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2. Purpose 

2.1 The purpose of the Policy Development & Review Policy is to establish a 

consistent, efficient and transparent approach to KIC policies and procedures, 

through which they can be effectively developed, reviewed, authorized, 

implemented, maintained and made available to the College community.  

3. Scope 

3.1 This Policy applies to all KIC employees, students and stakeholders engaged 

in the process of developing, reviewing, revising, maintaining, implementing, 

distributing, retiring and archiving policies. All KIC employees, students and 

stakeholders are required to comply with College policies. 

4. Policy Statement 

4.1 College policies assist in promoting the integrity of the mission, vision and 

strategic goals of Khawarizmi International College, by communicating 

expectations, documenting procedural requirements and providing transparent 

guidance to increase understanding of best practice, commitment to excellence 

and accountability. Clear policies also serve to mitigate risks, raise awareness, 

ensure accountability and support risk-aware decision making and, where 

appropriate, promote compliance with federal government laws & regulations. 

4.2 This Policy sets out how KIC policies are to be developed, approved and 

published and subsequently reviewed and revised. It also provides, in the 

approved KIC Policy Template at Appendix 1, clear and concise guidance on 

the format and content that is required for all policies. All KIC policies must 

adhere to standards outlined in this Policy, to ensure consistency. 

4.3 In line with the role of the KIC Board of Trustees (BOT) as defined in the 

Bylaws, with regard to KIC policies 

4.3.1 New or revised policies relating to governance & management (CAA 

Standard 1) and fiscal resources, financial management & budgeting 

(CAA Standard 9) are reserved for approval by the BOT  

4.3.2 The BOT delegates to College Council authority to approve new or 

revised operational policies and to make proposals to the BOT regarding 

reserved policies 

4.3.3 On an annual basis, the schedule of KIC policies must be presented to 

the BOT to 

 enable the BOT confirm the category of each policy (ie reserved or 

delegated authority – see 7.) 

 provide the BOT with report on any new or revised delegate 

operational policies approved by College Council during the year 

 enable the BOT to consider revisions to any reserved policies 
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5. Procedure 

5.1 New Policy Development 

5.1.1 The requirement for a new policy will usually (but not always) be 

identified by a standing committee or by a KIC department/unit. In 

every case, the identified requirement must be discussed with the 

Institutional Quality, Effectiveness & Accreditation (IQEA) 

Department. IQEA will consult with the President and, if the 

requirement for a new policy is confirmed, the following 

responsibilities (see 7.) will be assigned: 

 Policy owner 

 Oversight committee 

5.1.2 Following confirmation of requirement and assignment of roles as 

described in 5.1.1, the policy owner must by the date specified 

 Develop a draft policy based on the identified requirement and on 

input from appropriate departments/individuals across KIC with 

knowledge of or a substantive interest in the subject 

 Ensure that the new policy is written in a clear, concise and logical 

manner, utilizing the approved Policy Template (see Appendix 1) 

 Develop an implementation plan aimed at ensuring that the policy 

becomes fully embedded in KIC activities (including training 

requirements if relevant) 

 Liaise with IQEA during the drafting process to ensure that the 

draft policy is compliant with KIC regulations and other policies 

5.1.3 Following the activities described in 5.1.2 above, the policy owner 

must submit the draft policy and implementation plan to the relevant 

oversight committee1 for review and endorsement and make any 

necessary revision(s). 

5.1.4 After the steps set out above are completed, the policy owner must 

submit the draft policy and implementation plan to IQEA (see 5.3). 

5.2 Policy Review and Revision 

5.2.1 KIC polices must be reviewed every two years or sooner if a 

requirement is identified. 

5.2.2 The policy owner and the oversight committee (see 7.) are jointly 

responsible for reviewing the policy/policies for which they are 

responsible at the appropriate time and for  

 either confirming to IQEA that no revision is necessary 

 or developing a draft version of the revised policy 

                                                 
1 In line with the Standing Orders for KIC Committees (set out in KIC Committees: Structure & Terms of 
Reference) where necessary due to urgency, the Chair of the oversight committee may undertake this 
review and report it as Chair’s Action to the next meeting 
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5.2.3 Where a revised version of the policy is required, the policy owner 

must follow the steps required for development of a new policy 

(5.1.2/5.1.3) and when these are completed, the policy owner must 

submit the draft policy (and implementation plan if required) to IQEA 

(see 5.3). 

5.3 Policy Approval and Publishing 

5.3.1 When a draft new or revised policy is received, it must be sent to 

IQEA for final review. 

5.3.2 Where necessary, such as if the draft policy involves compliance with 

statutory or regulatory issues, IQEA will send the draft to the College 

legal office for review. 

5.3.3 Once the final review is complete, IQEA will submit the draft 

(revised) policy to the College Council for approval. 

5.3.4 Where a new or revised policy is designated as reserved for approval 

by the BOT, following approval by College Council must be submitted 

by the President to the BOT (or its Executive Committee) for final 

approval. 

5.3.5 Following College Council approval (and BOT approval where 

necessary), and after any required amendments have been made, 

all new or revised policies will be disseminated to the KIC community 

by IQEA through 

 President Executive Order circulation 

 posting to the KIC online policies repository 

6. Responsibilities 

6.1 Compliance, monitoring and review 

6.1.1 College Council, as the designated oversight committee for this 

Policy, is responsible for  

 reviewing the IQEA report on implementation of this Policy at the 

end of each academic year and determining where policy revisions 

are required for the new academic year  

 ensuring that this Policy aligns with relevant legislation, 

government policy and/or KIC requirements/strategies/values 

 reviewing this Policy every two years (or sooner where necessary) 

to evaluate its continuing effectiveness, including fitness for 

purpose, continued relevance/currency and any emerging issues 

6.1.2 The designated policy owner for each KIC policy is responsible (in 

conjunction with the designated oversight committee) for 

 overseeing the policy’s implementation 

 monitoring its effectiveness 

 reviewing the policy every two years or sooner where necessary 
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6.1.3 The Institutional Quality, Effectiveness & Accreditation Department 

is responsible for 

 implementing this Policy and its procedures

 providing guidance to KIC departments, individuals and

committees on development and review/revision of policies

 making a report on its implementation at the end of each semester

to College Council

6.2 Reporting 

6.2.1 No reporting in addition to that described in 6.1 above is required. 

6.3 Records management 

6.3.1 The Institutional Quality, Effectiveness & Accreditation department 

must  maintain the College definitive approved versions of all policies 

in the KIC shared policy repository.   

6.3.2 Policy owners must maintain records of approval and review of 

relevant policies, including next review dates. 

6.3.3 Committee chairs must maintain records of minutes approving 

relevant policies. 

6.3.4 All staff are responsible for consulting the Policy folder for the 

approved Policy version. 

6.3.5 Records relevant to administering this policy and procedure must be 

maintained in a recognized KIC recordkeeping system. 

7. Definitions

7.1 Policy Owner: the department or individual responsible for developing,

implementing, revising, maintaining or retiring a policy. 

7.2 Oversight Committee: the KIC standing committee responsible for overseeing 

implementation, revision and maintenance of a policy in collaboration with the 

policy owner. 

7.3 Institutional Quality, Effectiveness & Accreditation (IQEA) department: the KIC 

department which is the designated custodian of KIC policies and procedures 

and which maintains approved policies in the shared repository. 

7.4 President Executive Order: the means by which a policy (or other mandated 

item) is issued to all KIC staff. 

7.5 Reserved policy (area): a policy or policy area which requires BOT approval. 

7.6 Delegated policy (area): an operational policy or policy area which requires 

College Council approval, under delegated from the BOT. 

7.7 Policies schedule: a list of policies to be presented annually to the BOT, 

indicating policy categories (ie reserved or delegated authority). 
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8. Related Documents

8.1 N/A

9. Feedback

9.1 Queries or feedback on this Policy may be sent to iqea@khawarizmi.com
10. Appendices

10.1 Appendix 1: KIC Policy Template 
          (Word copy available on request to IQEA Dept via iqea@khawarizmi.com)
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<Notes:  
<sample / guidance text is included in this template: delete it before finalizing policy> 
<policy text must always start on p3, so keep the page break after section 1 below> 
<policy title is to be included in heading as shown in template> 
<keep font sizes as per this template> 
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2. Purpose 

2.1 <Include brief statement/s about the overall purpose of the policy, ie what 
outcome/s is the policy intended to achieve? Eg This policy establishes an 
effective, accountable and transparent framework for managing KIC’s 
investments.> 

3. Scope 

3.1 <Include brief statement/s that identify who is covered by the policy (whether 
specific groups of people or specific parts of the College). State any exclusions 
to scope if needed. Usually the scope statement will be all of the College.> 

3.2 <Sample wording #1: This Policy applies to all KIC staff and students.> 

3.3 <Sample wording #2: This Policy applies to  

3.3.1 All full-time and part-time academic staff and laboratory assistants 

3.3.2 All registered students, whether enrolled as full-time, part-time, 
visiting or other mode 

3.3.3 All programs delivered at KIC’s Abu Dhabi and Al Ain campuses.> 

4 Policy Statement 

4.1 <State the broad principles/standards of expected action/behaviour and/or 
compliance, ie set the ‘rules’ or ‘framework’ within which decisions are made 
on a particular matter. The policy statement is to address what is the standard; 
the procedures section below is to address how the standard is implemented.> 

4.2 <Identify key topics to be covered in the policy. Group common/related topics 
together under relevant headings, ordered into a clear, logical structure of 
headings and numbered paragraphs/statements, to assist readers to read, 
understand and find relevant sections in the document.> 

4.3 <This is paragraph level 1, the main paragraph style for policy text.> 

4.3.1 <This is paragraph level 2, for use where needed.> 

4.3.2 <If visual representation is essential to enable readers to understand 
this document, simple diagrams/tables may be included in the policy 
statement; otherwise include them in an appendix. Format for tables 
is shown below (font size may be reduced to 11pt):> 

Heading Heading Heading 

Info XX XX 

Info XX XX 

 

5 Procedure 

5.1 <Include brief statements about the process or steps to be followed to 
implement the policy and identify the positions and their specific responsibilities 
for these processes or steps. Group related procedures under clearly named 
sub-headings to aid readability and referencing.> 
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5.2 The procedure may refer to related instructions, such as templates and forms 
(which should be included in appendices), and it may include diagrams or 
flowcharts, either in the text (if simple) or as appendices. The procedure may 
also refer to other documents such as discretionary best practice advice (ie 
guidelines). Where related documents exist, include links to these documents 
and list them in the Related Documents section.> 

6 Responsibilities 

6.1 Compliance, monitoring and review 

6.1.1 <Include at this level the department, body or individual responsible 
for specific activities. Follow this in the bullet points by brief 
statement/s identifying actions/responsibilities. See examples 
below.> 

6.1.2 <XXX is responsible for  

 reviewing implementation of this Policy at the end of each 
academic year and providing a report to Academic Council 

 providing advice to XXX Department on implementation of this 
Policy and making a decision on any exceptional cases 

 ensuring that this Policy aligns with relevant legislation, 
government policy and/or KIC requirements/strategies/values 

 reviewing this Policy to evaluate its continuing effectiveness, 
including whether its fitness for purpose, continued relevance 
and currency, and any emerging issues.> 

6.1.3 <The XXX Department is responsible for  

 implementing this Policy and its procedures 

 referring any exceptional cases to XXX for decision 

 making a report on its implementation at the end of each 
semester to the XXX 

6.2 Reporting 

6.2.1 <Include brief, numbered statement/s identifying reporting 
requirements and the position/s responsible for reporting, if any. 
Policies and procedures involving high-risk operations may require 
specific and/or regular reporting to specific individuals or committees 
or to external regulatory organizations. Otherwise, use the statement 
below.> 

6.2.2 No additional reporting is required. 

6.3 Records management 

6.3.1 <If there are specific records management requirements, add 
numbered brief statement/s identifying them and the position/s 
responsible for records management. If not, use the statement 
below.> 
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6.3.2 Staff must maintain all records relevant to administering this policy 
and procedure in a recognized KIC recordkeeping system. 

7 Definitions 

7.1 Policy Owner: The office or department responsible for developing, 
implementing, revising, maintaining or retiring this Policy. 

7.2 Oversight Committee: The KIC standing committee responsible for overseeing 
implementation, revision and maintenance of this Policy in collaboration with 
the Policy Owner. 

7.3 <Note: The above two items are standard for all policies. Additionally, in this 
section include any key terms and definitions which are used in this Policy.> 

8 Related Documents 

8.1 <List related documents that form the framework for this specific Policy, to 
help readers to understand the policy, procedure and its context. These include 
statutory acts, regulations, standards, government policies and related KIC 
policies, procedures, forms, templates, guidelines or committee terms of 
reference. Group the list as below and list the documents alphabetically.> 

8.2 <KIC documents: 

 XXX 

 YYY 

8.3 <Other documents:> 

 AAA 

 BBB 

8.4 <For government or ministry legislation, regulations and/or policy the authority 
must be included as it may not be clear from the title.> 

8.5 <If there are no related documents, delete the examples/guidance and replace 
with a single row stating N/A> 

9 Feedback 

9.1 Queries or feedback on this Policy may be sent to xxx@khawarizmi.com 

10 Appendices 

10.1 <Appendix 1: Procedural flowchart> 

10.2 <Appendix 2: Diagram/Table Name> 

<Note: appendices may not be required and if not, delete the rows for 10.1 
and 10.2 and replace with N/A> 

<If diagram/s, table/s and/or flowchart/s will help readers to understand the 
policy and procedure, include them in the appendices, remembering that simple 
versions are most helpful.> 

 




