accompany the request to eliminate or move to 
departmental practice when it is forwarded to the appropriate governance body: 
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a. Academic Policies: 

i. Senate Standing Committee on Policy Review and any appropriate 
Senate Standing Committee(s) 

ii. Senate (and Board as required by the Act) 
 

b. Administrative Policies: 
i. President’s University Executive 
ii. President (and Board as required by the Act) 

 
6. Once the appropriate governance bodies have approved the elimination of a 

policy or its move to departmental practice , the policy is forwarded to the 
University Secretariat.  The University Secretariat will log the elimination/move 
to departmental practice in the policy register and will remove the policy from 
the policy website. 

7. If moved to departmental practice, the department responsible for the policy 
will log the policy at the departmental level as part of their departmental 
practices. 

 
 

 
 
B.6  Policy and Procedures Templates 
 
Two templates have been developed to recognize the separation between Policies and 
Procedures:   

 

 Exhibit B provides a Policy Template.  

 Exhibit C provides a Procedures Template.   
 
These templates separate Policies from Procedures. 
 

B.7  Policy Review 
 
The University will implement a formal, periodic review of its Policies, which will ensure 
that all Policies are reviewed according to the following Procedures: 
 

1. Each Policy will be reviewed at least every five years on a rotating basis, 
according to a schedule maintained by the Office of Policy Co‐ordination  

2. The review will be co‐ordinated through the Office of Policy Co‐ordination which 
will provide notice to the appropriate University Officer.   
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3. A review will comprise the following steps: 
a. the review will be carried out under the direction of the appropriate 

University Officer (normally through the position responsible for developing 
the original Policy) and completed within 3 months after the review date as 
determined by the Office of Policy Co‐ordination 

b. the Office of Policy Co‐ordination will notify the University community that 
the review is taking place through the University Policy web‐site.  Processes 
for contacting the reviewer and due dates for comments will be published 

c. the reviewer will ensure a complete review by scanning for new data, 
legislation, etc. that impacts on the Policy, interviewing key University 
personnel about how well the Policy has worked, reviewing information 
provided by other members of the University community, etc. 

d. if it is determined that a Policy revision is required then the processes 
outlined in the “Policy Development or Amendment” section above will be 
followed 

 
If and when resources become available, consideration should be given to instituting 
random Policy audits to ensure that Policies are being followed, are being correctly 
interpreted and are being applied consistently.  This function is most appropriately 
carried out through the office of an internal auditor, a position that has not yet been 
created at Kwantlen. 

 

B.8  Policy Compliance 
 
The Procedures attached to each Policy should include a section on compliance outlining 
the specific consequences of non‐compliance. 

 
B.9  Legal Review 
 
The University recognizes the importance of a legal review of certain Policies presenting 
significant financial and/or legal risks and supports funding for a legal review where 
circumstances warrant such a review. 
 
A request for a legal review can be initiated by the approving jurisdiction as outlined in a 
separate section of this Protocol, but must be approved by the President or his/her 
designate. 
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B.10  Issues Not Addressed In Policy 
 
From time to time significant issues may arise that are not addressed by any of the 
University’s current Policies but that may have broad implications commensurate with 
those normally addressed by University Policy.  While the issues may, ultimately, lead to 
the development of new Policy, it is understood that, in order to resolve issues in a 
timely fashion, the President, in keeping with the responsibilities of his or her position, 
has the authority, after appropriate consultation, to make decisions to resolve such 
matters.   
 
 
 

C.  RELATED POLICY 
 
Refer to Protocol for the Development of University Policies / Policy BD010 (E4)    
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Request Template        EXHIBIT A 
    Policy History 

  Policy No. 
 

  Approving Jurisdiction: 
 

  Administrative Responsibility: 
 

  Effective Date: 
 

 

Request for New Policy OR 
Modification to Existing Policy OR 

Modification to Departmental Practice / Elimination / 
Consolidation, etc. 

FORM 
 

 

NEW / MODIFICATION OF POLICY 
Request for new Policy ______________   
  OR 
Request for modification of existing policy __________________ 
            OR 
Request for modification of existing Policy to departmental practice/ 
     elimination/consolidation, etc. ________________ 
  OR 
Request for modification of existing Procedure _________________ 

 
RATIONALE 
Provide a rationale for the above request.   Provide as much specific information as you 
can, discussions with others, etc.: 
 

IMPLICATIONS 
Describe the consequences of not taking action as described above. 
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CONTACT INFORMATION 
Name (please print)   

Department   

Phone   

Email   

Signature   

Date   

 
 
 
 
COMMENTS 
Office of Policy Co‐ordination 
 
 
Sponsor 
 
 
 
 

ASSIGNMENT OF DEVELOPER 
 
I assign _____________________________________(name of developer) as the 
Developer of this policy. 
 

SIGNATURE 
New Policy or Change approved______________(yes, no) 
Explanation if not approved 
________________________________________________________________________
____________________________________________________________________ 
 
Sponsor (Signature)______________________________________________ 
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Policy Template        EXHIBIT B 
    Policy History 

  Policy No. 
 

  Approving Jurisdiction: 
 

  Administrative Responsibility: 
 

  Effective Date: 
 

 

Name of Policy 
Policy 

 
 
 

A. CONTEXT AND PURPOSE 
 
 
 

B. SCOPE AND LIMITS 
 
 
 

C. STATEMENT OF POLICY PRINCIPLES 
 
 
 
 

D. DEFINITIONS  ‐ Do not put definitions in the Policy 
Refer to the related Procedures document for definitions which will enhance the 
reader’s interpretation of this Policy. 
 

E. RELATED POLICIES & LEGISLATION 
 
 
 

F. RELATED PROCEDURES 
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EXHIBIT C 

Procedure Template 
    Policy History 

  Policy No. 
 

  Approving Jurisdiction: 
 

  Administrative Responsibility: 
 

  Effective Date: 
 

 

Name of Policy  
Procedure 

 
 

A. DEFINITIONS 
 
 
 
 
 

B. PROCEDURES 
 
 
 
 
 
 
 

C. RELATED POLICY 
 
Refer to Policy XXX 
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