UCCS University of Colorado New Policy Development Process

Colorado Sprl ngs Aligned with UCCS Policy 100-001 and the New Policy Development Guidelines
Phase 1 |nitiati0n and Planning Identify the need, establish the development team, and submit the New Policy Proposal.

Identify Need Select Policy Lead Convene Policy Complete New Submit to Policy Office
Development Team Policy Proposal Form
Issue identified and Responsible VC approves Policy Lead identifies appropriate ez sese iy e T

presented to the —  developmentand appoints —> subject matter experts (SMES) —»  Development Team completes  —p New Policy Proposal Form is

Responsible a Policy Lead and convenes the Policy Development the New Policy Proposal Form submitted to the Policy Office
Vice Chancellor (VC). (Office of Primary Team. For 200-series policies, (identifies purpose, scope, prior to beginning the policy work.
Responsibility) include appropriate faculty stakeholders, and timeline). Development wonjk may begin
P . governance representation. once received.

w Policy Development and Legal Review Develop the draft policy and obtain legal review for legal sufficiency.

Develop Draft Policy 0 Prepare for Legal Review Submit for o 7 A Address Legal Comments
e B ' e University Counsel Review University Counsel Review (as needed)
develops, writes, reviews, =~ —#  Policy Lead ensuresthe draft ~ —p The completed policy draftis ~ — University Counsel reviews —> Development Te?m reviews
and formats the draft policy is complete and properly submitted to University Counsel the policy for legal sufficiency. University Q?Unsels comments,
using the UCCS Policy formatted using the for legal review. Z‘akest:ev_'SlonSU as appro%nate, :
Template and applicable UCCS Policy Template. a”asrﬁsegd?ﬁ,fﬁl lgg';f;ﬂ%dgﬁ?;e
L is confirmed.

m LeaderShip Team REView and Campus ReVIEW/ Comment Obtain internal approvals and conduct the required campus review period.

. . Leadership Team Slabo Policy Office Return to University
Responsible VC Review A Review/Comment Period Address Campus Comments
R and Apy 3 Policy Office coordinates and R Counsel (if needed)
Po!lcy (legglly sufficient) —  Policyissubmittedtothe —p 4 gzglbg;re;‘s tll:serzeilgz/g n:l;?er:fu;rreigd —» Policy Office receives and — Development Tgam reviews If revisions affect l'ega_ll
is submitted to the ; ; Y CampLrs menap comments and revises the policy sufficiency, the policy is
- f ; Leadership Team for in accordance with UCCS Policy 100-001. routes all comments . o — 1
T VD e LT review and approval. Reviewing units: Chancellor's Administrative Council, to the Policy Lead/OPR. as appropriate. e T ghse 0o G g SR
and acceptance. Deans Council, Faculty Assembly, Staff Association, for additional review
Studpus Governinent Asoozais. ancil. before final approval.
Phase 4 Final Approval and Posting Complete the final package, obtain Chancellor approval, and post the approved policy.
Prepare Final Package Policy Office Reviews @ Chancellor Approval @ Post and Distribute
Policy Lead provides the following to the Policy Office: and S to E Chancerl‘lorﬁrevllew? and Policy Office posts the approved policy

o Final clean policy document L) Policy Office verifies package — sngnse:j eh 2! '?0 ot oq —» totheUCCSwebsite, distributes as appropriate,

¢ Redline/tracked-changes version completeness and submits the final o r':z;algﬁiz;)Vthtceefg?rlggsrrﬁg:\z = and archives final documents.

e Completed Policy Memo policy package to the Chancellor ahansessin ():(oordination with the OPR The original signed policy is retained

Completed Policy Routing Form for approval. 8es, . . by the Policy Office
% and resubmitted for approval. Yy Yy >
Color Key (Primary Responsibility) Approval / Decision Point Key Forms and Resources Notes
Policy Lead / Development Team (VC, Leadership Team, Chancellor) ¢ New Policy Proposal Form * Process follows UCCS Policy 100-001 and the New Policy Development Guidelines.
(develops, drafts, revises) University Counsel | * UCCS Policy Template ' | e The Policy Office is responsible for reviewing policies for alignment with applicable
: : (legal review) ¢ Policy Memo Administrative Policy Statements and Regent Law and Policy (per Policy 100-001).
Policy Office . ¢ Policy Routing Form (process tracking) ‘ | & The campus review/comment period provides an opportunity for feedback and advice,
(process coordiination, routing, communication) Process / Routing St?P ¢ UCCS Policy 100-001 not an approval process.
(no specific office assigned) ¢ New Policy Development Guidelines ‘ * Only approved policies are posted to the UCCS website. Updated 2026




