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Title

Florida Gulf Coast University shall formally approve, promulgate
in a consistent format and centrally maintain all official University
policies. Administrators responsible for writing and updating
University policies shall comply with the conditions and
procedures that are outlined in this document.
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Approval and Issuance of University
Policies

Responsible Executive:
General Counsel
Responsible Offices:
General Counsel; and
Planning and Institutional
Performance

To ensure compliance with policy objectives and to establish the
accountability of operating units and affected individuals, policies
must be kept current and made available to all relevant
individuals and operating units in a timely manner.

WHO SHOULD
READ THIS
POLICY

The following individuals and groups should be familiar with this
policy:
• Deans, Directors and Department Heads
• Unit Administrators
• Individuals considering issuing or revising a University
policy
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REASON FOR
POLICY
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PROCEDURES

Policy Approval

The below procedures provide a uniform process for formatting,
approving, revising and publishing University policies. Definitions
may be found below for the terms of art used in this section.
After the Responsible Office and Responsible Executive have
developed a proposed policy, the Responsible Executive shall
forward the policy and an Impact Statement to the Office of
Planning and Institutional Performance (PIP) in the standard
policy format. The PIP will review the proposal to determine the
existence of a related policy or policies; to discern whether the
proposal is for a new policy, to make a revision to an existing
policy, or to rescind an existing policy; to ensure the appropriate
format has been used; and to confirm that impact information is
included.

Policy Approval
cont.

After ascertaining that the proposal is complete, the PIP shall
forward the policy to the Executive Group for initial review.
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The Executive Group members will have thirty (30) days to
circulate the policy within their area to determine impact and
forward any comments to the PIP. The PIP will share comments
with the Executive Group.
Upon expiration of the thirty (30) day comment period, the
Responsible Officer may request that the President place the
policy on the Executive Group agenda for approval.

In situations where a policy must be established in a time period
too short to permit completion of the development and approval
process described above, the President upon consultation with
the Responsible Executive may approve an interim policy. Such
interim policy shall be effective for no longer than six (6) months.
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Interim Policy

After a policy has been approved, the General Counsel will issue
the policy with the seal of the University and include the policy in
the official and internet versions of the Florida Gulf Coast
University Policy Manual.

Correcting a Policy

Minor (technical) corrections in policies are occasionally needed.
This is the case, for example, when titles within the University or
statutory reference numbers change. The Responsible Executive
is authorized to make appropriate corrections to a policy when
the substance of the policy is not altered. The General Counsel
will review these corrections prior to placing the corrected policy
in the Policy Manual.
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Amending or
Rescinding a Policy

A policy shall be amended or rescinded using the same
procedures described above for approval of a policy.

Standard Format

A standard policy format facilitates the adoption of clear and
concise policies across all sectors of the University. The
University's policy format is included in the Appendix with
instructions on how to use the form.

Conflicts

If a policy, or a portion of a policy, is found to be in conflict with
federal or state legislation, University rules, or similar legal
requirements, such policy, or portion of the policy, shall no longer
be in force. This provision is in effect when the General Counsel
notifies the President and Responsible Executive of the conflict.
Policies approved at the local or department level shall not
conflict with University policy.
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Executive Group - Chaired by the University President, the
Executive Group consists of senior administrators who are
individually and collectively responsible to guide a shared vision
and lead institutional operations for the advancement of the
University.
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DEFINITION
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Impact Analysis - A statement of probable impact of policy
implementation in terms of the units to be affected by the policy;
necessary resource commitments needed to effect and
implement the policy on an ongoing basis; evidence of
consultation with and consideration of consequences to those
operational units that will be affected by policy implementation;
and impact on applicable laws, procedures, contracts, and
existing forms if any. The statement should weigh the benefits of
moving ahead with the proposed policy against any
consequences that might accrue as a result of implementation
and indicate why on balance the proposal should proceed.
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Policy- A statement of enduring duration that has broad
application throughout the University and that describes core
institutional values or a general principle, plan or course of action.
Policies relating to traditional academic matters falling within the
purview of the Faculty Senate are not covered by this policy.
However, policies relating to academic administration or
management are covered by this policy. Local policies that relate
solely to internal departmental matters shall be developed and
approved at the department level and not through the procedures
related above.
Procedures - The operational means or method that employees
are to follow in implementing a policy. A procedure may involve a
series of steps, require the use of certain forms or prescribe other
instructions for carrying out the policy. Occasionally, procedures
are included in a policy when the procedures help define the
nature of the principles expressed in the policy. More often,
procedures need to be developed closer to the implementation
process by the Responsible Office under the oversight of the
Responsible Executive.
Responsible Executive - The individual charged with creating
and implementing policies in his/her area of jurisdiction such as a
Vice President or other senior administrator reporting to the
President.
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Responsible Office - The office or unit directed by the
Responsible Executive to develop and administer policies and
procedures. This office is responsible for the accuracy of the
policy's subject matter and its administration. The Responsible
Office also serves as a point of contact for questions regarding
the interpretation or application of the policy.
HISTORY

This is the first policy to address the subject matter.

APPENDICES

The following document is included as an appendix to this policy:
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Standard Policy Format (with instructions)

AR

C

APPROVED:
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Florida Gulf Coast University
Policy Manual

Policy: Insert number

Responsible Executive:

Title

Insert Title

Insert Title

Responsible Office:

ED

Insert Office

Articulate an authoritative expression of philosophy and direction.

REASON FOR
POLICY

Specify the reason, purpose or rationale for creating the policy.
Common reasons for developing a policy are:
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•
•
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•
•
•
•
•

To assist the University to meet its mission and goals
To provide guidance to faculty, staff and students to carry
out their roles and responsibilities
To comply with legal or regulatory requirements
To resolve a conflict or problem
To reduce costs
To eliminate institutional risk
To increase efficiencies

Include in this list of suggested audiences all individuals or
groups to whom the policy is relevant, particularly those who:

PROCEDURES

Where appropriate, outline steps that must be followed to comply
with the policy or provide a reference to where the procedures
may be found.
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WHO SHOULD
READ THIS
POLICY

•
•

Should observe the policy and follow its procedures
Must understand the policy to carry out their
responsibilities
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DEFINITION OF
TERMS

Where appropriate, state the specific meaning of unique words or
phrases used within the policy or procedure, particularly those
terms that are used in a special or technical sense or that have
multiple meanings. The format is:

Example:
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Word - Definition

Grounds -- all of the campus and grounds of the University,
whether it be the campus proper or outlying or noncontiguous
land of the University within the county.
List references to previous versions of the policy, if any.
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HISTORY

APPENDICES
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APPROVED:

Where necessary, include in an appendices any lengthy or
complex reference information that is critical to the policy but
would disrupt the flow of the other sections.

President
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Date
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