East Stroudsburg University
POLICY DEVELOPMENT AND ADMINISTRATIVE PROCEDURES:  POLICY APPROVAL PROCESS

Specialist to input Policy into content→→
Policy is submitted to President’s Council for approval.





Point of Contact forwards revised Policy Template and Procedure Template, if applicable, to Policy Development Specialist to input into content management system (CMS).  Procedures related to Policy are entered into the CMS by the department’s Web Steward





Point of Contact forwards final revisions to Policy Template and Procedure Template, if applicable, to Policy Development Specialist to input into content management system (CMS).  Procedure(s) related to Policy are entered into the CMS by the department’s Web Steward.








Policies are submitted to PASSHE Legal for review.


If substantial changes are submitted, Policy Author is notified and revisions are established.





Current policies that do not have substantial revisions do not need to be reviewed by President’s Council at this stage.





President’s Council will review policies:


Consistency in format  → presentation → laws or other external regulations related to policy → ESU mission


Conflicts between the proposed policy and other ESU policies





Policy Administration will be responsible for posting and coordinating dissemination of policies.





Comments received will be posted on the Public Comments web page for thirty (30) days after public posting.





Policy Administration will summarize the comments and present to President’s Council for discussion and refinement of the proposed policy/modification as warranted.





Repealed policies are announced via Postmaster, on myESU PORTAL, and are posted on the University Web Page.





New, substantially revised, or converted Policies are posted on the University web page for ten (10) business days for public review via Postmaster notice and on myESU PORTAL.





Policy author completes the Approval Routing Form → prints and signs form → attaches to the Policy Template with the original Policy, and Procedure Template, if applicable, and forwards to Divisional VP for approval.





Point of Contact forwards the Approval Routing Form and original Policy, if applicable, Policy Template and Procedure Template, if applicable, to the Policy Administration Office.





Divisional VP approves policy and forwards to Point of Contact. 





The Policy Advisory Committee reviews the submission for operational efficacy.





New or substantially revised Policies are referred to governance groups and/or approving/enforcement bodies for review and recommendation.





Recommendations for new or revised policies must be submitted using the Policy Template provided on the University Policies web page.





Policy author engages with specific stakeholders of policy, if applicable.





Policy author identifies new policies, revisions to existing policies or policies that need to be converted into the content management system.





POLICY IDENTIFICATION





POLICY REVIEW





POLICY VETTING





POLICY POSTING





POLICY ADOPTION














Policy is submitted to Council of Trustees for review and adopted as “Official” Policy.





STAKEHOLDERS:  Board of Governors, PASSHE Legal, Council of Trustees, University Community, General Public








