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University Policy Implementation Procedures

Issued By: Joyce Thompson-Mills, Director of Legal Compliance and Policy Coordination on behalf of the Compliance Partner Network (CPN)
Responsible Division: Inclusive Engagement 
Effective Date: May 4, 2026 
Approved by President’s Cabinet: April 7, 2026 
Next Review Date: 2029-2030 Academic Year
Review: Every 3 Years

A.  Purpose
These procedures establish a clear and standardized framework for the development, review, approval, implementation, communication, maintenance, revision, and retirement of all University policies. They are intended to ensure that every University policy is developed and administered in a manner that is transparent, consistent, legally compliant, risk-informed, and aligned with DePauw University’s mission, strategic priorities, and core values. This structured process promotes accountability, supports institutional effectiveness, and safeguards the University’s commitment to ethical governance and continuous compliance with applicable laws, regulations, and accreditation standards.
B.  Applicability
These procedures apply to all University policies, regardless of the originating division or department. All units must follow these procedures when proposing, drafting, revising, reviewing, or retiring institutional policies.
Exceptions 
· Board of Trustees. This policy does not apply to corporate governance documents within the sole purview of the Board of Trustees, including, but not limited to, articles of incorporation, bylaws, board conflict of interest policy, and other policies, procedures, resolutions and governance documents requiring Board approval.

· Faculty Governance. This policy does not apply to the policies and procedures within the sole purview of Faculty Governance, including amendments to the Faculty Handbook or any faculty bylaws that have another approval process identified.

· Divisional/Departmental Policies. This policy does not apply to procedural and operational policies adopted and documented under the authority of divisional vice presidents, if those policies do not conflict with other University policies.

C.  Key Definitions 

Compliance Partner Network (CPN): A cross-divisional committee responsible for reviewing proposed, amended, and decommissioned policies for clarity, legal sufficiency, alignment with institutional goals, and consistency with existing policies.

      Division: A broad functional or operational area of the University led by a Vice President.

Divisional/Departmental Policies: Policies that apply exclusively within a division or department; they may establish additional requirements but must not conflict with University policies.
 
Divisional Vice President: The Divisional Vice President is the senior executive leader of a division within the University and serves a critical gatekeeping role by reviewing and providing written endorsement of proposed University policies originating within their division prior to submission to the CPN. This endorsement confirms that the proposed policy aligns with divisional objectives.

Office of Legal Compliance and Policy Coordination: Office in the Inclusive Engagement Division that manages the process for development, approval, and publication of all University policies, in accordance with the standards set forth in this policy and its implementation procedures.  This office is responsible for ensuring that University policies are consistent with all applicable laws, regulations, governing policies, and other requirements, and that policy content does not create legal liability for the University. 

Policy: A formal written statement that establishes principles or rules governing institutional operations or conduct.

Policy Change/Review Form: A standardized document used by the Policy Owners to specify whether a policy is still needed, what changes are proposed, and what compliance monitoring plans are in place.

 Policy Contact: A designated subject matter expert who serves as the first point of contact    
 for policy questions and assists in the interpretation and implementation of the policy.

Policy Owner: The office or position responsible for drafting, implementing, maintaining, reviewing, and enforcing a policy. The Policy Owner is designated by the sponsoring Divisional Vice President during Step 1 of the policy development process.  

Policy Statement: A concise statement within a policy that articulates the policy’s primary goal or intent.

Policy Template: The required standard structure and format for organizing University policies.
 
President’s Cabinet: The University’s senior administrative leadership body that provides    final approval and authorizes official implementation of new or revised University policies.

Procedures (Development of a Policy): A defined, sequential set of steps that operationalize or implement a policy. Procedures are attached as appendices and may be updated without undergoing the formal policy approval process and will be linked on the Legal Compliance and Policy Coordination website. 

    Revision (Editorial): Changes that correct grammatical errors, adjust formatting, or provide minor clarifications to improve readability and understanding without altering the meaning, scope, requirements, or compliance obligations of the policy.

Revision (Non-Substantive): Non-substantive changes are revisions that improve clarity, update references, or refine language without altering the underlying requirements of the policy. These changes do not affect the scope, compliance obligations, or operational expectations established by the policy.

Revision (Substantive): Significant modifications that alter the scope, intent, requirements, or compliance obligations of a policy.

University Policy: A University policy is a formal, overarching rule or principle adopted by DePauw University to govern conduct, operations, and decision-making across the entire institution. These policies are intended to ensure consistency, legal compliance, and alignment with the university’s mission and strategic goals.
D.  Procedure Overview
Before initiating any policy development activities, the sponsoring Division must first complete the Policy Review Request Form. Once this document is completed, the Policy Owner will submit the form to the Compliance Partner Network (CPN) at cpn@depauw.edu.  This submission indicates the Division’s intent to propose a new University policy or to revise an existing policy. Upon receiving this notification, the CPN, working in consultation with Outside General Counsel (OGC) and/or the Office of Legal Compliance and Policy Coordination, conducts a preliminary assessment to determine whether the matter is already addressed in existing University policies, procedures, or guidelines, or whether the development of a new policy is warranted. This initial review ensures efficiency, avoids duplication of effort, and promotes consistency across institutional governance documents. After confirming that a new or revised policy is necessary, the CPN provides the sponsoring Policy Owner with the official policy template and procedural guidance required to begin the drafting process. The Office of Legal Compliance and Policy Coordination will oversee the review process. Policy modifications will follow the same review and approval process as for new University policies.
E. University Policy and Review Process
I. Pre-Draft Stage
Step 1: Policy Request and Justification
The Policy Owner completes the Policy Request Review Form, which includes:
· Approval from the Policy Owner’s Vice President
· Purpose, rationale, and risks of inaction
· Cost, staffing, and technology implications
· Affected divisions or units
· Preliminary resource and implementation estimates
II. Drafting Stage
Step 2: Drafting the Policy
2.1 Use of Standard Template
The Policy Owner drafts the University Policy using the official University Policy Template and completes the Policy Submission Checklist, which includes:
· Purpose, scope, definitions, and enforcement mechanisms
· Review and compliance provisions
· Stakeholder and implementation details
2.2 Supporting Materials
The Policy Owner, in coordination with the respective University Division, drafts any related materials necessary for implementation, which may include:
· Procedures
· Frequently Asked Questions (FAQs)
· Forms
· Training resources

2.3 Consultation and Stakeholder Engagement
· Engage impacted divisions (e.g., Human Resources, Finance, Information Services, Inclusive Engagement) early in the drafting process.
· Circulate a comment draft within the division, typically allowing fifteen (15) calendar days for feedback.
· Document feedback received, responses provided, and revisions incorporated into the draft.
2.4 Executive Endorsement
The Policy Owner must obtain written endorsement (via email) from the Divisional Vice President or appropriate executive confirming approval of the policy prior to submission to the CPN.
III. CPN Review Stage
Step 3: CPN Submission and Review
3.1 Submission of Draft Policy
The Policy Owner submits the draft policy and any supporting documentation to the CPN for review. The draft policy should be submitted to cpn@depauw.edu.
3.2 Initial CPN Review and Substantive Policy Review
The CPN will:
· Conduct a preliminary review to confirm that the submission is complete and within the scope of the University’s policy framework.
· Evaluate the draft policy to determine whether it is necessary and/or whether it duplicates, conflicts with, or contradicts existing University policies.
3.3 Early Termination of Review (If Applicable)
If the CPN determines that the policy is duplicative of or inconsistent with existing University policies:
· The review process will conclude.
· The draft policy, along with the CPN’s rationale, will be returned to the Policy Owner.
3.4 Substantive Policy Review
If the policy proceeds beyond the preliminary review, the CPN will conduct a substantive review to evaluate:
· Policy clarity and structure
· Consistency with institutional governance standards
· Compliance with applicable laws and regulations
· Alignment with existing University policies and procedures
3.5 Feedback and Revisions
· The CPN may provide comments or recommended revisions to the Policy Owner.
· The Policy Owner may revise the draft policy and resubmit it for further review as necessary.
· The CPN may consult with relevant administrative units, subject-matter experts, or University leadership to ensure the policy appropriately addresses operational, legal, or compliance considerations.
3.6 Final CPN Recommendation
Once the review is complete, the CPN will determine whether the policy should:
· Proceed as drafted
· Not proceed
IV. Executive Leadership Approval Stage
Step 4: Policy Approval Process
4.1 Review by the Vice President of Inclusive Engagement
Policies recommended for adoption will be forwarded to the Vice President of Inclusive Engagement, who will:
· Ensure alignment with the University’s mission, strategic priorities, and community engagement objectives.
· Assess the potential impact on students, faculty, staff, alumni, and external stakeholders.
· Identify communication considerations, reputational implications, and cross-divisional coordination needs.
4.2 Revisions Requested by the Vice President of Inclusive Engagement 
If the Vice President of Inclusive Engagement recommends revisions:
· The policy will be returned to the CPN along with the rationale for the requested revisions.
· The revised policy may be resubmitted for additional review prior to advancing in the approval process.
4.3 President’s Cabinet Review and Approval
Once the Vice President of Inclusive Engagement determines that the policy is ready to proceed, the policy will be advanced to the President’s Cabinet for final review and approval.
The President’s Cabinet will evaluate:
· The policy’s institutional significance
· Alignment with the University’s strategic priorities
· Potential operational implications across divisions
This review ensures that policies with institution-wide impact receive appropriate executive oversight and that cross-divisional considerations are addressed prior to adoption. Upon approval by the President’s Cabinet, the policy review process is considered complete.
V.   Publication and Communication
Step 5: Publication and Communication
The CPN, in collaboration with the Policy Owner and the Marketing and Communications Team, will:
· Publish the policy to the University’s Policy Repository and website
· Ensure the effective date, Policy Owner, and review cycle are clearly displayed
· Archive superseded policy versions
· Communicate the new or revised policy to the University community via email
F.    Expedited (Emergency) Policy Approval
In rare circumstances where a delay in University policy implementation would present a significant legal, safety, compliance, or operational risk to the University, an expedited approval process may be invoked. Under this process, the President or the President’s Cabinet determines that an emergency University policy action is necessary and designates an appropriate senior institutional official to draft and coordinate the development of a temporary or interim University policy. The draft University policy must undergo a legal review from Outside Counsel, as appropriate, to ensure that it meets all statutory and regulatory obligations and mitigates institutional risk. 

Once reviewed, the University policy becomes effective immediately upon Presidential or President’s Cabinet approval and remains in force on a temporary basis. Expedited University policies pare subject to the same communication and publication requirements as all other University policies. However, they must undergo a comprehensive review and full approval process within one (1) year if specifically authorized, to determine whether the University policy should be made permanent, amended, or rescinded. This expedited mechanism ensures that the University can respond promptly to urgent matters while maintaining accountability, transparency, and adherence to sound governance practices.
G.       Revising an Existing University Policy
1. Review Frequency
All University policies must be reviewed at least every three (3) years, or more frequently when changes in law, regulation, accreditation standards, or institutional operations require earlier evaluation.  A review date will be affixed to each policy.  The Policy Owner, in coordination with the Office of Legal Compliance and Policy Coordination, is responsible for monitoring and adhering to the established review schedule to ensure that policies remain accurate, effective, and compliant. During each review cycle, the Policy Owner must complete and submit a Policy Request Review Form, indicating whether the University Policy requires revisions or remains current without modification. Even when no updates are made, the completion of a formal review must be documented in the Policy History section of the University Policy. This consistent review process helps maintain institutional accountability, ensures ongoing compliance, and supports the University’s commitment to operational excellence and good governance.
    2.    Revision Categories and Approval

	Type of Revision
	  Description
	Approval Route

	Editorial
	Changes that correct grammatical errors, adjust formatting, or provide minor clarifications to improve readability and understanding without altering the meaning, scope, requirements, or compliance obligations of the policy.
	Office of Legal Compliance and Policy Coordination may update without further review.

	Non-Substantive
	Improves clarity, updates references, or refines language without altering requirements.
	CPN and Office of Legal Compliance and Policy and Coordination will review and notify Policy Owner with any revisions, or edits. 

	Substantive
	Alters scope, compliance obligations, or institutional requirements.
	Must follow the full review and approval process (Steps 3-6).



H.  Decommissioning a University Policy
      When a University Policy is obsolete or redundant:
1. The Policy Owner submits a Decommission Request to the appropriate Vice President.

2. If supported, the respective Vice President, the Policy Owner will submit the decommissioned policy to Office of Legal Compliance and Policy Coordination, so that the Vice President of Inclusive Engagement can present the policy to the President’s Cabinet for approval. 

3. Decommissioned University policies are removed from the active policy site and archived for historical record.

I.  Archiving University Policies
The University Archives Department will maintain and capture the written and digital historical record of University policies. This centralized archival process ensures that University Policies remain accessible, verifiable, and accurately reflect the institution’s governance history. All archived University policies must include a complete revision history, the effective and retirement dates, and a clearly stated reason for decommissioning or replacement. This systematic approach to recordkeeping promotes transparency, preserves institutional memory, and supports legal and compliance obligations related to audit, accreditation, and historical reference.

J.  References
· Code of Student Responsibility
· Compliance Partner Network Charter
· DePauw University Policy on Policies
· Faculty Handbook
· Policy Submission Checklist
· Policy Template
· Records Retention Policy
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