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SECTION 1. PURPOSE & SCOPE

1.1. PURPOSE: (The policy’s intent.) This policy establishes a transparent and consistent

framework for the creation, review, adoption, publication, amendment, and repeal

of administrative policies and procedures at FairmontState University.

1.2.SCOPE: (An overview of the policy and its boundaries.) This paliey applies to all

administrative policies and procedures atFairmont State University (Fairmont

State).

SECTION 2. APPROVAL, DELEGATION & APPLICABILITY

2.1.

2.2.

2.8.

AUTHORITY: (The university officiahthat has the powenrto make decisions, enforce rules,
or delegate authority regarding ‘the policy.)The University President shall monitor and
enforce compliance with this policy.

DELEGATION: (Clarification,of whether authority may be delegated, and if so, the limits
(e.g., which authority andto whom?) The President has charged the Administrative
Policy Committee (“Committee”) with facilitating the adoption, amendment, and repeal
of administrative palicies and, accordingly, may delegate the authority to enforce this
policy to'the Committee te ensure the effective execution of the Committee’s charge.

APPLICABILITY: (Specifies whatindividuals and/or entities the policy affects.) This policy

applies to the Administrative Policy Committee and any successor body or individual(s)
responsible for drafting administrative policies and procedures.

SECTION 3. DEFINITIONS{(Clarification of key terms and concepts used in the policy.)

3.1

ADMINISTRATIVE POLICY: A University directive approved by the President pursuant to
the delegation of the Board of Governors (BOG). Administrative Policies are intended to
effectuate the implementation of BOG Policies or further any other authority that the
BOG has expressly delegated to the President. Broadly, an administrative policy

indicates what should be done.
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3.2. ADMINISTRATIVE PROCEDURE: A detailed set of instructions or guidelines approved by
the President to facilitate compliance with an Administrative Policy, a BOG Policy, or any
other authority that the BOG has expressly delegated to the President. Broadly, an
Administrative Procedure indicates how something should be done. An Administrative
Procedure may have, but does not require, a corresponding Administrative Policy.

3.3. POLICY TEMPLATE: The standard format for drafting Administrative Policies and/or
Procedures. All new or revised Administrative Policies orgProcedures must be written
using the approved template, which can be found indhe forms repository.

SECTION 4. POLICY (A statement of the core principlesgrules, and standards in the policy.)

4.1. POLICY: It is the policy of Fairmont State University that all Administrative Policies and
Procedures shall be developed and managedthrough adiniform process to, maintain
clarity, consistency, and compliance. Any new Poliey, Procedure, or substantive
amendment to an existing Policy omProcedure must be drafted, reviewed, and adopted
in accordance with the terms of'this policy.

4.2. PROCESS: All Administrative Policies and Procedures'shall be adopted, amended, or
repealed as follows:

4.2.1. IDENTIEICATION OF NEED: The Committee must identify, or the President must
inform the Committee of,'a néed to adopt, amend, or repeal an Administrative
Policy or Procedure.

4.2.2. DESIGNATION AND DUTIES OF RESPONSIBLE UNIT: The Committee, in
consultation with'the President, shall designate a responsible unit within the
University to draft a new or amended policy or procedure, or prepare a justification
for repeal ofan existing policy or procedure, as appropriate.

4.2.2.1. For new or amended policies or procedures, the responsible unit shall
prepare an initial draft or draft amendment using the Policy Template. For
repeals, the responsible unit shall prepare a draft justification.

4.2.2.2. In preparing their draft, the responsible unit shall consult with key

stakeholders and subject-matter experts within the University. For example, if
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the subject policy affects students, input from Student Affairs and Student
Government may be appropriate.

4.2.3. INITIAL COMMITTEE REVIEW: The Committee will review the draft submitted by
the responsible unit. The Committee may solicit additional feedback from campus
constituencies if deemed necessary or sufficiently beneficial. The Committee, in its
discretion, may make edits to the draft and/or request edits from the responsible
unit.

4.2.4. CABINET REVIEW: Once the Committee is satisfied with the subject draft
following the initial Committee review, it shall solicit feedbaek from Cabinet. The
Committee shall adjudicate all such feédback provided, if any.

4.2.5. CAMPUS COMMENT: Once the Committee is satisfied with the subject draft
following adjudication of Cabinet feedback, itishall publish notice to the campus
community of the proposed adoption, amendment, or repeal on the Committee
webpage, which must include:

4.2.5.1. If adoption or amendment is groposed, a,copy of the proposed policy or
procedure, or'if repeal is proposed, a copy of the existing policy or procedure
and‘a cepy of the justification fon repeal;

4.2.5.2. A brief description of'the subject matter of the relevant policy or
procedure;

4.2.5.3. Anexplanation of how comments will be received;

4:2.5.4. The deadline for receiving comments, which shall not be fewer than 14
days from the date of publication; and

4.2.5.5:. »Means for submitting comments, whether via direct form submission or
listing contact information for the designated recipient.

4.2.6. ADJUDICATION OF CAMPUS COMMMENTS: Upon receipt of any public comments
within the designated public comment period, the Committee shall adjudicate the
issues identified. It shall not be necessary for the Committee to re-initiate the
process defined in Section 4.2 following adjudication of public comments, even

where such adjudication results in additional edits to the subject draft.
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4.2.7. RECOMMENDATION TO THE PRESIDENT: Following the expiration of the public
comment period, adjudication of all public comments, and approval of the final
iteration of the draft by the Committee, the Committee Chair shall recommend to
the President that the subject draft be adopted as a new policy or procedure,
adopted as an amendment, or accepted as justification for repeal, as appropriate.

4.2.8. PUBLICATION: Upon the President’s approval of the Cammittee’s
recommendation, adopted and amended policies and procedures, as well as
accepted justifications for the repeal of existingdpolicies and procedures, shall be
published on the Committee’s webpage.

4.2.9. NOTICE TO THE BOARD OF GOVERNORS: The BOG shall be netified of all
adopted, amended, and repealed Administrative Pélicies and Procedures that affect
more than one unit, division, department,‘or school.

SECTION 5. COMPLIANCE (The policy’s relationship to laws, regulations, and/or policies.)
5.1. COMPLIANCE: BOG Policy 1.1, Section 4
5.2. NONCOMPLIANCE: If an Administrative Policy or Procedure is identified by some party
as not respecting this framework (e.g., such as an Administrative Policy which has been
arbitrarily adopted and implemented) and\this matter is communicated to the
Committee, the Committee shall subject this Administrative Policy or Procedure to the
process set outyin 4.2.
SECTION 6. REVISION HISTORY (A‘recerd of all changes made to the policy.)
6.1. FREQUENCY OF REVIEW: Click or tap here to enter text
6.2. APPROVED: Click or/tap here to enter text
6.3. REVISED: Click orftap here to enter text
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