
 

Initiating Unit writes draft & attaches  
Policy Identification Format Form (Attachment C) 

Appropriate section manager of Initiating Unit  
signs Policy Identification Format Form (Attachment C) 

Initiating Unit submits draft along with Policy Identification Format Form and  
Policy Issuance Form I (Attachments C & F) to Policy Issuance 

Policy Issuance reviews draft and Policy Identification Format Form and 
Policy Issuance Form I (Attachments C & F) and logs in draft 

Policy Issuance sends draft with Policy Identification Format Form and Policy Issuance Form I 
(Attachments C & F) to General Counsel, CEO, Leadership Staff, Administrators,  

Policy Coordinators, Human Resource Directors for 30-day review 

General Counsel reviews 
draft for conformity to LA law and 

completes its part of Policy 
Issuance Form I (Attachment F) 

CEO, Leadership Staff, Administrators, Policy 
Coordinators, Human Resource Directors review 
and complete their part of Policy Issuance Form I 
(Attachment F) and send comments to Initiating 

Unit 

Initiating Unit reviews comments and  
decides whether to incorporate revisions 

Initiating Unit responds 
to each comment 

Initiating Unit sends copy of responses to Policy Issuance using Policy Issuance 
Form II and Policy Issuance Form III (Attachments G & H) 

If significant changes, Policy Issuance sends out for 30-day review again. 
If no/minor changes, Policy Issuance sends draft to CEO for approval. 

Does conform:  
send comments, 

if any, to  
Initiating Unit  

Does not conform: 
return to Policy  
Issuance with  

comments 

CEO reviews policy  

CEO makes comments and returns  
to Policy Issuance for further review 

Policy Issuance distributes policy 

CEO approves policy 

ATTACHMENT A 
HCSD POLICY ISSUANCE SYSTEM FLOWCHART 


