
PROCEDURE ON POLICIES 
(Corresponding Policy: #A1 - Policy on Policies) 

 

PROCEDURE:  Procedure on Policies: 

1. The formulation and review as well as changes to and retention or deletion of all policies 
originate at Level I. If Level I designation is unclear with regard to the initiation of a new policy, 
the Faculty Organization President and Dean can be consulted for direction. 

2. Level I is responsible for determining what additional input is appropriate to their work, 
including communicating with faculty at local or general faculty meetings, as appropriate. 

NOTE: The Faculty Organization Bylaws and the policy for Formal Review of faculty must be 
reviewed and approved by the entire faculty. 

3. Faculty members have two weeks to respond to a proposed new policy or any policy change. 

4. Level I is responsible for forwarding recommendations to Level II for additions, revisions, 
retentions or deletions as delineated in the Policy Manual Index located on the College web site 

5. All policies go to Level II for final sign-off. Level II is responsible for reviewing the 
recommendations and communicating back to Level I approval or suggestions for modifications. 

6. If changes are suggested, Level I reviews the suggestions, seeks additional input if deemed 
appropriate, and forwards the revised policy to Level II for re-review and approval. This 
sequencing continues until approval is received from Level II. If additional faculty input is 
appropriate, it is initiated by Level I. When approved by Level II, the policy is then distributed 
and posted as outlined in Section II below. 

II. Distribution and Posting of Policies: 

1. After receiving Level II review and approval for the formulation of a new policy or the 
revision, retention or deletion of an existing policy, the Level II designee is responsible for 
forwarding an electronic copy of the new or revised policy, or a written statement about the need 
to retain or delete an existing policy, to the College Web Coordinator. Also included in the e-mail 
message should be the dates of Level I and Level II review/approval and, for new policies, the 
policy number (assigned by Level I based on the next available number). 

2. The College Web Coordinator is responsible for ensuring each policy is formatted as outlined 
in Policy A-2 and for adding the appropriate Level I and II review/approval dates. 

3. The College Web Coordinator is responsible for sending an e-mail, with a link to the updated 
policy, to all faculty and staff alerting them to the addition, revision, retention or deletion of the 
policy. 

4. The College Web Coordinator is also responsible for making the appropriate changes to the 
Policies Manual and Policy Manual Index on the College web site.  



III. Mandatory Five Year Policy Review: 

1. All policies will be reviewed for revision, retention, or deletion every five years. 

2. Level I designees have the responsibility for insuring appropriate policy review as outlined in 
Section I. 

3. The Faculty Organization President and Dean will remind Level I designees of the review 
process in the annual charges made during a policy review year. 


