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Policy Title: Retention of External Legal Services Policy  
 
Date Established: January 9, 2026 
 
Office with Administrative Responsibility: Department of Legal Services 
 
Approver: President and Vice-Chancellor 
 
Revision Date(s): N/A 
 
 
Purpose 
1. This Policy establishes the authority for the retention of external counsel by the University of Windsor in a 

manner consistent with the University’s best interests, ensuring accountability, quality of service, and cost-
effectiveness.  

 
Application/Scope of Policy 
2. This Policy applies to all University employees. 
 
Exceptions to Policy 
3. Any exceptions to the application of this Policy shall be approved by the President 
 
Definitions 
4. The following definitions are specific to the development and maintenance of this Policy:  

a. “employees” means all persons employed by the University in any capacity.    
b. “external counsel” means external legal counsel retained and hired to provide Legal Services and includes 

lawyers hired both directly and indirectly through multidisciplinary practices or other such entities. 
c. “legal services” means the provision of any form of legal advice or legal opinion to the University with 

respect to University affairs, and the legal representation of the University in legal proceedings. 
 
Roles and Responsibilities 
 
5. The President and Vice-Chancellor: 

a. supports the application of this Policy; 
b. approves any exceptions to this Policy; and, 
c. approves any procedures under this Policy.  
 

6. The General Counsel:  
a. manages the legal affairs of the University;  
b. ensures the provision of effective legal services, advice, and representation for matters involving the 

University; 
c. acts as legal advisor to the Board; 
d. oversees internal legal service provision; 
e. retains, instructs, and monitors external counsel; 
f. establishes any procedures under this Policy; and,  
g. administers this Policy.  

  



Department of Legal Services Retention of External Legal Counsel Policy Page 2 of 2 

7. The Legal Services Department: 
a. acts as legal advisor and advocate for the University, assisting all decision-makers in understanding legal 

issues, risks, and options; and,  
b. represents the University only, and shall not provide legal service to individuals or in respect of non-

University issues. 
 

8. Employees must engage the Legal Services Department: 
a. if they receive any court- or tribunal-related document respecting the University, its Board of Governors, 

employees, students, related entities, or volunteers; 
b. if they receive any communications from a lawyer, other than from the Legal Services Department; 
c. if they are aware that legal action or other similar proceedings are threatened or anticipated against the 

University, its Board of Governors, employees, students, related entities, or volunteers that arises out of 
their actions on behalf of the University;  

d. when entering into a contract on behalf of the University of substantial value or high risk; 
e. if they become aware of a legal issue having strategic importance or University-wide implications. 
f. if they are uncertain as to whether an issue requires legal attention or assessment.  
 

Policy Statement  
 
Authority  
9. The General Counsel shall have the authority to determine the manner in which legal services are provided.  

Such services may be provided by the Legal Services Department or by external counsel, and the General 
Counsel shall consider the interests of the internal University client, the estimated cost, subject matter 
expertise, and prior experience with the subject matter in so doing. 
  

10. The President and Vice Chancellor and the General Counsel have the sole authority to retain and instruct 
external legal service on behalf of the University.  This authority may be delegated on a case-by-case basis.    

 
11. The General Counsel is responsible for a periodic review of all procedures respecting the use of external 

counsel, including monitoring the status of matters in progress, the selection and performance of external 
counsel, and budget considerations. 

 
 Procedures 

 
12. This policy may be accompanied by procedures addressing internal allocation of legal fees and selection 

processes for external counsel.  Procedures must be approved by the President and Vice-Chancellor.     
 
Review By 
13. This policy will be reviewed every five years or earlier if required. 

 
Appendices 
None 
 
Cross References (May include Procedures and Forms Related to the Policy) 
Procedures and Forms [none yet] 


