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RATIONALE 

College policies promote its mission, and enhance operational efficiency and governance, as well as 

communicate expectations across a range of areas, thereby reducing institutional risk.  This policy 

establishes a framework, common format, and roles, responsibilities and process for adoption, review, 

revision and dissemination of all College policies.  It seeks to ensure that policies are easy to find, read 

and understand, and that the policies will: 

1. Support the College’s mission.

2. Promote accountability by identifying the officers responsible for policies.

3. Provide faculty, staff and students with clear, concise procedures for complying with policies.

4. Document how the College conducts business.

DEFINITIONS 

Policy: A policy is a statement of management philosophy and direction, established to provide guidance 

and assistance to the College community in the conduct of its affairs.  A College policy: 

o Is a governing principle that mandates or constrains actions?

o Has institution-wide application,

o Changes infrequently and sets a course for the foreseeable future,
o Helps ensure compliance with applicable laws and regulations,
o Creates uniform standards and expectations,

o Reduces institutional risk, and

o Is approved by the Board of Governors.

Administration, College Relations and Development – Umbrella policies that provide the framework for 

administrators to implement and comply with the intent of the Board of Governors, govern institutional 

conduct, and promote institutional development and growth. 

Academic and Student Policies - Policies which directly affect the pedagogical mission of the College and 
student life and support systems designed to enhance the student experience at the College. 

Fiscal and Business Services – Policies related to financial planning, management and accountability. 

Human Resources/Personnel – Policies, rules and related procedures and information that impact working 

conditions, relationships and expectations. 
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Information Technology (IT) and Facilities - Policies concerning the acquisition, use and care of College 

property, including IT hardware and software, as well as access, data storage and other related issues. 

 

Procedure: A procedure identifies the steps for implementing a policy.  College procedures should: 
o Be separate and distinct from the policy; 
o Be written in a format that is easy to follow, using numbers of bullets to delineate 

steps to be followed; 
o Be reviewed and updated as necessary to ensure agreement with the most recent 

revision to the policy; and 
o Be approved at the Institutional level, not requiring Board approval. 

 
Stakeholder: Stakeholders are college community members who are affected by the policy. 

POLICY 

1. Scope.  This Policy applies to all new policies that are drafted and adopted after the effective date 

of this policy, and to existing policies as they are revised. 

 
2. Authority and Responsibility.  Responsible officials are charged with overseeing the initial 

development, regular review and proposed revisions of policies related to their area of 

responsibility.  Approval of all policies will be by the Board of Governors. 

 
3. Development.  Policies may be initiated by individual departments, or administrative or operating 

units.  New policies must be sponsored by the responsible Cabinet Officer with oversight for that 

area.  Each policy must follow the format provided, and be drafted in clear, concise language.  

Care should be taken in the development process to include the groups that will be affected by its 

implementation.  The following should also be taken into consideration: 

a. The purpose of the policy; 

b. The audience of the policy; 

c. Any legal implications of the policy; 

d. The impact of the policy/amendment on other policies; 

e. The groups, units, and systems affected by the policy; 

f. The effective date of the policy or amendment; and 

g. Any potential barriers to successful implementation. 

 
4. Format.   Policies will be written and maintained following the format described below: 

a. Header Information (mandatory): 

i. Policy name. 

ii. Number (assigned after approval) 

iii. Approval Body and Date 

iv. Implementation Date 

v. History of the Policy 

vi. Scheduled Review Date 

vii. Origin or Office Responsible for Review. 
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b. Rationale (mandatory): The purpose of the policy, and the statement of philosophy 

position, rule, regulation or direction. 

c. Definitions (optional/discretionary): meaning and interpretation of terms used in the policy. 

d. Policy (mandatory): The description of the actual policy covering topics which include 

duties/responsibilities assigned to specific parties/units as necessary; specific subject 

information relevant to the policy; a description of any review process necessary, and the 

specific authority to impose penalties or other remedies when noncompliance occurs, if 

applicable. 

e. Related Policies (optional/discretionary) – Policies that may have some connectivity to 

another policy, e.g. in implementation; 

f. Procedures: The detailing of interrelated steps needed to implement or comply with the 

policy must developed but should not be included as part of the policy.  Procedures will 

require approval by the President’s Cabinet or designated body. 

 
5. Review and Approval.  All College policies must be reviewed by the President’s Cabinet, prior to 

submission to and approval by the Board of Governors.  In matters that carry legal implications, 

feedback from the College’s legal counsel should be sought prior to review by the Board.  All new 

policies must have at least two readings before the President’s Cabinet prior to submission to the 

Board.  The responsible Cabinet officer drafts the policy and submits it for its first reading to the 

President’s Cabinet.  Input from affected stakeholders is sought prior to the second reading to 

incorporate feedback as applicable.  When the policy is satisfactory to the Cabinet, it is then 

forwarded as an item for the Board’s agenda, at times via a Board sub-committee.  Once the Board 

approves the policy, the number is assigned by the Board’s Recording Secretary. 

 
Revisions to policies also require a two-reading process.  The responsible officer will review 

policies under the purview of that office according to the scheduled review date identified on the 

policy or based on any changes to applicable law or institutional circumstances that might affect 

provisions of the policy.  Proposed revisions are subject to the provisions of this Policy for drafting, 

formatting, review and approval, as well as dissemination and training where appropriate. 

 

New Policies are to be scheduled for review after three years of implementation, while established 

policies will be scheduled for review after seven years.  Any policy can be reviewed prior to the 

scheduled timeline, with appropriate written justification.   

Review Criteria: 

The following areas should be considered when a policy is being reviewed: 

 

o Continued need for policy – Is the policy still necessary in light of its stated purpose and goals?  

Would the purpose be better served as part of another policy, or as documented procedures or 

guidelines? 

 
o Institutional values and objectives – Do the policy clearly and effectively communicate College 

values as well as the general purpose for the policy? 
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o Effectiveness – Does the policy function well as written, or should it be revised in order to improve 

its effectiveness? 

 
o Alignment with legal and compliance requirements and best practices – Is this policy current?  

Does it align with legal and compliance requirements and best practices in higher education?  

Does the policy meet institutional needs? 

 
o Implementation – Is the policy being followed in practice, or is there a need to address and 

improve policy implementation? 

 
o Drafting and formatting – Is the policy well drafted?  Is it consistent with the current requirements 

of the approved policy format? 

 
6. Training.   If training concerning a new policy or revisions to a policy is necessary or advisable, 

the responsible Cabinet officer will provide or make available appropriate training for the College 

Community or relevant sub-group within the College community. 

 

7. Communication.   Communication of new or amended policies must occur once the policy is 

approved, and prior to implementation date wherever possible.   

 
8. Location of Policies.  To ensure ready access to College policies, H. Lavity Stoutt Community 

College (HLSCC) will maintain an official approved College policy site 

(www.hlscc.edu/employeeintranet/index.php/about/policies), with the most current approved 

version of all College policies. This will be maintained by the Board’s Recording Secretary in a 

standard electronic format.  The documents on this site will constitute the official electronic 

depository for all College policies. 

 

To maintain an organised system of change control, and to ensure consistency throughout the 

College, sites that reference College policies and procedures must use hyperlinks to the 

documents on the official College Policies web page. 

 

9. Structure and Organization of College Policies.  The College Policy Manual and Website will 

list the names and categories of all policies. 

 
10. Archiving/Prior Versions.   If the responsible officer concludes that a policy has no continuing 

applicability, it may propose retirement of the policy through the same review channels set forth in 

Section 5.  Retired College policies will be archived but accessible from the College Policy site.  All 

previous versions of amended or revised policies must also be archived. 
   

http://www.hlscc.edu/employeeintranet/index.php/about/policies

