
Date effective: 12.1.19 

1 
 

  

 

 

 

 

 

POLICY NUMBER: 6102 

POLICY TYPE:  Institutional Learning & Effectiveness  

POLICY TITLE:  Formulation and Issuance of Policies   

POLICY MANAGER:  Executive VP, Institutional Learning & Effectiveness 

_____________________________________________________________________________ 

POLICY PURPOSE: 

Madison College Policy 6102, Formulation and Issuance of College Policies, also known as the 

"Policy on Policies," establishes the processes for drafting, reviewing, and approving official 

Madison College policies. It also defines the roles and responsibilities of the different 

participants in this process, the conditions governing the release of college policies, as well as 

what is required for a policy to become an official college policy. 

POLICY: 

I. The District Board creates written governing policies that address the broadest levels of 
all organizational decisions and situations.  Those include Ends/Outcome Statements, its 
own governance process and delegation of authority to the college president. 
 

II. Division of Responsibility: The governance activities of the college shall maintain a clear 

distinction between: 

A. Strategic governing policies, which are the responsibility of the District Board, 

subject to relevant local, state and federal laws, rules and regulations, to which all 

other policies and procedures must conform, 

B. Internal and external policies for employees to follow in implementing college 

governing policies, which are the responsibility of the president, subject to II.A. and 

C. Specific operating standards, procedures and guidelines adopted by the various 

college sectors, which are the responsibility of those units designated by the 

president, subject to II.A. and II.B. 

 

COLLEGE POLICY 
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II. Policies shall be subject to regular and continuous review for relevance, clarity and 

appropriateness. 

 

DEFINITIONS: 

Internal Policies are general statements designed to regulate behavior in making important 

objective decisions that affect the college. Policies provide the operational framework within 

which the college functions. These policies could affect an internal unit or audience. Internal 

policies do not require District Board approval; they generally require Cabinet-level or 

President/Vice President approval.  

• If it affects employees, Human Resources must review it.  

• If it affects finances, the Chief Financial Officer must review it.  

• It if impacts students, the Dean of Students must review it. 

Examples of internal policies include Textbook Adoption Policy, Workload Policy and Facilities 

Master Plan Policy. 

External Policies are those that the Board gives the president authority to develop and 

implement policies to govern the college. The President may delegate this responsibility based 

on accountability. The policies are public statements of core administrative and operational 

values and commitment. 

Examples of external policies include Tobacco-Free District (required by law, college value); 

Access to Public Documents (required by law); and Information Protection (required by law, 

college value, commitment, reduces legal liability). 

 
GUIDELINES/PROCEDURES 

 

I. Adopting a New Policy 

A. All policies will utilize the college’s policy format. 

· Leave the policy number blank. The policy number will be determined by the 

President’s Office. 

· Leave the effective date blank. The date will be determined by the President’s 

Office.  

· Write the policy in ADA accessible format orange 
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· Name the policy appropriately. The name should be short but express to what the 

policy applies. 

· Enter the office of the responsible administrator 

B. The policy will utilize shared governance principles in the development process, 

whether or not the policy comes through the formal Shared Governance system. 

C. All policies are recommended to the college president, who approves the policy 

subject to District Board of Trustees guidelines. 

II. Policy Review Process 

A. Amend governing policies at any regular or special meeting of the District Board of 

Trustees by an affirmative vote of a majority of the members 

B. Review policies automatically at least once every four years. 

C. The responsible administrator or designee will conduct the review, looping in 

relevant parties. 

D. The review date will be added to the document, establishing a historical reference. 

E. The responsible administrator will announce to the college community any 

subsequent significant changes to policies. 

 

III. Responsible Administrator 

A. Be accountable for the substance of policy documents, namely the provisions and 

requirements of, and compliance with, college policies under their authority. 

Accordingly: 

· Identify the need for and purpose of a policy in relation to a subject that falls 

under their area  

· May designate a responsible office to develop and administer the policy 

· Determine how stakeholder comments on drafts of the policy should be 

incorporated 

· Approve drafts of all policy documents before they are presented to the 

Cabinet and the college community for review, comment, announcement, or 

compliance. 

· Approve final drafts of all policy documents before they are presented to the 

president for approval. 

· May issue a policy on an interim basis. Interim policies are effective for six 

months, up to a maximum of 12 months. The college president will approve 

any extensions beyond this period. Extensions will be in six-month increments. 

· Conduct timely reviews of existing policies under their jurisdiction 

· Announce to the college any significant revisions to policies that fall under 

their area 

· Where appropriate, advise college president of intent to withdraw an existing 

policy or to consolidate with another policy and will inform the college of this 

intent.  
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IV. Responsible Office 

· May form an editorial committee to provide assistance when requested 

· May draft an impact statement if desired 

· Consider incorporation of stakeholders’ input 

· Establish any support systems needed to achieve compliance with new or 

substantially revised policies 

· Inform the college community on new, revised, or withdrawn policies, and 

provide training as needed. 
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