Policy Development and Approval Procedure

Procedure Number

1.2.11P

Effective Date

September 19, 2012

1.0 PURPOSE

This procedure provides the guidelines and required steps for proposing a new policy or procedure
and/or modifications to an existing policy or procedure at Laramie County Community College. It also
explains the numbering system used in the policy and procedure manual.

2.0 REVISION HISTORY

Adopted on: 9/19/12
Revised on: 2/5/14

3.0 PERSONS AFFECTED

This procedure affects Laramie County Community College Board of Trustees, Laramie County Community
College President, and Laramie County Community College Administrators, Faculty, Staff and Students.

4.0 DEFINITIONS

A. Board Policies ¢ Statements of intent which are adopted by the Board of Trustees. They serve as
guides to the President in the development and implementation of procedures and processes for the

effective and efficient operation of the College.

B. Administrative Procedures ¢ Specify the processes and guidelines by which the College and its
employees will act to ensure alignment with the intent of Board Policies.

5.0 PROCEDURES

Board Policies and Administrative Procedures are adopted, implemented and amended through the
following sequence of steps. Additional steps may be recommended at any stage of this process.

A. Authorship of Draft Policy

The individual, department, and/or committee ultimately responsible for implementing the
procedure(s) to ensure compliance with policy will typically be the originator and author of the
proposed new or revised policy/procedure. Where appropriate, draft policies/procedures should be
021RSPSE2LISR IyR USAISHSR 68 Iy 02 Y YiiSS I613ySR #liK iKS 20i3ty1-iing individual or group (e.g.,

Academic Standards).

B. Initial Cabinet Review

Upon completion of step A, proposed new policies/procedures or amendments to existing

policies/procedures are submitted to the tiS&IRSyiild Cabinet for initial review under First Reading.
The Cabinet, or a designee thereof, will engage in the necessary consultations and research to ensure
(KS LN2L123SR L2083k NI20SRiNSMA legality; consistency with other relevant policies, both internal and
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external (e.g., Wyoming Community College Commission); feasibility and sustainability; and
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three, and sub-subsection four. Procedures accompanying any particular Board Policy will be
numbered GliK IRSyU0I£ yirY 6SIEl 6izi RSY2iSR GliK I- até i 1KS SyR 27 (KS yirY 65N (2 IRSyrre il 14 I-
procedure.

H. Temporary Executive Order

At times, the President may determine there is a need for an immediate adoption of a new, amending an
existing, revoking an existing or part of an existing Board Policy and/or Administration procedure, or the
same to an older policy and procedure yet to be updated to fit the format and structure defined in this
procedure. This need may be based on changes in state statute or rule, federal law, judicial order, College
investigation of an emerging problem, or other need in the best interest of the institution as a whole.

If the President finds such a need as identified immediately above, he/she may dispense with all or parts
of the process outlined in this procedure and adopt changes on an emergency basis. Such an adoption is
only temporary, and the President has no more than 120 days to formalize these changes through the
entire process outlined within this procedure. If formal adoption is not completed within that timeframe,
the policy or procedure defaults back to its original.
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