GOODWIN COLLEGE PROCEDURE
PROCEDURE
NUMBER:

P IE-12-001-3

TITLE:

PROCEDURE FOR POLICY MANAGEMENT

INTRODUCTION STATEMENT:
The College strives to ensure consistency in policy development, approval, communication and assessment. To that end the
following lays out the steps to implement the Policy on Development, Approval, Communication, and Assessment.

POLICY REFERENCE NUMBER:
IE 12-001-3
AREAS OF RESPONSIBILITY
Policy Development
 Any Goodwin College faculty or staff member can create a policy draft
 It is the responsibility of the originating faculty/staff person, department or committee to ensure that all impacted
offices are given voice in the drafting process.
Policy Approval
 Each layer of the governance structure has the responsibility to carefully review all drafted policies that come to the
Committee for approval to ensure that they are consistent with the College’s mission and core values. In addition, it is
the responsibility of the Chairperson of each approving committee to ensure that the Governance Transmittal Form is
properly filled out and forwarded to the next layer of approval along with the content of the policy and accompanying
procedure.
 The President of Goodwin College has final approval on all policies
 The President’s Cabinet must ensure that all policies given final approval are forwarded to the Integrity Committee.
Policy Communication
 It is within the Integrity Committee’s purview to determine whether the content of the approved policy needs to be
communicated to staff and to which department(s) this communication should be addressed.
 The Integrity Committee must ensure that all policies are stored in a central location to ensure that the most recent
information is available to faculty and staff.
 Communication Department must ensure that any policy information/updates provided by the Integrity Committee be
disseminated as quickly as possible.
 It is the responsibility of all staff at Goodwin to periodically review and stay abreast of all policies and procedures
associated with their position.
Policy Assessment
 The Responsible Office must ensure that all reviews and updates are done within the time frame established by the
policy and procedure Review Date.
 The Integrity Committee must regularly review all policies to ensure that they are being reviewed and that all updates
are passing through the appropriate channels.
PROCEDURE DETAILS:
I.
Policy Development
a. Policy development can be initiated by any Goodwin College faculty or staff member
i. Whoever is taking the lead on the policy development is responsible for ensuring that all impacted
offices are given an opportunity to weigh in on the development and/or approval of the policy

II.

III.

IV.

1. Failure to include all stakeholders may result in the policy being rejected.
b. All policies must use the approved current Goodwin College Policy Template
i. The Template must be filled out in its entirety before submission for approval
c. All procedures need to be drafted on the Goodwin College Procedure Template and attached to the policy
before submission for approval
d. The Goodwin Governance Transmittal Form must accompany all policies and procedures that are to be
approved
e. Failure to fill out the templates/forms in their entirety may result in the policy being rejected.
Policy Approval
a. Policy approval must follow the hierarchical steps laid out in the Goodwin Governance Transmittal Form
i. Drafters – includes representative(s) from impacted departments
ii. Tier II Committee review and approval
iii. Tier I Committee review and approval
iv. President’s Cabinet review and approval
Policy Communication
a. After final approval the President’s Cabinet note taker will submit the policy to the Integrity Committee
b. Integrity Committee is tasked with:
i. Assigning a policy number to all new policies.
1. Policy number is chosen using a standard numbering system, using a set of labeled
categories grouped by content area. See Appendix for Policy Number Format.
ii. Storing all policies in a central location which can be accessed by the College professional
community
1. Policies must be organized in this central location in two ways:
a. First folder - Policies must be grouped by affected department (this list should be
reflected by the Contacts section of the policy)
i. This will result in the same policy being under multiple departmental
headings; however, it will ensure that each department has immediate
access to the information that directly impacts them.
ii. See Appendix for Suggested Organization of Storage.
b. Second folder – Each Responsible Office should have a list of all the policies for
which they are responsible.
iii. Sending the pertinent policy information to the Communication Department for dispersal to the
impacted departments or entire College community, as appropriate.
c. Communication Department is responsible for ensuring that all policy information from the Integrity Committee
is disseminated to the identified parties in a timely manner through the most appropriate means (i.e. email,
website, etc.)
d. If the policy content results in a needed change to the College Catalog, then the Responsible Office indicated
in the policy will make all catalog changes before the next catalog publication.
i. Changes can be made to the smart catalog throughout the year
ii. The Responsible Office must contact the Office of Institutional Effectiveness in order to gain access
to the smart catalog to make changes.
Policy Assessment
a. All policies must have an identified Responsible Office
b. The Responsible Office is required to annually review all policies under its purview (January-March).
c. The Responsible Office must seek out the input of all of the stakeholders (identified within the Contacts
section of the policy) on whether the policy should be amended.
i. Stakeholders may initiate policy reviews through the Responsible Office if appropriate.
d. As needed, the Responsible Office will draft all changes to the policy and submit the policy through the
standard Policy Approval steps outlined above.
i. When a policy is revised it must be moved onto the new Policy Template
e. Regardless of whether changes were made to the policy, the Responsible Office must update the History
section of the policy noting the most recent review date.
f. Once approval is finalized, the Integrity Committee will follow the Policy Communication steps outlined above
in step III-b-iii.
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g. The Integrity Committee will review all policies annually to ensure that they are being reviewed by the
Responsible Office (to be completed in June).

DEFINITIONS:
NA

HISTORY:
Drafted May 2012

RESPONSIBLE OFFICE:
REVIEW DATE:

Integrity Committee
Annually (Jan-March)

APPENDICES:
Best practices for writing procedures
Policy Number Format
Suggested Organization for Storage of Policies
Governance Transmittal Form
Goodwin College Policy Template
Goodwin College Procedure Template
What are the characteristics of good procedure documents?
The overall goal for any procedure document is for the design to be simple, consistent, and easy to use.
Good procedures
 Procedures are tied to policies. Making explicit this relationship along with how the procedure helps the campus
achieve its goals or strategic plan helps ensure understanding and compliance.
 Procedures are developed with the customer/user in mind. Well developed and thought out procedures provide
benefits to the procedure user.
 There is a sense of ownership among procedure users. For this reason, it helps to involve users in the development of
campus procedures.
 The procedures are understandable. Procedures should be written so that what needs to be done can be easily
followed by all users.
 When feasible, procedures should offer the user options. Procedures which are unnecessarily restrictive may limit their
usefulness.
Writing style for Procedure Documents
 Concise, minimum of verbiage.
 Factual—double-check accuracy!
 Don’t include information that may be quickly outdated (e.g., names).
 If you use an acronym, spell it out the first time you use it.
 Include step-by-step instructions for completing (paper or electronic) forms.
 Not too technical—simple enough to be understood by a new employee.
Assigning a Policy number – standard numbering system
All policy numbers will follow this format:
Category Code – last two digits of the year policy was approved – sequential number – referenced NEASC standard
Example:
AC-12-001-5
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Category Code: AC = Academic (see Governance Transmittal Form for complete list of category codes), Year: 12 = 2012,
Number 001 = first academic policy approved, NEASC: 5 = Standard 5 (the individual standards can be found on the NEASC
website; if there is no standard that applies then enter in a ‘0’)
Procedures associated with the policy will have the same number as its policy but will be prefaced with a ‘P’:
P- Category Code – last two digits of the year policy was approved – sequential number – referenced NEASC standard
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Suggested Organization for Storage of Policies
Below is a suggested way to organize how policies are stored. Each policy should appear under Policies by Department,
Policies by NEASC Standard, and Policies by Responsible Office. Within these groups the same policy may find itself under
multiple headings. Organization by heading allows for staff to quickly reference the policies that are most applicable to their
position and job responsibilities without having to search and potentially miss important information.
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GOVERNANCE TRANSMITTAL FORM
Policy Title: ______________________________________________________________
PART 1. TIER TWO COMMITTEE
From:

Chair of _______________________________________________Committee

To:

□ Chair, Tier 1 Committee ________________________________________ ; or
□ President’s Cabinet

The following policy is being sent to you for review and approval
Date:_______________________

Signature of Committee Chair:___________________________

PART 2. TIER ONE COMMITTEE
From:

Chair of _________________________________Committee

To:

President’s Cabinet

The above mentioned policy has been discussed at our committee meeting held on ______________________ and has been
□ Recommended to Cabinet for approval
□ Returned to you for further deliberation for the following reason(s): (attach rationale)
Date:_______________________

Signature of Committee Chair:_____________________________

PART 3. PRESIDENT’S OFFICE
From:

Mark Scheinberg, President

To:

Chair of ______________________________________, Committee (Tier Two) and
Chair of ______________________________________, Committee (Tier One)

The attached policy has been reviewed by the Cabinet and has been:
□ Approved and sent on to the Committee on Integrity for communication and storage.
□ Returned to you for further deliberation for the following reason(s):
□ Referred to the Board of Trustees for approval
Should you have any questions, please contact Chair, Committee on Integrity.
Date: ___________________

President’s Signature: ______________________________________

TO BE FILLED OUT BY THE INTEGRITY COMMITTEE:
Category Code: _____________
Category
Code
AC
BF
EN
HR
IA

Description
Academics
Business Services and Financial Aid
Enrollment
Human Resources
Institutional Advancement

NEASC Standard Number: _______

Category
Code
IE
IT
LY
PS
SS
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Description
Institutional Effectiveness
Information Technology
Library
Physical Facilities/Safety
Student Services

GOODWIN COLLEGE POLICY
POLICY NUMBER:
TITLE:

Click here to enter text. This number will be assigned by the Tier I Integrity Committee
using a standard numbering system. The Policy Reference Number shall be a
sequence comprising of: Category Code – Approval Year (yy) – Category Sequence
Number (xxx) – NEASC Standard Number (xx) – Revision Year (if applicable).
Click here to enter text. The title should be short and reflective of the content covered in
the Policy Statement.

INTRODUCTION STATEMENT:
Click here to enter text. Each policy should have an introductory statement that summarizes the overall goal of the policy and/or
establishes the background or reason for why the policy is needed. If this policy supersedes a separate, existing policy then the
original policy title and number should be included here along with a short statement explaining why this policy supersedes the
old one.

POLICY STATEMENT:
Click here to enter text. This should be a short, one to two paragraphs, section that outlines the content of the policy addressing
only the most pertinent elements (this is not about implementation this is the rule that governs implementation). It is this section
that will be reproduced in the College Catalog, Faculty Handbook, and/or Student Handbook where/if appropriate.

INCLUDE POLICY STATEMENT (CLICK ON BOX NEXT TO OPTION-SELECT ALL THAT APPLY):
☐ COLLEGE CATALOG
☐ FACULTY HANDBOOK
☐ STUDENT HANDBOOK
EXCLUSIONS:
Click here to enter text. List all exclusions (groups, position titles, funding, etc.) to the policy. Do not leave this field blank. If
there are no exclusions then enter in ‘NA’ and it will be assumed that the policy applies across the College.

DEFINITIONS:
Click here to enter text. Unique terms that by being defined, add to the reader’s understand of the policy. Do not leave this field
blank. If there are no definitions then enter in ‘NA’.

PROCEDURE REFERENCE NUMBER:
Click here to enter text. Indicate here the procedure number(s) that represent the implementation of this policy. There may be
more than one procedure number.

CONTACTS:
Click here to enter text. All impacted offices should be present at some point in the drafting or initial approval process (before
final approval by the Cabinet) for each Goodwin College policy. In this section list the offices or position titles (do not include a
person’s name) that have a direct stake in the policy. This list will be used by the Responsible Office to ensure that the
feedback of all stakeholders is included during the annual review. This list will also be used by the Integrity Committee to
ensure proper communication of policy contents.
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HISTORY:
Click here to enter text. Audit trail for the policy which includes: (1.) The date of policy creation, (2.) date of final policy approval,
and (3.) the date for each policy review – even if there is no revision undertaken it should be noted that a review has taken
place. If a revision was required then include with the date a brief note indicating the area where the revision took place/nature
of the revision.

EFFECTIVE
DATE:

Click here to enter text. This is not the policy creation or approval date. This reflects the date in which the
policy becomes effective for the college. For example, some policies may not go into effect until the
semester start date following policy approval. In those instances this date will reflect the date of the next
semester start.
RESPONSIBLE Click here to enter text. Identify the office/position (do not use a person’s name) that will serve as the
executor of the policy, will be the point person to handle questions regarding this policy, and will be
OFFICE:
responsible for updates to the attached referenced procedures to ensure that the content reflects any
changes to the policy.
Annually (Jan-March).
REVIEW
DATE:

APPENDIX:
Include any supporting documentation that would be of use for the interpretation and future evaluation and revision of the policy.
Examples include: meeting minutes documenting open forum discussion (arguments for and against, resulting vote), timetables,
text of applicable external regulation, etc.
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GOODWIN COLLEGE PROCEDURE
PROCEDURE
NUMBER:
TITLE:

Click here to enter text. This number will be assigned by the Tier I Integrity Committee. The
Procedure number will be the related Policy Reference Number preceded by (P).
Click here to enter text. The title should be short and reflective of the content covered in the Policy
Statement.

INTRODUCTION STATEMENT:
Click here to enter text. This section describes the overall objectives, functions, or tasks that the procedure is designed to
accomplish and the circumstances under which the procedures should be used.

POLICY REFERENCE NUMBER:
Click here to enter text. Enter in the policy number associated with this procedure. Do not leave blank. If this procedure does
not have an associated policy enter ‘NA’.

AREAS OF RESPONSIBILITY:
Click here to enter text. List departments, units, offices, and individual job titles for those who have responsibility for aspects of
daily control and coordination of the procedures, authority to approve exceptions to the procedure (if applicable), and procedural
implementation (including responsibility for any required electronic or written forms). Sets forth the scope of such department’s,
unit’s, office’s, or position’s responsibilities under the procedure, the procedural areas subject to discretionary modification (if
any), and the responsibility for implementation.

PROCEDURE DETAILS:
Click here to enter text. Using an approach which is customized to the subject (i.e. can be a statement in outline format of each
step required, a checklist of what needs to be done, an explanation of how to complete the necessary forms or screens –
including copies of the forms or screens, or an appropriate combination of techniques), provide the reader with the necessary
procedural and “how to” information.

DEFINITIONS:
Click here to enter text. Unique terms that by being defined, add to the reader’s understanding of the procedure. Do not leave
blank. Enter ‘NA’ if there are no necessary definitions.

HISTORY:
Click here to enter text. Audit trail for the procedure. Procedures may change frequently due to reorganization of offices,
addition/elimination of positions, changes in technology, etc. Include both (1.) each review date even if no revision took place
and (2.) the date of each revision.

RESPONSIBLE
OFFICE:
REVIEW DATE:

Click here to enter text. Identify the office/position (do not use a person’s name) that will serve as the
point person for the procedure. This person would be expected to handle questions regarding this
procedure and would be responsible for approval of changes to the procedure.
Click here to enter text. Identify a review schedule. At minimum all procedures must be reviewed
annually (at the time of yearly policy review). It is the RESPONSIBLE OFFICE’s responsibility to
adhere to the review date schedule.

APPENDIX:
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Include any supporting documentation that would be useful for the implementation and future evaluation and revision of the
procedure. Examples include, sample forms, timetables, examples, transaction flow chart, etc.
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