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Approval of Administrative Policies 
Document 218150 

Context and Purpose 

An administrative policy formally reflects the Institute’s standpoint on an administrative or 
similar topic that is of an internal nature. Most policies will either directly, or indirectly, 
support the CIA Bylaws, Rules of Professional Conduct, Guiding principles, etc. An 
administrative policy typically requires Board approval. In exceptional cases, an 
administrative policy would only require council or committee approval. 

 
Scope 

This policy is for use by the Board, the councils, committees, task forces, membership and 
staff (e.g., Bilingualism Policy, CIA Travel Policy for Volunteers and Staff). 

 
Policy Statements 

1. Development of an Administrative Policy 

a. The Board designates a council, committee, task force or individual(s) as a drafting 
entity to draft an administrative policy on a given topic. 

b. The drafting entity uses an appropriate policy template developed to ensure 
consistency and readability of Institute policies, which will include the identification 
of the drafting entity’s recommendation regarding: 

i. The context, purpose and scope of the policy; 

ii. All policy statements; 

iii. Any exemptions to the policy (if applicable); 

iv. Escalation procedures with regard to the management of non-compliance 
with the policy (if applicable); 

v. An approval authority (e.g., Board, council – see item 2c below); 

vi. A review owner (e.g., an appropriate council or committee familiar with the 
topic of the policy); 

vii. A review cycle (typically five years or less, as needed); and 

viii. New or existing associated documents (e.g., related procedures, other 
related policies, etc.); 

c. The draft administrative policy is submitted to the Board for approval. 
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2. Approval of an Administrative Policy 

a. The Board 
i. approves the administrative policy; 

ii. approves the administrative policy subject to certain minor changes; or 

iii. returns the administrative policy to the drafting entity for major revision. 

b. Where the administrative policy is approved by the Board, subject to minor 
changes, the Board may appoint an approvals committee consisting of three Board 
members, to ensure that the appropriate changes are made. The approvals 
committee shall have the authority to approve the final version of the 
administrative policy without further reference to the Board. 

c. If the Board determines that the approval authority of a policy should be delegated 
to a council or committee, such delegation shall expire at the next scheduled review 
cycle (typically five years), at which time the authority reverts to the Board, unless 
re-delegated. The Board may also revoke the delegation of approval authority over 
any policy, at any time, if deemed necessary. 

3. Notice to Members 

Once an administrative policy is approved, the membership will be notified through 
whatever means is deemed appropriate by the Head Office (e.g., (e)Bulletin article, 
electronic announcement), in order to keep the membership informed of the 
administrative policies established by the Institute. This will facilitate the opportunity for 
the membership to provide feedback to the Board or council on these established 
administrative policies. 

4. Publication 

All Institute policies approved pursuant to this policy shall be published on the Institute’s 
website. 

 
Exemptions 

N/A 

 
Escalation Procedures/Management of Non-compliance with this Policy 

If the policy is approved by a council or a committee, the matter could be referred to the 
Board. 

 
Definitions and Abbreviations 

N/A 
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Associated Documents 

• Policy Template 
• Policy Matrix (listing of all current CIA policies) 

 
References 

N/A 

 
Monitoring, Evaluation, and Review 

Approval date September 19, 2018 

Effective date September 19, 2018 

Approval authority Board 

Review owner Governance and Nominations Committee 
(GNC)  

Prior review and revision dates June 17, 2014 

Review cycle Every five years 

Next review date 2023 

 
 


