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OLYMPIC COLLEGE

1600 Chester Ave.
Bremerton, WA 58337-166S

MEMORANDUM

TO: CABINET

FROM: BARBARA MARTIN
SUBJECT: POLICY ON POLICY
DATE: SEPTEMBER 6, 2007

After bringing this policy to the Cabinet we received some comments from the
attorney general’s office and have made a few modifications. Most notable
among these is the inclusion of a flow chart at the end of the procedure section,
and the addition of a clause in the procedure section noting that the Board may
take action on a policy at the first reading, and does not need to wait for g second
reading for adoption.



OLYMPIC COLLEGE POLICY

TITLE: Policy Standards

POLICY NUMBER: OCP 200-XX

II.

1.

Intent

The purpose of this policy is to guide the development of new Olympic College

policies and procedures, and/or the modification of existing policies and
procedures.

Definitions
A. Policy

A statement that directs present and future decisions at Olympic College,

reflecting the College’s general goals.
B.  Procedure

A series of steps following in a defined order that implements a Policy or

C. ° Guideline L
A suggested course of action that implements a policy

Authority

The Board of Trustees delegates to the Staff of Olympic College the authority to

develop Policies, Procedures and Guidelines consistent with State law and

responsive to the needs of Olympic College. A Policy must be approved by the

Board of Trustees before it is adopted.

Implementation
Policies passed by the Board of Trustees will be followed by Olympic Col

lege

faculty, staff and students as directed by procedures and guidelines. Procedures
and guidelines are developed by the College administration to reflect and support
4

Board approved policies.

Maintenance
A current policy manual will be maintained by the Rules Coordinator and

will be

made available to any student, staff, faculty, or member of the general publlic

upon request. The policy manual may contain procedures and guidelines
approved by the Board, to clarify policies, but the manual is not required t¢
contain all procedures and guidelines. The maintenance of complete procs
and guidelines will be the responsibility of the administrative units implen

D
rdures
ienting

each policy.
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Recommended :  Barbara Martin — 09/xx/2007
Submitted to President’s 09/xx/2007

Cabinet for Review

Approved by President 09/xx/2007

Approved by Board of Trustees  10//xx/2007
Published in Washington 10/xx/2207
Administrative Code
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OLYMPIC COLLEGE PROCEDURE

TITLE:

Implementing a Proposed Policy or Policy Revision

PROCEDURE NUMBER: OCPR 200-XX-01

IL.

11

Development

A proposed policy may originate from any area of the College. The propasal

should impact a broad group on campus such as all students, all faculty, all
employees, or all classified staff (not a single division or department). An

individual or group may propose a new policy through the chain of authorjty

within their area of expertise.

Formatting & Coordination
Once a proposed policy has been developed, it should be sent to the Policy

Coordinator for formatting and placement in the context of the rest of the College
policies. The Policy Coordinator may recommend revisions to assure that|the

policy integrates well with the rest of the policy manual.

Vetting
A.

After its review by the Rules Coordinator, the proposed policy will be
given to an appropriate Cabinet member for presentation and review by
the Cabinet.
The Cabinet, upon review, may take any of the following actions:
1. Refer the proposed policy back to the author(s) for revision
2. Pass the proposed policy on for review by the College Council
and/or other campus groups as needed
3. Recommend the policy to the President for adoption
For all policies forwarded to the President, the College Council, orjother
bodies, the Rules Coordinator will, as needed, send a copy of the proposed
policy to the Attorney General’s office for prior review. Proposed Policies
will only be forwarded on with the Attorney General’s approval.
Upon review by the College Council and/or other campus group(s), the
following actions may be taken:
1. Refer the proposed policy back to the author(s) for revision
2. Recommend adoption and refer the proposed policy to the
President
Upon review by the President, the following actions may be taken
1. Refer the proposed policy back to the author(s) for revision
2. Recommend the proposed policy to the Board for adoption

Recommendation to the Board of Trustees

Only the President may recommend a proposed policy to the Board for Adoption.
If, upon review of a proposed policy, the President decides to recommend |a policy
to the Board, the proposal should be returned to the Policy Coordinator fo final
formatting and then included on the agenda of a meeting of the Board of Trustees.
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Board Adoption
Adoption by the Board usually requires at least two meetings. At the first
meeting, the policy is presented by the President, the author(s), or other
appropriate party. At the second meeting, the Board may take either of the
following actions:

A.  Return the proposed policy to the President for refinement

B.  Adopt the policy

The Board may take action on a proposed policy at the first meeting that the

proposal is introduced if the action is necessary and appropriate.

Integration

Upon adoption, the new policy should be returned to the Policy Coordinator who

will note the approval date, number the policy, enter it in the manual, an

distribute it to:

A. Implementing staff

B. The web master for inclusion in the on-line policy list

C. The communications department for inclusion in any appropriate
publications such as the catalogue and/or student manual.

Revisions and Deletions
Policy revisions and deletions follow the same procedures as new policy
proposals.

WAC

The Policy Coordinator will facilitate the codification in the Washington
Administrative Code of any policies required to be so codified. The Polic
Coordinator will coordinate with the Attorney General’s office in making his

determination.
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