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TITLE OF THE POLICY
Policy Development and Approval
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PURPOSE OF THE POLICY
This policy provides a process for the development, review, revision, approval, maintenance, dissemination, and deletion of policies and procedures. 
 
APPLICABILITY
All members of the college community.

POLICY STATEMENT
Wake Technical Community College is governed by state and federal statutes, rules of the North Carolina State Board of Community Colleges, and college policies. The college must adopt policies and related procedures to regulate and guide the operations of the college when statutes, rules, and regulations do not provide specific guidance or do not offer procedures or implementation directives necessary for efficient college operations. 
DEFINITIONS
	Word/Term
	
Definition

	
Applicability

	
Those individuals or groups the policy applies to or has an impact on.

	Expedited Review
	Policies or procedures that must be changed immediately due to changes in federal, state, or local laws, regulations, or policies; or changes in State Board of Community College rules or procedures.

	General Informational Changes
	Minor changes that do not affect the interpretation of the policy or procedure, such as spelling or grammatical errors, changes in contact information, phone numbers, URLs, or addresses

	
Interim Changes
	A policy or procedural change that has been approved under the expedited review process to meet an emergent need.

	
Mandatory
	Compliance required by law or another governing authority. Compliance with Wake Tech policies and procedures is mandatory, unless otherwise indicated.

	Policy
	A rule or regulation established and approved by the Board of Trustees for the operation and governance of the college.

	Policy Statement
	A statement that sets forth a policy (see “Policy,” above) along with its rationale and underlying philosophy.  

	Policy Owner
	The administrator (vice president level or above) responsible for initiating, reviewing, and updating a particular policy; also known as the “responsible office.”

	Procedure
	Procedures describe the steps or method by which a policy is to be implemented. Following established procedures is mandatory unless otherwise indicated. 

	Responsible Office
	Office(s) responsible for developing and administering a policy, communicating and training the college community on its requirements, and executing timely updates and revisions; also known as the “policy owner.”

	Stakeholder
	A person, group, department, or division within the college community who has an interest in the policy because it directly affects their role, responsibilities, or activities.



PROCEDURES
A. Initiation of Policies
The need for a new policy or for the revision or repeal of an existing policy may be identified by any college employee; however, only the policy owner or responsible office may initiate action. 

1. For a new policy, an employee should notify his or her supervisor, who will then notify the appropriate vice president. That vice president will contact the vice president of the policy owner or responsible office; if a new policy is deemed necessary, the policy owner or responsible office will follow the steps in section B, Drafting Policies and Procedures.

2. For policy revisions or repeals, an employee should contact the policy owner or responsible office, who will initiate the process for revision or repeal if needed. 

B. Drafting Policies and Procedures
The appropriate vice president (or a designee) oversees the draft of a new policy, following the guidelines contained in this policy and using the Policy Development Template (Form 1391). The Policies and Procedures Manager is available to assist the policy owner in drafting the policy. *Note – Currently, only Employee Handbook policies and procedures are affected by this procedure. 

1. New policies and related procedures must be submitted on the approved Policy Development Template (Form 1391); listed under “Related Policies, Procedures, References, Forms, or Terms”; and include the following:

· Policy Header Information
· Policy Statement
· Purpose of the Policy
· Applicability
· Definitions
· Procedures for clarity or for implementing the policy
· Contact Information

Policies and procedures may also contain the following optional information:
· Related policies, procedures, references, forms, or terms
· Appendices

2. Previously-approved polices may retain their current format until superseded, upon major revision, or until college-wide policy format revision takes place. The Policies and Procedures Manager will reformat existing policies. 
3. When new or revised policies and procedures are considered, the policy owner (or designee) must meet with stakeholders to determine the policy’s impact and make adjustments as needed. 

4. All policies showing compliance with governing authorities will site those authorities in the “Purpose” section and in the “Related Policies, Procedures, References, Forms, or Terms” section. When referencing SACS’ Principles of Accreditation, the number of the principle will be given (e.g., “SACS Accreditation Principle 3.2.7.”)

5. Refer to the Policy Development template (Form 1391) for additional writing and formatting tips for drafting policies and procedures.

6. Once the policy owner or responsible office has a draft of the proposed policy, he or she will follow the steps in section C, Approval Process for New or Revised Policies and Procedures.  

C. Approval Process for New or Revised Policies and Procedures

Procedures are revised more frequently than policies; Policies should be written in such a way that continuous revision is not necessary. Occasionally state, federal, or local statutes may change, requiring policy revisions; when that occurs, documentation must be included with the Policy and Approval form.

Four types of revisions may be made to policies:
· Policy revisions: any change to the policy statement
· Procedural revisions: changes that affect how the policy is implemented or interpreted
· Interim policy or procedural revisions: changes that are made through the expedited review process
· General informational revisions: minor changes that do not affect the interpretation of the policy or procedure, such as spelling or grammatical errors, changes in contact information, phone numbers, URLs, or addresses

All employees involved in policy updates and approvals must follow the outlined approval and routing process:

1. The policy owner will electronically submit proposed changes to the Editorial Content Manager (ECM) for review, along with the completed copy of the Policy and Procedure Approval form (Form 1390). The ECM works in the Communications Division.

2. The ECM will review the proposed changes and either:

i. Recommend editorial changes using the “track changes” function in Microsoft Word; return the policy to the policy owner; and work with the policy owner to reach an agreement about the content in question; or

ii. If no changes are recommended, continue to step 3 (below).

3. The ECM will electronically sign and date the Policy and Procedure Approval form and forward it, along with the revised policy or procedures, to the Policies and Procedures Manager (PPM). A copy will also be sent to the policy owner.

4. The PPM will ensure the policy is in the correct format, making any necessary changes, review the policy for clarity.

5. The PPM will inform the Policies and Procedures Committee (PPC) chair of the proposed changes and make the proposed changes available to the college community for comments for a limited period of time. 

6. Once the community comment period has expired, the PPM will compile the comments and send them to the PPC Chair. The Chair will allow the policy owner to review the comments and make changes to the policy or procedure, if necessary, before the full committee reviews the changes.

7. The Policies and Procedures Committee Chair will review the proposed changes and determine whether the committee should meet to discuss them or if an approval by email will suffice. In situations where expedited review is necessary, the PPC Chair may approve changes contingent on full-committee process review and approval in accordance with section D.

8. Sixty percent of the Policies and Procedures Committee membership must approve policy or procedural changes. If the 60% requirement cannot be met, the proposed changes are denied at that time and returned to the policy owner. The policy owner may submit the proposed change at a later date. 

9. The PPM will forward the final draft of the proposed changes to the general counsel to ensure that the changes are in compliance with federal, state, and local laws, regulations, or policies; or changes in State Board of Community College rules or procedures. and not inconsistent with existing Wake Tech policies and procedures; and either:

a. For new or revised policies: If there are no legal issues, discuss the policy with the president for Board of Trustee approval; or return it to the Policies and Procedures Manager, with recommended changes.

b. For new or revised procedures: Return the policy to the Policies and Procedures Manager : 
i. If there are no legal issues, update the appropriate manuals and add the revised procedures to the college website within three business days. The Wake Tech community will be notified of the procedural change through email or other approved means after the policy has been posted online; or 

ii. If there are legal issues, return the policy to the policy owner to make the recommended changes

*This is the end of the routing process for new or revised procedures: revisions to policies will continue with the following steps:

10. The president or designee will review the new or revised policy, and at his or her discretion, present the policy statement to the Board of Trustees for approval. 

11. After the board meeting, the executive assistant to the president will inform the Policies and Procedures Manager of the status of the proposed policy.

a. If approved, the Policies and Procedures Manager will update the appropriate manuals and add the policy to the college website within three business days. The Wake Tech community will be notified of the new policy through email or other approved means after the policy has been posted online.

b. If not approved, the Policies and Procedures Manager will inform the PPC, along with the policy owner, and will file the proposed policy in a separate folder from the approved policies.

12. Policy owners are responsible for any training that may be needed to implement new or revised policies and procedures.

D. Approval Process for Interim Policies or Procedural Changes
For an interim policy or procedural change, the policy owner or responsible office will identify the need for expedited review.

1. The policy owner will draft or revise the interim policy or procedures, as necessary, and follow the procedures outlined in sections B and C of this policy, with the following exceptions:

a. The PPM will immediately forward proposed interim changes to the PPC Chair. 

b. The PPC Chair will discuss the need for an expedited review of the proposed changes with the policy owner (and other stakeholders if necessary) and determine if an interim change is required.

2. The PPC Chair will forward the approved interim change to the PPM, who will discuss it with the general counsel for legal review. 
a. Drafts or revisions of interim policies require review from the general counsel and permission from the president (or designee) before the policies can be placed online or published. 

b. Interim procedural changes require review from the general counsel before placed online or published.
3. The PPM will post the approved interim change online with a note stating the policy may change once it goes through the full approval process.

4. The PPC Chair will continue with the regular routing process while the approved interim policy or procedure is online and in effect.

E. Approval Process for General Informational Changes
Committee approval is not required for general informational changes to policies or procedures, as these changes have a relatively minor impact. However, the PPM will make every effort to inform the committee when general information changes may affect other areas of the college. 
To make general informational changes, contact the Policies and Procedures Manager, who will decide whether a copy of the policy showing “track changes” or other documentation is needed. If documentation is necessary:
	
1. The policy owner will locate the current policy online and “copy and paste” the entire policy (not just the affected changes) into a Microsoft Word document, or contact the PPM to send the current version electronically. To turn “track changes” on:

a. Click “Review” on the top menu bar in MS Word.
b. Click “Track Changes” to enable the editing feature and show changes made.
c. Make necessary changes and edits.
d. Save the policy to your computer as the name of the policy, with the date; example: E0130_Applied Benching 08.04.14

2. The policy owner will submit to the Policies and Procedures Manager:
c. A draft copy of the policy, showing “track changes” 
d. A completed and signed Policy and Procedure Approval form, if necessary 
3. The Policies and Procedures Manager will make the requested changes to the online and hardcopy versions of the policy within three business days and inform the PPC and college community, if necessary.

F. Dissemination of Information for New and Revised Policies and Procedures

1. All new and revised policies may be announced by e-mail or other ways approved by the college, after the policy or procedure has been posted online. 

2. All new and revised policies and procedures will be logged into the “Updates” Excel spreadsheet maintained by the Policies and Procedures Manager. (General informational changes do not have to be logged in). College employees and students can access the spreadsheet at http://updates.waketech.edu/. 

3. The electronic version of a policy published on the college website is the current and only official version of the policy. Printed versions must be checked for accuracy against the electronic version.

G. Maintenance Schedule of Policies and Procedures
To remain current and relevant, college policies and procedures must be reviewed at least every three (3) years, ensuring that one-third (1/3) of the policies and procedures will be reviewed each year. The review will start with those policies and procedures that have the oldest approval dates or no revision dates. The Policies and Procedures Manager will maintain a schedule of review. 

General Informational revisions may be made throughout the year as needed. The PPM will request changes from all policy owners prior to producing catalogs or manuals for a new academic year.

H. Maintenance of the Policy Manuals
The Policies and Procedures Manager will maintain and update the policy manuals and websites.

I. Policies and Procedures Committee 
The Policies and Procedures Committee (PPC) is designated and appointed by the president to act as the central body for making recommendations regarding the creation, updating, and reviewing of college policies. Membership will consist of the following individuals or their designees:

· Membership: Committee membership consists of the Executive Vice President; the Associate Vice President of Creativity, Sustainability & College Improvement; the Vice President of Continuing Education; the Senior Vice President of Curriculum Education; the Facility Engineering Officer; the Senior Vice President of Finance & Business Services; the Vice President and Chief Information Officer; the Associate Vice President of Human Resources; the Senior Vice President of Student Services; the Dean of Institutional Effectiveness, Accreditation, and Research; the Policies and Procedures Manager; the Staff Council President; and the Faculty Association President   The President of the College serves as an ex-officio member.

The committee will meet routinely to discuss and recommend new and revised policies. Committee members are expected to attend each scheduled meeting or send a designee with decision-making authority. 

RELATED POLICIES, PROCEDURES, REFERENCES, FORMS, or TERMS
	Type 
	Name
	Location

	Form
	Policy Development and Approval Template
	Wake Tech Eagles Nest, under Forms, Form 1391

	Form
	Policy and Procedure Approval Form
	Wake Tech Eagles Nest, under Forms, Form 1390

	Excel Spreadsheet
	Updates to Policies Log
	http://updates.waketech.edu/

	Search Term
	“Policy on Policies”; “Policy Development” “Policies and Procedures”
	



CONTACT INFORMATION
	Subject
	Contact
	Telephone
	E-mail / Web Address

	Policy Clarification
	Policies and Procedures Manager
	919-866-5603
	policies@waketech.edu



APPENDIX
None
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