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 Getting your policy act together:  Best 
Practices 

 Building blocks and toolkit for a sustainable 
policy process in the higher education 
setting 

 Leveraging institutional resources to 
promote continuous improvement 
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University of Minnesota 

 

 Five campuses, incl. 1 
medical center 

 16 extension offices 

 68,000 students 

 19,274 employees 

 $823 mil. in sponsored 
awards (2010) 

 

 102 governing policies 

 192 central administrative 
policies 

University of California 

 

 Ten campuses, incl. 5 
medical centers 

 >50 extension offices 

 234,000 students 

 185,000 employees 

 $5.6 billion in sponsored 
awards (2010) 

 

 120 governing policies 

 +-500 (!) central 
administrative policies 
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Responsible for: 
▶ Coordination of policy 

development 

 

▶ Review of all 
administrative policies 
prior to issuance 

 

▶ U-wide policy 
communication 

 

▶ Archive and office of 
record for 
administrative policies 
and University-wide 
forms  
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Responsible for: 
▶ Support to UC Policy 

Project Initiative 
 

▶ Review of all 
system-wide 
policies prior to 
President’s issuance 
 

▶ Management of 
Presidential policies 
 

▶ Management of 
Presidential 
delegations of 
authority 
 

▶ Archive & Office of 
Record for system-
wide policies 

 

 

  

 

 



Federal and state laws, or Board of Regents’ Rules 
and Regulations (entitles institutions of higher 
education to perform CBC on applicants for 
employment) Texas Education Code § 51.215 

Establishes requirement that CBCs must be 
performed for all employees, and provides 
high level details for conducting CBCs  – 
UTS124 
 

Level of 
Detail 

More detail 

Less detail 

The Higher Ed Hierarchy in Practice:  
Criminal Background Check (CBC) 

UT Institution 

UT System 

Laws or 
Governing 

Body  

Outlines specific requirements, 
responsibilities, and guidelines for 

conducting CBCs at institution. 
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To  create a sustainable framework that 
ensures the development of effective 
policies and procedures that: 

‣ meet legal or regulatory requirements; 

‣ support compliance through ease of use; 

‣ reduce risk; 

‣ conserve resources; and 

‣ promote consistency. 
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Association of College and University Policy 
Administrators 
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U of MN Policy Development 

Identify 

Issues 

Solicit 

Evaluate & 

Review 

Draft 

Language 
Get Approvals 

Distribute/ 

Educate 

Conduct 

Analysis 

Measurement 

& Compliance  

Policy owner creates a draft, 
with standard templates.  
Engages key users in 
drafting stage. 

Presents all policy documents to Policy 
Advisory Committee.  Captures 
comments and revises as needed. 

 
Final product to President’s Policy 

Committee for review and 
approval. 

Policy draft is 
announced 
University-wide, 
posted for open 30-
day comment 
period. 

Gathers data. Determines a 
new or revised policy is 

needed.  Prepares a policy 
plan for Policy Advisory 

Committee.  

Policy owner watches 
for changes in law, 
changes to Board 
Policies, operational 
needs, etc. 

Do we 
have a 
policy? 

Revise at needed at end of 
30-days.  Publish 
policy.  Respond to 
questions captured 
through comment box 
at end of each policy.  
Tweak as needed 
(informal) or modify 
(formal). 

Policy owners 
monitors.   
Results should 
drive any needed 
enhancements or 
training or 
communications.  
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Is policy 
approved? 

 



 Policy owners initiate new policies and 
revisions to existing policies. 

 Stakeholders are consulted as policies are 
reviewed. 

 Faculty participate in formulation of those 
policies that affect the mission of the 
University. 

 All policies that affect ―terms and conditions 
of employment‖ undergo a 30-day comment 
period.  
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 Administrative President Policy Committee (PPC) and Policy Advisory Committee (PAC) 
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 Easy to find 

 Easy to understand 

 Common ―look and feel‖ 

 Kept current 

 Speaks to the target audience 

 Incorporated into a tool/system 
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‣ Use ―plain language‖, a standard format, and 

consistent definitions throughout administrative 

policies  

‣ Distinguish between policies, guidelines, 

principles, and standards & the processes for 

each 

‣ Provide connections between and among policies 

‣ Establish mandatory review periods 

‣ Continuously improve the Universitywide Policy 

Website 
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 Enforces approval requirements 

 Captures change history 

 Holds historical versions 

 Enforces field validation/standards 

 Supports search functionality 

 Documents policy and executive owners 
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 Targeted search functionality 

 Intuitive page labels 

 Visually appealing 

 Links to key policy-related materials (e.g., 
forms, procedures, delegations of authority) 

 Organized to assist users 

 ―Push‖ to various audiences, to encourage 
frequent use 
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 Policy 
◦ Reason for the policy 

◦ Statement 

◦ Contacts 

◦ Related information 

◦ Responsibilities 

◦ Definitions 

◦ Forms 

 

 Procedure 

 Appendix 
◦ Rates 

◦ Examples 

◦ Eligibility charts 

◦ More here 

 FAQ 
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 Policy titles 

 Active vs. passive voice 

 Words that may or may not be used 

 Use of acronyms 

 Level of detail 

 When to state exclusions or special situations 

 Ensuring policy isn’t in procedure, and vice 
versa   
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 Association of College and University Policy 
Administrators 
◦ www.acupa.org  

 UM Guide to Writing Policy 
◦ http://www.policy.umn.edu/Owner/POLICYDEVELOPMENT.html 

 National Archives Plain Language Tools 
◦ http://www.archives.gov/federal-register/write/plain-language/ 

 The Purdue University Online Writing Lab 
◦ http://owl.english.purdue.edu/ 

 Center for Plain Language 
◦ http://centerforplainlanguage.org/ 
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http://www.acupa.org/


 During development 
•Policy specific 

 After implementation 
•Any policy 

•Policy library 

•Communication 

 During regular reviews 
•Ongoing comments 

•Focus groups 

•Exceptions granted 

•Monitoring findings 
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 University management  

 Policy (process) owners 

 End users 
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 Requiring rationale for a proposed change or 
new policy (policy plan) 

 Two-tier review and approval process 

 Tracking changes (revised) or identifying 
requirements (new) 

 Capturing impact feedback from majority of 
vice-presidential units 
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 Templates for policy, 
procedure, FAQ and 
Appendix 

 Guide to Writing Policy 
 Matrix of policies of 

particular interest to 
faculty 

 Maintenance site 
◦ Usage (by quarter/history) 

◦ Revisions info 

◦ Comments (30-day and ongoing 
feedback process) 
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 Key users may be involved in the 
drafting/review stage 

 Policy owners consult with faculty governance 
or other established groups as needed 

 New policies or those with major changes are 
open for 30-day comment period   

 Each policy, procedure, FAQ, and appendix has 
a policy feedback box (ongoing) 
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Board of Regents’ Rule 20201 Section 4.9 (a)  

―Input from the faculty, staff, and student 
governance bodies for the institution will be 
sought for all significant changes to an 
institution’s Handbook of Operating 
Procedures.‖ 

 

 



‣ Approval groups 

‣ System of organization 

‣ Transparency and accountability 

‣ Policy template 

‣ Stakeholder review 

‣ Strong policy website 
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 Monitor compliance, commensurate with the 
level of risk involved 

 Encourage regular input by end users 

 Annual reminders for review and update 

 Schedule policies for comprehensive review 
(e.g., every 3-5 years) 

 Review admin policies when associated 
governing policies (e.g., Board) are updated 

 Incorporate new best practices (ACUPA, etc.) 

26 



 What are some realistic goals for the first year of a 
policy office in a comparable institution? 

 Organization of the policies 

 Do you have any words of wisdom for a new policy 
office embarking on a massive policy review and 
conversion of existing HOP policies to the new 
policy format from three current formats)? 

 How to juggle setting up systems comprehensive 
enough to track and develop policies while 
communicating the mission, new process and 
services offered to various stakeholders. 
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 How are policy updates  communicated to the University?  
Who is responsible? 

 What are the advantages/disadvantages of having an 
open comment period for the university community 
during policy development phase? 

 Do you always require a policy draft before a new policy 
concept (business proposal)is vetted to executive 
leadership? 

 How do you handle quarterly reminders for policies past 
and coming due?  Our current manual process is time 
consuming and tedious.  Several layers for approval must 
be tracked to ensure stakeholder input. 
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 How to meet obligations under Regents rule for 

governance input into significant changes to HOP 

policies 

 Do ―interim policies‖ have to go through the same 

HOP process? 

 How to determine when a policy belongs in the HOP, 

vs. elsewhere—how to organize the body of policies 

when ―official‖ policies are spread throughout various 

departments? 
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Contact Information: 
U of California 

http://www.ucop.edu/ucophome/coordrev/
ucpolicies/welcome.html 

Nancy Capell 
510-987-9044 

Nancy.Capell@ucop.edu 
 
 

 

Contact Information: 

U of Minnesota 

http://policy.umn.edu/ 

Michele Gross 

612-624-8081 

M-gros@umn.edu 
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