Georgia College & State University

Policy Format 
Introduction:

The policy format was developed to guide persons who draft or revise policies at Georgia College & State University (GCSU).  The aim of the format is to encourage concise policy statements with accompanying information to facilitate discussion, revision, and approval by relevant groups.

What Is a Policy?

At GCSU, the University Senate has defined policy as a statement of record that governs the conduct of the university community and/or embodies a general principle that guides university affairs. 
Policy Statement:

A very concise statement answering questions such as:

 

1) What is addressed by the policy? 


2) What does the policy intend to do?



3) What behavior(s) does the policy require?



4) Are there guidelines the policy provides to get the intended outcome(s)?

Definitions:

A list of words within the policy that need further explanation, with their definitions.

Keywords:

A list of words that may be contained in, or that are related to, the policy as a whole and that ideally will operate as search terms in a policy database. Use these questions to help create your keywords:

1) To which departments, schools, or areas of the institution does the policy apply?



2) What issues or topics are related to the content of the policy?
Reason for the Policy:
A more detailed statement answering questions such as these:

  1) Why is the policy needed?

2) Which institutional objectives will the policy uphold?
3) Are there any internal or external requirements that mandate, inform or support the policy?
Proposed Outcome:

A list of outcomes answering questions such as these:


1) What will this policy aim to change?



2) What are the long-term goals to which this policy will aim?



3) What are the outcomes that will indicate the policy is working?
Applicability of the Policy: 
A succinct statement answering questions such as these:
1) To which departments, schools, or areas of the institution does the
      policy apply?

2) To whom does the policy apply (students, faculty, staff, 


     visitors)?

Related Policies:
A list of policies, their citation and web link that relate to the proposed policy.
Procedures:
A list of actions specific to the policy answering questions such as these:

1) How will the policy be carried out?
2) Who is responsible for carrying out the policy?

3) If the policy requires individual action: what are the steps one must take? 
4) If the policy requires an institutional response: what are the steps the institution/department will take in its response?
Forms:
Attach any suggested forms that are necessary to fill out, read, and/or sign that would be applicable to the stated policy.
Contacts:
1) Who is on the committee that created the policy or who individually created the policy? What is their contact information (position title, e-mail, phone)?
2) Who will administer the policy?  What is the contact information for each person (position title, e-mail, phone)?
Approval Date:
If approved: Date (as required)
Example:


08 Nov. 2007: Recommended by Standing Committee (Name of the Committee)

10 Nov. 2007: Recommended by University Senate


12 Nov. 2007: Approved by President


01 Dec. 2007: Approved by Board of Regents [if required]

05 Dec. 2007: Date of Implementation

     If retracted/discontinued:


08 Nov. 2008: Recommended discontinuance by Standing Committee (______)

10 Nov. 2008: Recommended discontinuance by University Senate

12 Nov. 2008: Approval by President

14 Nov. 2008: Request sent to Board of Regents [if required]


16 Nov. 2008:
Approved by Board of Regents [if required]

16 Nov. 2008: Date discontinued
Date Last Updated:
Updated: [___Date____] by ____________

Next Scheduled Update: 10 November 2010
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