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Consultation – the policy is considered by relevant staff/user 
group(s)/individual(s) 

Author completes part 2 of Authorisation Form.  
Any relevant changes are made to the Policy document by the Author.  

Author completes the Equality & Diversity Assessment in part 1 
and liaises with Equality & Diversity Mgr. 

Changes are made to the Policy document by the Author where 
relevant.

Author creates policy following Trust Template and 
completing part 1 of the Authorisation Form 

Policy Submitted to Board, Authorised Group or 
Director for approval 

Policy Co-ordinator places Policy onto the - Master 
Document Store on the K:\, Intranet and Website 
and emails Comms Mgr to put in next edition of 

Look West and Look West Express 

Policy Co-ordinator emails Author to inform 
them of the Policy No 

Author informs staff by email to look at new 
policy on the Intranet OR includes as an 

attachment (Policy Co-ordinator to be copied 
into email)

Authorised Groups/Individuals  
• Directors  
• PEC 
• Audit Committee 
• Integrated Governance 

Committee 

Policy Co-ordinator puts policy onto 
Spreadsheet, creates a Policy Number and 

completes part 4 of the Authorisation Form  

Once approved Author completes part 3 of 
Authorisation form and emails policy & form to 
 Policy Co-ordinator (gina.mann@glos.nhs.uk) 

POLICY PROCESS

Author defines the need for a policy and consults with necessary 
staff and user groups to agree there is ‘a need’ for a new policy  

Once approved Author 
contacts – 

HR and/or Finance 
Department if relevant 


