
College Policy/Procedure Development 

Policies/procedures reviewed minimum of every four years unless otherwise deemed appropriate. 
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Revised 2/21/2024 

Complete official Policy/Procedure Request for 
Approval Form and attach a draft of the 

proposed policy or policy revision 

Submit proposal to Cabinet Member responsible 
for the Division to be reviewed by Cabinet 

Final draft shared with Faculty Shared 
Governance and Meet & Confer for review and 
additional comment periods. Final draft shared 

with Student Senate, if applicable 

Comments reviewed by responsible officer. 

Proposal draft is developed with stakeholder 
review (faculty, staff, students) 

Policy presented to Cabinet for second reading 
and approval 

Policy/Procedure Approved by President’s Cabinet 
• Policy/procedure documents maintained by President’s Office
• Policy/procedure posted on MSCS website & H drive
• Policy/procedure emailed to SYSUSERS as final
• Policy/procedure emailed to all students, if applicable

Identify College Policy or 
Procedure Issue  

Cabinet determines need and reviews draft 
policy/procedure 

Proposal shared via email for college-wide 
feedback for 5 business days 

Comments reviewed by responsible officer 




