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PROCEDURE FOR REVIEW AND APPROVAL OF BOARD POLICIES AND ADMINISTRATIVE PROCEDURES 

STEP 1              STEP 2    STEP 3      STEP 4             STEP 45      STEP 56 
  
 
 
 
 
 
    
 

 
 
        Approximately   Approximately    Approximately  
          1 MONTH  1 MONTH 1 MONTH        1 MONTH            1 MONTH 
 
STEP 1 
The superintendent/president will initiate the distribution of board policies (BPs) and 
administrative procedures (APs) to the appropriate Council (or Councils) and constituent groups 
along with the tracking form (see Attachment 1) that will be used to record input and actions 
from Councils and constituent groups.  The BP/AP will be assigned to the Council most closely 
aligned with the purpose of the BP/AP.  For example, BP/AP 5410 ς Associated Students 
Elections, would be assigned to the Student Affairs Council. 
 
STEP 2 (1 MONTH) 
The assigned Council and constituent groups will review the BP/AP.  Constituent groups will be 
responsible for timely review of the BP/AP and will report input on the tracking form. The 
tracking form with input is returned to the Office of the Superintendent/President. The tracking 
form is forwarded to the identified Council(s) chair/co-chairs for review and action. and action 
to the chair/co-chair of the Council.  The chair/co-chair of the Council assigned primary 
responsibility for the BP/AP will be responsible for gathering the input from constituent groups 
and recording it on the tracking form. 
 
STEP 3 (1 MONTH) 
The identified Council(s) chair/co-chair of the Council will review input and actions from the 
Council and the constituent groups in proposing the final draft of the BP/AP.  The Council(s) will 
take action to recommend consider recommending approval of the final draft of the BP/AP.  
The Council chair/co-chairs will forward the tracking form to the Office of the 
Superintendent/President with the Council input and recommended action. When reviewing 
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