
Policy Management Roles and Responsibilities

Role

Who

What

When

Policy Manager 
(PM)

Performance 
Management

Project management

Meet with Steering 
Committee, Writers, 

PDLs. as needed

Policy Steering 
Committee 

(PSC)

County Mgmt, Legal, 
HR, PM

Recommend/ help 
identify writers, provide 

guidance, feedback, 
prioritization

Monthly meetings with 
Policy Managers

Policy 
Writer/SME 

(PW)

HR, Finance, and 
relevant departmental 

experts

Write the policies

Weekly meetings with 
Policy Managers



Policy Workflow

Steering Comm. 
prioritizes policy list, 

identifies Policy Writers

Policy Writers research 
and write

Policy Managers manage 
timelines and 

communication between 
roles

Steering Committee 
reviews draft policy and 

provides feedback & 
direction

Policy Writers and Policy 
Managers revise policies

Final draft policy 
presented by Policy 

Writers to Policy 
Managers and 

Management Team 

Comment period open 
to Department Directors

Department expert 
approves final edits      (if 

applicable)

Final approval by County 
Manager and HR 

Director

Final policy with 
communicated via 

management team, 
county central

HR publishes policy to 
Workday and/or website


