
 

 

 
 

How to Process Policy Manual Updates 

 Critical updates are items you should review soon because they relate to legislative changes or 
the identification of a risk that should be mitigated promptly.  

 Major updates are items you should review as soon as practicable. They address no critical risk 
but include substantive changes that improve overall integrity and accuracy of the policy.  

 Minor updates are items you may review as time allows. They are not intended to address a 
risk. They improve the grammar, organization, or readability of the policy.  

 
3. Access the Updates 
View and process your updates in KMS:  https://policy.lexipol.com. 
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Lexipol legal and public safety experts monitor changing legislation and industry trends to provide you 
with updated policy content. Having up-to-date policies and an informed staff is the best way to 
minimize risk exposure to your agency. While most changes should blend well with your manual, always 
carefully evaluate the content against your agency’s specific needs and operational practices. 
 
Following are five steps to help you process these updates efficiently.  
 
1. Review the Update Documentation 
The email you receive when Lexipol issues a policy update includes a link where you can access a list of 
updated policies and the details of the changes, called Release Notes. The Release Notes are also 
available in each changed policy in KMS for guidance while processing the updates. If your manual has 
been customized and no longer contains the policy or section being updated, you may find that some of 
the noted changes do not apply.  
 
2. Review the Update Priority Categorization 
Updates are categorized as Minor, Major, and Critical. These definitions are provided to help you 
prioritize your update processing.  



 

4. Compare the Updates to Current Content 
For each section being updated, KMS will show an update flag. Using the “Compare Content” buttons, 
you can see how the changed content compares to your current policy. You can also export a “strike 
out” version of each policy within KMS for further review. To do this, before processing each policy 
update, select PDF and export the “Compare Current to New Lexipol Update” document. Save this 
document to use as a reference for the suggested updates to your policies. 
 
There may be sections/subsections that show an update flag but are not reflected in the Release Notes 
and do not appear to be changed. This is due to internal system corrections that do not affect policy 
content. Accept these updates unless you have customized the section/subsection. If you have 
customized content, reject or edit the update to preserve your customization.  
 
5. Accept or Reject the Updates 
Once you have reviewed the updated policies, you can accept or reject the updates. Within a policy, you 
can accept each change individually or use the “Accept All Updates” button to accept the changes 
simultaneously.  
 
Important: Each time you accept an update, the new content will automatically replace your content for 
that section/subsection of your manual. If you have customized the section/subsection being updated, 
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you will lose your customizations. If you wish to preserve your custom content, select “Edit ” to 
manually merge the new content with your modified content. If you select “Reject Update,” your 
customized content will not be changed. If the update is to delete an entire section/subsection and you 
choose “Reject Delete,” the content will no longer be supported by Lexipol and the section/subsection 
will be shown as agency-authored content. 
 
New sections/subsections are always added to the end of the policy or section, respectively, to avoid 
potential interference with your customization. In these instances, we have included instructions in the 
Release Notes on how to move the content to the recommended location when applicable. 
 
Need More Assistance? 
Please contact Customer Service at 949.309.3894 or customersupport@lexipol.com for assistance with 
updating your manual. 
 
Legal Disclaimer 
Lexipol strives to provide the most current and legally sound policies possible. However, these policies 
and updates do not constitute legal advice. As always, you are urged to carefully review all content and 
updates for applicability to your agency, and check with your agency’s legal advisor for appropriate legal 
review before changing or adopting any policy. 
 


