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Policy Development or Revision:  
1. If an employee or supervisor has recommendations for changes to a policy, they 
notify the manager of their primary service area. That manager, after consultation with 
the employee or supervisor, then advances the proposed changes to the Policy and 
Procedure Review Committee.  
 
2. New and updated policies are to be saved in the M: Drive > Management > Policies > 
Working On folder.   
 
3. The person revising the policy turns on the “Track Changes” feature in Microsoft 
Word to show changes that are made.  
 
4. Once the changes are complete and adhere to the above steps, the Executive 
Director is informed. The Executive Director then moves the updated policy to the folder 
in the M: Drive > Management > Policies and Procedures > Policies Ready for Board 
Review.  
 
5. The Executive Director provides the Board with a copy of the revised policy for their 
input and approval, showing the changes that were made. Once the revised policy is 
approved by the Board, the Executive Director notifies the chair of the Policy and 
Procedure Review Committee.  
 
6. The chair of the Policy and Procedure Review Committee will ensure that the 
updated policy is uploaded to ShareVision, the Pathways website, and saved in the 
policy and procedure manual in the M: Drive > Policies and Procedures > Pathways 
Policy and Procedure Manual, moving the old policy to the Old Information folder.  
 
7. The chair of the Policy and Procedure Review Committee makes a post on the 
ShareVision Home Page, listing the policies that have been updated and notifying all 
staff that they are required to review them. The policies are then uploaded to the 
Pathways website.  
 
Procedure Development or Revision: 
1. If an employee or supervisor has recommendations for changes to a procedure, they 
notify the manager of their primary service area. That manager, after consultation with 
the employee or supervisor, then advances the proposed changes to the Policy and 
Procedure Review Committee.  



 
2. New and updated procedures are to be saved in the M: Drive > Management > 
Policies and Procedures > Working On folder.   
 
3. The person revising the procedure turns on the “Track Changes” feature in Microsoft 
Word to show changes that are made. The Policy and Procedure Review Committee 
reviews the procedure, to ensure it adheres to provincial and federal regulations, our 
Collective Agreement, and CARF (Commission on Accreditation of Rehabilitation 
Facilities) standards. If there are any significant changes to the procedure that would 
affect the services provided, the structure of the organization, or funding, the procedure 
must be approved by the Executive Director.   
 
4. Once the changes are complete and adhere to the above steps, the chair of the 
Policy and Procedure Review Committee will ensure that the updated procedure is 
uploaded to ShareVision, the Pathways website, and saved in the policy and procedure 
manual in the M: Drive > Policies and Procedures > Pathways Policy and Procedure 
Manual, moving the old procedure to the Old Information folder.  
 
5. The chair of the Policy and Procedure Review Committee makes a post on the 
ShareVision Home Page, listing the procedures that have been updated and notifying 
all staff that they are required to review them. The procedures are then uploaded to the 
Pathways website.  
 
Forms Development or Revision: 
1. If an employee or supervisor has recommendations for changes to a form, they notify 
the manager of their primary service area. That manager, after consultation with the 
employee or supervisor, then moves the form to the M: Drive > Management > Forms > 
Development or Revision folder.  
 
2. The form is revised by the manager who was notified. If there are any significant 
changes to a form that would affect the structure of the organization or funding, the 
procedure must be approved by the Executive Director.   
 
3. Once the updated form is complete, the person who revised it saves it in the M: Drive 
> Management > Forms > Pathways Forms, moving the old form to the Old Forms 
folder. The person who revised the form also uploads the updated form to the Forms 
directory in ShareVision.   
 
 


