New/Revised Policy Proposal Form

IMPORTANT: Before proceeding, please review the Policy Process Flow at the end of this document, to ensure you are prepared to complete this Proposal Form (Step 4).  
Originator – Complete and email this form to the Responsible Cabinet Member (to be selected below).
Responsible Cabinet Member – Review and, if acceptable, forward this form to policy@brockport.edu.


Type of Proposal:	Choose one 

INSTRUCTIONS:
For New Policy Proposals: Please complete ALL sections below (except Definitions, if there are none).
For Revised Policy Proposals: Please complete ONLY the sections below that you are proposing to change by copying/pasting text sections from the original online policy into the appropriate section(s) below, and then show new text in green and deleted text in red cross-out. If any section in the existing policy does not have content, i.e.: Policy Statement, please also fill in those sections below, as ALL sections are now required to have content (except Definitions, if there are none). 

Policy Name:	Enter name of Policy

Categories:	☐Academic (Student)		☐Academic Advisement (Student)
(select all that apply)	☐Academic Affairs (Academic Affairs & Research)		☐Affirmative Action (Human Resources)
	☐Campus Life (Student)		☐Code of Student Conduct (Student)
	☐Communications (Administration & Operations)		☐Compliance (Administration & Ops)
	☐Computing and Technology (Information Technology)		☐Employment (Human Resources)
	☐Environmental Health and Safety (Human Resources)		☐Financial (Business & Financial)
	☐Financial Aid (Student)		☐General (Other)
	☐Health (Human Resources)		☐Parking (Administration & Operations)
	☐Policy (Administration & Operations)		☐Registration and Records (Student)
	☐Research (Academic Affairs & Research)		☐Residential Life (Student)
	☐Student – Graduate (Student)		☐Student – Undergraduate (Student)
	☐Student Accounts (Student)		

Responsible Unit:	Enter name of Department or Unit

Responsible Cabinet Member:	Choose one

Policy Statement

Enter a short paragraph describing what the policy is for (why it is needed). 

Purpose/Scope

Enter a brief description of what this policy encompasses and addresses, and what drove it (i.e. SUNY requirement), if applicable.


Applicability

This policy applies to … (enter faculty, staff and students or all employees or all contractors and consultants, etc.).

Definitions

Enter defined terms that may be unfamiliar to the general audience, or clarify terms for a specific context.

Policy Procedures

Enter a working description of how this policy is adhered to, listing and linking any required forms, including explanations, etc.

Links to Related Procedures and Information

Enter all webpage names/links mentioned in the policy, plus any others that might be helpful.

Contact Information 

Enter title and email address of appropriate contact person, entity, or department best suited to field user questions regarding this policy. 

Originator of this Form

Enter name, email address, and phone number of the person completing this form, in case the Responsible Cabinet Member or Policy Coordinator have questions while processing this policy request.



Policy Process Flow: (unless a Brockport University Senate Policy Resolution – see that flow further below) 
The Policy Coordinator oversees the progress of each policy, once received from the Responsible Cabinet Member in Step 5.
1. Precipitating factor: A need arises for a new or revised policy
2. Originator (interested party) requests sponsorship from the Responsible Cabinet Member
3. Responsible Cabinet Member agrees to sponsor the policy
4. Originator drafts/revises the policy in the Policy Template, with input from stakeholders, and submits to the Responsible Cabinet Member for review
5. Responsible Cabinet Member reviews the policy and submits it to the Policy Coordinator
6. Policy Coordinator shares the policy with the Policy Management Steering Committee's Brockport University Senate Representative(s), who presents it to the Brockport University Senate’s Executive Committee in advance of the Policy Management Steering Committee Meeting, for comment
7. Policy Management Steering Committee reviews the policy
8. SUNY Legal reviews the policy (if needed)
9. President’s Cabinet reviews the policy
10. Policy Coordinator shares the policy with the Policy Management Steering Committee's Brockport University Senate Representative(s), who present(s) it as a proposal to the Brockport University Senate at the start of the 30-Day Campus Review posting, which must not be near the end of a semester or over summer
11. 30-Day Campus Review and Feedback (includes Brockport Student Government, Brockport University Senate, and the Unions) *
12. President approves the policy
13. Policy is published and implemented *
* Will be announced in the Daily Eagle

Brockport University Senate Policy Resolution Process Flow:
The Policy Coordinator oversees the finalization of each policy resolution, once received from the Brockport University Senate Representative(s) in Step 4.
1. Originator drafts/revises policy in Policy Template, with input from stakeholders, and submits to Brockport University Senate as a Policy Resolution for review and approval
1. Brockport University Senate approves the Policy Resolution
1. SUNY Brockport President approves the Policy Resolution
1. Brockport University Senate Representative(s) provides the approved Policy Resolution to the Policy Coordinator for publishing and announcing to campus
1. Policy is published and announced in the Daily Eagle by the Policy Coordinator

Form location: Policy Resources – Full link: https://www.brockport.edu/support/policies/resources.html
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