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Title: Review and Revision Cycle for College Handbooks

Date: 08/10/2022

Memorandum:

To: Albert Garcia
ExecutiveCouncil

From: President'€abinet

Purpose: The purpose of this OM is to establish a clear policy and process for the regular ri
and revision of college handbooks.

Background: College handbooks are typically reviewed annually and revised as needed, with
revisions occurring at least once every six years. However, the college does not |
written policy documenting this. This OM formalizes that policy, and also clarifies
nrnreace far ravicinn fnllena handhnnlke

Policy: College handbooks shall be reviewed annually and revised as needed, with revisi

olcy: occurring at least once every six years.

Process: The PRIE office will maintain a list of all college handbooks and which people or

groups are responsible for their review and revision. The responsible parties will |
designated by the college President.

At the beginning of each academic year, the PRIE office will send a reminder to tl
responsible parties to conduct a review of their respective handbook, and indicate
last revision occurred six or more years earlier.

Once an annual review of a handbook is completed, the responsible parties will
document the completion of that review in their meeting minutes, include the date
review on the cover page of the handbook, and inform Executive Council that the
review has been completed.

If ravicinne ara naadad tha racennncihla nartiac wiill Adavalan a timalina far comnlat
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Point of Hannia Parker, Executive Assistant

Contacts:
Albert Garcia, Interim President

Vote: 4 Yeas
0 Nays
0 Abstentions
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At the beginning of each academic year, the PRIE office will send a reminder to the responsible parties to conduct a review of their respective handbook, and indicate if the last revision occurred six or more years earlier. 



Once an annual review of a handbook is completed, the responsible parties will document the completion of that review in their meeting minutes, include the date of the review on the cover page of the handbook, and inform Executive Council that the review has been completed. 



If revisions are needed, the responsible parties will develop a timeline for completing draft revisions, and submit the revised handbook to Executive Council no later than March of that academic year. Revisions shall be shared with each constituency group, and final approvals shall occur no later than April of that academic year. Final approval of handbooks shall be made by Executive Council, documented in meeting minutes, and the date of approval noted on the cover page of the handbook. 
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