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PREFACE 

 

The Policy Development and Management Guide applies to all employees at Alabama State 

University (ASU). This manual is designed to provide individuals with a reference for 

*development and the management of policies at ASU.  The policies and procedures outlined in 

this document are consistent with the vision, mission, values, and strategic priorities of ASU. It 

includes guidelines on writing policies, forms, and resources.   

 

The Institution designed this document to support productivity and clarify the expectations 

needed for promoting compliance and integrity, as well as minimizing business and legal risks 

associated with daily operations at ASU. Policies shall be reviewed and updated regularly and 

disseminated according to the ASU Policy Development and Management Policy. 
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HISTORY OF ALABAMA STATE UNIVERSITY 

 

Alabama State University (ASU) was founded in 1867, in Marion, Alabama, as a school for 

African Americans. The school started as the Lincoln Normal School with $500 raised by nine 

freed slaves now known as the “Marion Nine,” making ASU one of the nation’s oldest 

institutions of higher education founded for Black Americans. Today, Alabama State University, 

located in Montgomery, Alabama, is a widely respected, world-class institution of higher 

learning, which welcomes students from 42 countries. We offer nearly 50 undergraduate and 

graduate degree program. Among which are our historic teacher education program, our high-

demand programs in health sciences, a Ph.D. in microbiology, and even a minor in international 

business. With a student to faculty ratio of 20:1, students receive the personal attention, 

mentoring, encouragement, and knowledge needed to achieve their dreams.  

 

At ASU, we realize that out-of-class experiences are essential to the overall college experience. 

Our students enjoy a vibrant campus community where they will build life-long friendships and 

find a wide variety of social, cultural, and sporting events. We have more than 70 clubs and 

organizations, including fraternities and sororities, as well as 18 intercollegiate sports.  

 

Our location in Montgomery, the birthplace of the modern Civil Rights Movement, offers 

students the unique opportunity to live, learn, and grow in a city rich with culture and history. In 

fact, some of the most notable figures of the civil rights era – including the Rev. Ralph David 

Abernathy, attorney Fred Gray and the Rev. Fred Shuttlesworth – are counted among ASU’s 

many distinguished alumni. Our 150-year history is a legacy of perseverance, progress, and 

promise. We are proud of our legacy, and we welcome students to dream, share their unique gifts 

and talents, and take pride in knowing they are part of a rich tradition. 

 

Moving ASU Forward 150 Years is our motto. Thus, working diligently to improve the academic 

programs and enhancing the services provided are paramount to the continued success of 

Alabama State University.  Subsequently, the development, execution, and evaluation of policies 

are essential to the institution realizing its vision, mission, and strategic priorities, along with 

demonstrating its core values. 

 

ASU VISION 

 

Alabama State University (ASU) will achieve global recognition through excellence in teaching, 

research, and service. ASU will advance its current status as a premiere, comprehensive, Level 

VI regionally accredited institution, to a Doctoral/Research University (DRU) Carnegie 

Classification–designated institution. We shall become the destination university for students 

seeking a holistic educational experience. We will build upon quality scholarship and academic 

rigor to graduate a diverse corps of lifelong learners who are fully equipped to lead and succeed 

as citizens of the global workforce. 
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ASU MISSION 

 

Alabama State University is a comprehensive diverse student-centered public HBCU committed 

to global excellence in teaching, research, and service. 

The University fulfills its mission by: 

 Fostering critical thought; 

 Encouraging artistic creativity; 

 Developing professional competence; 

 Promoting responsible citizenship in its students; 

 Adding to the academic and experiential bodies of knowledge; 

 Enhancing the quality of life through research and discovery; and 

 Cultivating global citizenship through thoughtful (meaningful, purposeful conscientious, 

intentional) and engaging public service. 

 

ASU offers baccalaureate through doctorate degrees in an expansive array of academic 

programs. We maintain a scholarly and creative faculty, state-of-the-art facilities, and an 

atmosphere in which members of the University community live, work, and learn in pleasant 

surroundings. ASU offers a bridge to success for those who commit to pursuing quintessential 

educational opportunities and lifelong endeavors. 

 

ASU CORE VALUES 

 

1. Integrity: We model sound principles of dignity, ethics, honesty, and accountability in our 

work, stewardship of resources, and interactions with others.  

2. Innovation: We foster an atmosphere of intellectual and artistic creativity by seeking new 

ideas, fresh perspectives, and pioneering approaches to solving complex problems and 

shaping the future.  

3. Excellence: We pursue and uphold uncompromising standards in teaching and learning, 

research, customer service, student engagement, and community involvement.  

4. Diversity: We value the importance of respect, inclusiveness, and appreciation for 

differences, and we seek common ground and understanding as citizens of a shared world.  

5. Legacy: We embrace the unique contribution of our forbearers’ place in history, and we 

accept the obligation to preserve the relevance of this legacy for future generations. 

 

 

INSTITUTIONAL GOALS 

 

1. Holistic Student Engagement  

To employ a holistic student engagement model of focused processes, programs, and services 

that help students achieve success at every point along the college trajectory, from 

recruitment to graduation to career advancement to alumni involvement. 

2. Fiscal Growth and Integrity  

To exercise fiscal integrity through compliance with policies that promote prudent 

management of institutional resources; and to achieve fiscal growth and stability through 

targeted fundraising efforts and investments, relationship cultivation and by meeting 

institutional enrollment goals. 
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3. Focused Customer Service  

To serve the University community and constituents with exemplary and responsive 

customer service that places professionalism, timeliness, accountability, efficiency, and 

effective communication at the heart of every interaction. 

4. Global Engagement  

To broaden the University’s global reach by building international student enrollment, 

connecting students with meaningful opportunities to study abroad, providing faculty with 

opportunities for international research collaboration, increasing the number of international 

articulation agreements and expanding online degree program offerings. 

5. Robust Academic Programs and Leadership  

To advance the academic integrity of the community through the development and viability 

of degree programs, and through the recruitment and retention of the highest quality faculty 

and administrative leadership. 

6. Infrastructure Expansion and Sustainability  

To ensure that the physical facilities and infrastructure of the University are adequate to 

support all programs, activities and services. 

7. Continuous Improvement  

To assure that each operating unit establishes a core values operating philosophy that reflects 

the University’s expectations of accurate, timely and professional interactions with all 

constituencies, and to enhance professional expertise in and responsibility for unit-specific, 

divisional and institutional operating processes and policies. 

8. Enrollment Growth and Enhancement of Intramural Programs 

To increase our ability to serve and expand the University’s enrollment and to offer expanded 

intramural programs for students. 

9. Leadership 
To provide both civic leadership and academic leadership in order to positively impact the 

community and strengthen the relationship between “town and gown.” 
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DEFINITIONS 

 

The purpose of this section is to provide definitions that are significant within the context of the 

ASU Policy Development and Management Guide. The following definitions will help with 

distinguishing the difference between policy, procedure, practice, and process. 

 

Policy 

 A policy is a set of ideas or plans used as a basis for making decisions, especially in 

politics, economics, or business. 

(https://www.collinsdictionary.com/dictionary/english/policy)  

 

 A set of policies are principles, rules, and guidelines formulated or adopted by an 

organization to reach its long-term goals and typically published in a booklet or other 

form that is widely accessible.  Policies and procedures are designed to influence and 

determine all major decisions and actions, and all activities take place within the 

boundaries set by them. (http://www.businessdictionary.com/definition/policies-and-

procedures.html) 

 

 Policy is any general statement of direction and purpose designed to promote the 

coordinated planning, practical acquisition, effective development, governance, security 

practices, or efficient use of information technology resources. 

(https://compliancedictionary.com/term/922) 

 

Procedures 

 Procedures are the specific methods employed to express policies in action in day-to-day 

operations of the organization. Together, policies and procedures ensure that a point of 

view held by the governing body of an organization is translated into steps that result in 

an outcome compatible with that view. 

(http://www.businessdictionary.com/definition/policies-and-procedures.html)  

 

 An established or official method for implementing a policy or performing a task or 

operation, which must be executed in the same manner in order to obtain the same results 

in the same circumstances. (https://compliancedictionary.com/term/937)  

- 

Practice 

 A customary way of operation or behavior. (https://compliancedictionary.com/term/7594)  

 

Process 

 A particular series of actions or steps to bring about a certain outcome; series of 

procedures. (https://compliancedictionary.com/term/560)  

 

 

 

 

 

 

https://www.collinsdictionary.com/dictionary/english/policy
http://www.businessdictionary.com/definition/policies-and-procedures.html
http://www.businessdictionary.com/definition/policies-and-procedures.html
http://www.businessdictionary.com/definition/policies-and-procedures.html
https://compliancedictionary.com/term/937
https://compliancedictionary.com/term/7594
https://compliancedictionary.com/term/560
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INTRODUCTION 

 

The ASU Policy Development and Management Guide is the official policy management 

document governing the policy creation, review, and dissemination process. The policy 

development process (Figure 1) demonstrates shared governance within the University. This 

Policy Development, Implementation, and Evaluation process will ensure that Alabama State 

University policies undergo an extensive review and meet standards required by SACSCOC. The 

manual identifies a transparent approach to standards and criteria required in policy development 

to produce effective policies. 

 

Figure 1 - Policy Development, Implementation, and Evaluation Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The organization of this manual is divided into seven (7) sections: 

 ASU Policy Development and Management Policy, 

 ASU Policy Development Process, 

 Policy Writing Standards, 

 Policy Development Checklist, 

 Policy Cover Page, 

 Policy Development Template, and 

 Policy Template Instructions. 
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I. TITLE:  

ASU Policy Development and Management  

 

II. AUTHORITY AND GOVERNANCE:  

The Board of Trustees through committee or the President of Alabama State University 

may recommend policies for approval.  As the secretary to the Board of Trustees, the 

President will be responsible for housing copies of all policies approved by the Board.  

Nevertheless, the President may delegate a representative(s)/department(s) for document 

repository for all policies.   

 

The ASU Board of Trustees is governed by the Alabama Code § 16-50-20 et se g. and its 

bylaws.  The Governance Committee reviews proposed policies presented by the 

President.  All policies approved by the Governance Committee will be forwarded to the 

full Board for approval.   

 

III. EFFECTIVE DATE:  

This policy is effective upon official approval by the ASU Board of Trustees  

 

IV. POLICY STATEMENT:  

The Development and Management of ASU Policy establishes the institutional standard 

for developing, approving, and managing policies at Alabama State University.  

University policies shall be developed, approved, and managed in accordance with this 

Policy in order to promote consistency, improved practices, effectiveness, and clarity. 

 

V. SCOPE:  

This policy applies to the development, approval, and management of all university 

policies. 

 

VI. RECOMMENDED PRACTICES FOR POLICY AND PROCEDURAL 

DEVELOPMENT:   

According to the Southern Association of Colleges and Schools Commission on Colleges 

(SACSCOC) Developing Policies and Procedure Documents, a “functional policy is one 

that is broad enough to encompass all aspects of the issue addressed, not just one or 

several facets of it. It is approved through the appropriate institutional processes and 

published in appropriate institutional publications and on the institutional website in 

order to ensure accessibility to those affected by the policy and its related procedures. In 

addition to the language of the policy itself, the document includes: (1) a concise 

statement of the purpose of the policy and assurance that it is aligned with institutional or 

unit purposes; and (2) the implementation date and the dates of any subsequent revisions 

to the policy” (SACSCOC Good Practices, 2010).   
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SACSCOC defines ‘well-defined procedures’ based on five principles: (1) designate the 

personnel responsible for implementing the policy, (2) institutional constituents are 

informed of the policy and procedures it entails, (3) provide a timeline for completion of 

procedures, (4) have a methodology for monitoring compliance with the policy and 

reporting results, and (5) schedule reviewing the effectiveness of the policy and its 

attendant procedures (SACSCOC, 2010). 

 

VII. AUDIENCE:  

This policy applies to any University employee who develops, reviews, approves, 

manages, or otherwise engages in the creation and/or announcement of institutional 

policies. 

 

VIII. DEFINITIONS: 

 Policies shall mean any written document setting forth the University’s course or 

principle of action that is approved by the ASU Board of Trustees. 

 Procedures shall mean any written plan that is not approved by the ASU Board of 

Trustees. 

 

IX. DEVELOPMENT, APPROVAL, AND MANAGEMENT OF UNIVERSITY 

POLICY:  

All proposed policies should be sent to the area Vice President, Chief of Staff, or Provost.  

If the Vice President, Chief of Staff, or Provost determines that the proposed policy is in 

the best interest of the University, said document should be sent to the Office of General 

Counsel for review.  After reviewing the proposed policy, the Office of General Counsel 

will issue a memorandum stating whether it has any legal concerns with said policy.  If 

there are concerns, the proposed policy should be revised for another review by legal.  If 

there are no legal concerns, the Office of General Counsel will issue a memorandum 

stating the same to the area Vice President, Chief of Staff, or Provost.  Subsequently, the 

area Vice President, Chief of Staff, and/or Provost will make a recommendation to the 

President that said policy be forwarded to the Board of Trustees for approval.  Thereafter, 

the President may recommend the proposed policy to the Board of Trustees for approval. 

 

X. REVISION OF POLICIES: 

Substantive revisions to institutional policies should go through the same procedure as set 

forth herein.  Minor, non-substantive revisions, specifically those revisions that do not 

affect the scope or intent of the original institutional policy, may be made by the area 

Vice President, Chief of Staff, and/or Provost with the approval of the President. 

  

XI. APPROVAL: 

All policies must be approved by the Alabama State University Board of Trustees before 

they are implemented by any college, department, or division. 

 

XII. POLICY DOCUMENT REPOSITORY (RECORDS MANAGEMENT): 

As delegated by the Office of the President, a designated office shall be responsible for 

records of notifications and approvals and shall ensure that those responsible for 

dissemination of institutional policy are informed of the ASU Board of Trustees 
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approval, policy adoption, amendment, revision, or repeal.  All policies will be posted 

and housed online and in a document repository and managed by the Office of the 

President or a designated office. 

 

XIII. COMPLIANCE, MONITORING AND REVIEW: 

All institutional policies will be reviewed biennially by respective areas to ensure that the 

policies are enforced, demonstrate compliance, and prove effective by area Vice 

President, Chief of Staff, Provost, and/or designee. 

 

XIV. POLICY FORMAT GUIDELINES (ELEMENTS): 

Policy development involves identifying a need, gathering information, drafting, 

consulting, and reviewing.  The development of new or modified policies should include 

at a minimum the following:  

I. Policy Title 

II. Policy Statement 

III. Scope of Policy 

IV. Approval Date or Effective Date 

V. Target Audience of Policy 

VI. Designated Responsibilities and Applicability of Policy 

VII. Definition(s) 

 

 

 

 Document History 

Approved by BOT: February 8, 2019 
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ASU POLICY DEVELOPMENT PROCESS 

 

Institutional policies are intended to be practical, administrative guides with both style and 

content determined by user needs. The only way this can be the case is if every policy and 

procedure document is developed, written, and updated with the user in mind. In addition, ASU 

expects all policies to adhere to the mission and goals of the University, by promoting 

continuous improvement and professional competence. When writing your policy, keep in mind 

that you are an expert in the area on which you are writing, but the users of your section will not 

be. Many people referring to your policy may be new to their current position or new to the 

institution altogether. This means you need to (a) minimize jargon and (b) keep your procedures 

as simple and straightforward as possible. 

 

Provide enough information for users to understand the policy but not so much that they become 

confused. Keep your language straightforward, and write with attention to what the general 

college population needs to know, not what a specialist in your own area needs to know. 

Remember that you can always provide supplemental information on your own web site and 

provide a cross-reference in the policy for those users who may need more assistance with the 

procedure. 

 

Do not confuse "policy" with "procedures" or "guidelines." The term "policy" refers to a very 

specific aspect of the policy template. The policy portion should include only the governing 

principles that explain the reason why the remainder of the template sections exist. It explains 

why we have certain procedures or guidelines but not how to accomplish tasks. Procedures and 

guidelines are similar, but procedures are the required steps a user must take to comply with 

policy; guidelines are recommended best practices for departments to accomplish tasks. 

However, guidelines are not required to be in compliance. 

 

Procedures should be presented in a systematic manner and should include locations of electronic 

systems or forms that are part of the procedure and links to that information. Word choice, in this 

section, can also make a big difference in how easily your procedures can be used. For example, 

using the word "must" indicates that something is required while the term "should" implies that 

there might be other options or that a department could bypass the task associated with that step. 

 

Avoid including the type of information that is likely to change frequently. Instead of using an 

individual's name, use the position title. Instead of including a building name, refer just to the 

department name. By carefully considering the type of information you include in the document, 

you can help ensure better accuracy for a longer period.  Remember that policy documents are 

not marketing documents or creative writing pieces. The goal of a well-written policy is to 

explain clearly how to accomplish a specific process at the University with minimal problem, 

aggravation, or risk of non-compliance. 

 

Finally, remember that when it comes to writing policy, less is more. Do not use ten words to say 

what could be said in four. Keep your statements clear and to the point. If you are able to develop 

a user-friendly policy, you increase the likelihood that users (a) will refer to the policy rather than 

call you, (b) will work to stay in compliance, and (c) will contribute to increasing efficiency 

across the institution. 
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STANDARDS FOR WRITING INSTITUTIONAL POLICIES 

 

 Writing Standards 

Remember the difference between policies 

and procedure 
 

Policies 

 Describe the rules that establish what will or will not be done 

 Can range from broad philosophies to specific rules 

 Are usually expressed in standard sentence and paragraph format 

 Include WHAT the rule is, WHEN it applies and WHOM it covers 

 

Procedures 

 Describe the critical steps undertaken to achieve policy intent 

 Are succinct, factual and to the point 

 Are usually expressed using lists 

 Include HOW to achieve the necessary result 

Be mindful of the audience  Because the audience for a policy is generally the entire institutional community, the 

language used must be accessible and understandable to all, not just technical 

experts. 

 Writers may assume that readers have basic knowledge of the campus and college 

community and no knowledge of specific policies or procedures. 

 Use clear and precise words, short sentences, and common terminology. If industry 

terminology, jargon, or words with specialized meaning must be used, define them 

in the policy definitions section. Be consistent when using technical terms. When 

multiple words have the same meaning, select one and use it throughout the 

document. 

 The policy should be written on a seventh grade reading level. 

 Use “must” instead of “shall.” Be intentional when using “should” – it means that 

something is not required but merely a suggestion. Keep in mind that most 

institutional policies are requirements and not simply statements of best practices. 

 Keep it general. Policies cannot anticipate all possible situations. Because of this, 

they should be relatively general and clear enough to apply to varied unforeseen 

circumstances. 
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 Writing Standards 

 Make it helpful. The policy should tell the reader why it exists, who it affects, its 

major conditions and restrictions, when and under what circumstances it applies, and 

specifically how it is to be carried out. 

Keep the structure simple  Use gender-neutral/sensitive language. 

 Do not use masculine pronouns as the default; use “they” as a plural pronoun and 

“the individual,” “she/he,” or “she or he” as the singular pronoun. 

 Avoid using gendered nouns such as chairman, man, mankind, man-made, etc. 

Instead, use gender-neutral nouns such as chair, coordinator, humanity, individual, 

machine-made, people, person, synthetic, etc. 

 Accurately express sex versus gender distinctions 

 Use short sentences (maximum of 15 words). 

 Use short paragraphs (maximum of 100 words for policies; maximum 40 words for 

procedures). 

 Use lists - it makes it easier to read and encourages short sentences. 

 Use numbering to facilitate easy referencing. 

 Be consistent - repetition of familiar words increases comprehension. 

 Remove words that do not add meaning. To achieve conciseness, write as you 

normally would. Then,  edit to create short sentences; remove unnecessary words 

and information that does not add value to the policy or procedure. For example, use 

"often" instead of "in most cases", "before" instead of "prior to", "because" instead 

of "due to the fact that". 

 Use the approved policy and procedure template - documents written and presented 

in a consistent manner aids readability. 

 Use the Oxford comma. Place a comma after the second-to-last item before the 

conjunction (and, or, or nor) and use a semicolon to separate items in a series when 

any of the items itself uses a comma. For example, “Departments must apply, 

authorize, and report.” “The process consists of benchmarking; testing, remedying, 

and monitoring; and reporting findings”. 

 Use parallel construction. Start sentences or sentence fragments using words in 

similar format. For example, instead of “built a team, raises money” say “builds a 

team, raises money.” Instead of “running, swimming, and exercised” say 
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 Writing Standards 

“running, swimming, and exercising” or “ran, swam, and exercised”. 

Be specific – mean what you say and say 

what you mean 
 Rather than "submit the appropriate form," write, "submit the Withdrawal from 

Program form". 

 If action is mandatory, "must" or "will" is used. 

 If the action is recommended or valid reasons to deviate from the requirement may 

exist in particular circumstances, then “should” is used. 

 If the action is permissive, "may" is used. 

 The word "shall" must be avoided unless there is a legislative requirement that 

prescribes its use. This word causes confusion between whether an action is 

mandatory or recommended. 

Avoid the use of information that is quickly 

outdated and that therefore requires regular 

amendment. 

 

 Use department names, rather than position titles (if possible). 

 Avoid using specific names or contact details. 

 Provide links to generic web pages rather than specific web pages (if possible). For 

example, refer to "Student Administration Forms" rather than the specific URL for 

the form. 

Source:  http://www.cotc.edu/Discover/Documents/Policy%20Writing%20Guide.pdf  

  

http://www.cotc.edu/Discover/Documents/Policy%20Writing%20Guide.pdf
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POLICY DEVELOPMENT CHECKLIST 

 

The purpose of this checklist is to assist the Responsible Office and Responsible Officer in 

reviewing and drafting university policies in his or her area of operation. The checklist 

should be used as a tool to assist the Responsible Office with developing content for the 

proposed policy/policy revision. In addition, it will guide communication between the 

President’s Office, Academic Affairs, the Office of Institutional Effectiveness, and the 

policy owner in the case the need for policy poses significant risks to the University. 

 

The following items should be considered as proposed policies/revised policies are 

developed: 

 

 Is this a new policy or a policy revision?  

 Is the purpose of the policy clearly articulated?  

 Are the reasons for the policy adequately explained?  

 Does the proposed policy/policy revision comply with federal and state laws, rules, 

and regulations?  

 Comply with SACSCOC Policies?  

 Comply with Bylaws and Rules and Policy and Procedures of the Board of Trustees 

for Alabama State University? 

 Comply with existing university policies or bylaws, procedures, regulations, and 

forms?  

 Impact other relevant areas?  

 Have you provided links to relevant policies (University, Board of Trustees, and/or 

SACSCOC), statutes (state, local, and/or federal), regulations, forms, guidelines, 

procedures, or other associated documents required for implementation or 

compliance with this policy? If so, relevant links should be placed in the 

Appendices, References, and Related Materials section of the policy.  

 For clarity, are policies written in the third person? 

 Have best practices in this area among other higher education institutions been 

reviewed and incorporated into this policy?  

 Is the proposed policy/policy revision drafted using the Policy Template? 

 Is the proposed policy/policy revision drafted using clear and concise language?  

 Does the proposed policy/policy revision accurately state current practices?  

 Is it clear to whom the policy applies?  

 Are terms in the proposed policy/policy revision adequately defined?  

 Is your use of terminology consistent with related university policies?  

 Have you checked related university policies to ensure your proposed policy/policy 

revision is not in conflict with another university policy?  

 Were stakeholders given an opportunity to provide feedback about the proposed 

policy/policy revision?  

 What is the criteria and process to be used to grant exceptions to the policy?  

 What is the desired/required implementation date of the policy?  

 Will adoption of the proposed policy/policy revision require new resources or 

reassignment of existing resources?  

 What targeted communications and training activities will be needed to build 

awareness and enable effective implementation of the policy, if applicable?  
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 What existing or new mechanism(s) will be used to ensure policy compliance?  
 How frequently will this policy undergo a comprehensive review? (Policies will be 

reviewed, updated, or confirmed current at a minimum on a five (5) year cycle). 

 Was the Policy written with the reader in mind? 

 

Source: https://policies.louisiana.edu/about/policy-development/policy-development-

checklis 

 

  

https://policies.louisiana.edu/about/policy-development/policy-development-checklis
https://policies.louisiana.edu/about/policy-development/policy-development-checklis
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POLICY FORMAT 

 

University policies will use a standard format to lend structure to policy information and 

ensure consistency from one policy document to another. By standardizing the way that 

policies are presented to the reader, the University hopes to make policies easier to read and 

understand. 

 

Policies submitted to the President for consideration should include a cover page, followed 

by the policy, and, when necessary, supporting documentation. The template contains 

suggested formatting along with major sections representing broad sections of policy 

information. These major sections appear in every policy document and provide the 

framework for the information, which should be further divide into subheadings when 

necessary. 

 

In the Footer of the document, include the version date and number to aid in tracking 

changes and policy review. Please note that this is only for policies being revised, new 

policies will not require information in the footer. Updated version dates will be added by 

the Office of Institutional Effectiveness.   

 

NOTE: When developing proposed and revised policies, please use the formatting 

provided in the institutional policy template to ensure uniformity. 
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POLICY COVER PAGE 

 

Policy Title  

Description of Policy:  

Policy applies to: 

☐ University-wide 

☐ Specific (outline location, campus, organizational unit, etc.) 

☐ Staff only  ☐ Students only  ☐ Staff and students 

Policy Status:  ☐ New policy  ☐ Revision of existing policy 

Responsible Administrator:   

Policy Approval Date:  

Policy Effective Date:  

Approval Date of Last 

Revision: 
 

Effective Date of Last 

Revision: 
 

Policy Alignment:  

Describe how the policy is 

related to current university 

policies, state or federal 

regulations, regional 

accreditation, or state 

requirements (ACHE).  
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POLICY TEMPLATE 

 
I. TITLE:   

II. POLICY STATEMENT:  

III. SCOPE OF POLICY:  

IV. EFFECTIVE DATE:   

Immediately upon approval by the ASU *Board of Trustees. 

V. AUDIENCE:  

VI. DESIGNATED RESPONSIBILITIES AND APPLICABILITY OF POLICY: 

VII. POLICY MANAGEMENT 

 Responsible Office(s): 

 Responsible Executive: 

 Responsible Officer(s): 

VIII. DEFINITIONS: 

IX. PROCEDURES:  

X. OTHER PERTINENT POLICY SECTIONS 

 

          Document History 

Approved by BOT: 
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POLICY TEMPLATE INSTRUCTIONS 

 

I. Title  

The complete title of the policy. 

 

II. Policy Statement 

A summary statement with descriptions of the activities addressed by the policy and who 

is governed by the policy and when the policy applies. It does not describe procedures. 

(It is generally one to three sentences.) 

 

III. Scope of Policy 

Recognizes the legitimate interests of all parties, describes the overall benefits, as well as 

the (competing) concerns that the policy seeks to manage. Reasons for a policy are often 

not clear to an end user, so this section is intended to provide some basic explanations for 

the considerations and requirements that call for a policy. 

 

IV. Effective Date 

The policy will go into effect immediately after the ASU Board of Trustees’ approval. 

 

V. Audience (who is governed by this policy and who should know this policy) 

This section of the policy development should include administrators and staff by nature 

of their role and responsibilities at the University who have a particular responsibility to 

be familiar with the contents of the policy. Others governed by the policy may include 

people working on behalf of the University, visitors, and others involved in certain 

administrative transactions. 

 

Exclusions & Special Situations 

List any locations or organizations (internal or external to the University) that are 

excluded from the policy; additionally, list any funding sources or job classifications that 

are excluded from the policy. If there are no exclusions, a statement to that effect should 

be included in this section. Special situations should contain information about important 

circumstances that affect only a few people or circumstances that occur infrequently. 

 

VI. Designated Responsibilities and Applicability of Policy 

Summarizes major responsibilities for key roles with respect to the policy. Key roles 

may be for an individual, a group, or a department. 

 

VII. Policy Management 

This section of the policy focuses on the individuals charged with the responsibility for 

the development, maintenance, and responsibility of responding to inquiries that may 

arise regarding the policy.  Under the direction of the Responsible Officer, the office that 

develops and administers a particular policy and procedures will be accountable for the 

accuracy of its subject matter, its issuance, and timely updating. 
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VIII. Definitions 

Define unique terms that, by definition, would add to the reader’s understanding of 

the policy. 

 List terms in alphabetical order. 

 Define unfamiliar or technical terms. 

 Define terms with special meanings. 

 

IX. Procedures 

Some university policies must contain procedures for compliance. The Responsible 

Office determines the level of detail contained in the Procedures document of the policy.  

 

* All Procedures are created in a separate document. * 

 

When creating procedures, use the following format: 

o List steps to follow in order to comply with the policy. 

o Divide section marked by headings (when necessary). 

o Use an introduction section for complex procedures or those with options. 

o Clearly identify options, cautions, or warnings. 

o Refer reader to 

 Related Documents, 

 Relevant Appendix Entries, and 

 Relevant Special Situations. 

o Notify the reader if procedure is time-consuming or time sensitive. 

 

X. Other Pertinent Policy Sections 

Included any additional sections specifically related to the policy. 

 

Document History 

List references to previous versions of this policy by name and date. 

 

Other Elements to Consider in Policy Development:  

 Primary Guidance to Which This Policy Responds: Any policies or 

regulations--such as those put forth by the city, state and federal government-- that 

are the reason for the creation of this policy or inform the policy content in any 

significant way. 

 Policy Text: This section specifies the basis for the policy and states what requirements 

this policy establishes. It will usually be the largest section, with the various topics and 

content of the policy laid out in various sections. This section allows for a fuller 

description of the issues that are being conveyed to the reader. Within this sections, 

headings for each topic or subtopic should be considered in order to help the reader 

navigate and understand the policy components. 

 Cross References to Related Policies: A policy topic may be addressed in more than 

one policy. It may also be useful to list related policies for certain transactions or 

constituencies. A referral may be made broadly for informational purposes to another 

policy. 

 Appendix: Appendices are used for informational material (e.g., forms, instructions, 
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FAQs, etc.) that is directly related to the implementation of the policy. All information 

here should be arranged under additional subheadings within this section. Forms should 

be included with information on how to obtain forms or complete any online processes 

(of those forms) that are required for compliance with the policy. 
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POLICY NUMBERING SYSTEM 

 

Upon approval of university policies, the Office of Institutional Effectiveness will categorically 

assign policy numbers to organize policies by division and, where necessary, the inclusion of 

department.  The Inventory Numbering System is comprised of a two to four letter division code, 

if necessary, followed by a unit number and digits that represent the policy approval date (e.g., 

BF.1.05232019).   Listed below are the divisions for ASU and the reporting units with specific 

numbers that are included in the policy numbering systems. 

 

Division Code Unit Number Department  

Office of the President 

(OP) 

1  Center for Leadership and Public Policy 

2  Title III 

3  ASU Foundation 

  

  

 

Business and Finance (BF) 

1  Accounts Payable 

2  Auxiliary Services 

3  Budget Office 

4  Cashier Office 

5  Comptroller 

6  Grants, Contracts and Accounting 

7  Human Resources 

8  Inventory 

9  Payroll 

10  Postal Service 

11  Purchasing 

12  Students Accounts 

13   

14   

15   

 

Chief of Staff (COS) 

1  Financial Aid 

  

  

   

Academic Affairs (AA) 

1  
Academy of Excellence for Research & 

eLearning (AEReL) 

2  College of Education 

3  College of Business Administration 

4  College of Health Sciences 

5  
College of Liberal Arts and Social 

Sciences 

6  
College of Science, Technology, 

Engineering and Mathematics 
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Division Code Unit Number Department  

7  College of Visual and Performing Arts 

8  University College 

9  Harold Lloyd Murphy Graduate School 

10  Continuing Education 

11  LWLC 

12  Zelia Stephens Early Childhood Center 

 

Student Affairs and 

Enrollment Management 

(SAEM) 

1  Academic Advisement 

2  
Academic Labs/ First and Second Year 

Experience 

3  ACES/ Retention 

4  Admissions and Recruitment 

5  Career Services 

6  Counseling Services 

7  Disability Services 

8  
Diversity and International Affairs / Title 

IX 

9  Health Services 

10  Housing and Residence Life 

11  Judicial Affairs 

12  Records and Registration 

13  Student Life 

14  Student Media 

15  Veteran and Military Affairs 

  

 

Institutional Advancement 

(IA) 

1  Alumni Relations 

2  Community Relations 

3  Development 

4  Marketing 

5  Media Relations 

6  Publications 

7  Photography 

 8  Social Media 

 9  WVAS 

   

 

Technology Services (TS) 

1  Business Services 

2  User Services 

3  Network Services 

   

Athletics (AT) 
1  Compliance 

2  Sports Information 
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Division Code Unit Number Department  

3  Sports Medicine 

   

    

Public Safety (PS) 
1  Violence Against Women 

  

   

General Counsel (GC)  General Counsel 

   

Facilities Management & 

Operations (FMO) 

1  Transportation 

  

  

  

 

Research and Economic 

Development (RED) 

1  Research and Sponsored Programs 

2  Institutional Effectiveness 

3  Institutional Research  
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REVIEW OF POLICIES SCHEDULE 

 

The following calendar outlines the next five (5) year’s schedule for each division to review 

policies to ensure effectiveness and improvements. The review process will be incorporated into 

the annual assessment and evaluation process that is coordinated through the Office of Institutional 

Effectiveness. This process allows for a systematic review to determine if continuous improvement 

efforts are effective based on policy approval and implementation.  The review process is 

coordinated by the division administrators, followed by the Office of the President, and moved 

forward to the Board of Trustees for review and approval. 

 

The Review of policies in Table 1 denotes the initial review of all policies in year 2020-2021 by 

all division administrators, followed by the next five years.  Some areas will require an 

examination of policies on an annual basis due to changes in regional accreditation, programmatic 

accreditation, state regulations, and federal regulations.  The schedule is subject to change as 

deemed necessary by the President. 

 

Table  

Division 

2020-2021 

(Initial 

Review of 

Institutional 

Policies) 

2021-

2022 

2022-

2023 

2023-

2024 

2024-

2025 

2025-

2026 

Office of the President X X X X X X 

Academic Affairs X X X X X X 

Athletics X     X  

Business and Finance X  X     X  

Chief of Staff X     X  

Facilities Management & 

Operation 

X     X  

General Counsel X     X  

Institutional Advancement X      X 

Public Safety X     X 

Research and Economic 

Development 

X X X X X X 

Student Affairs and 

Enrollment Management 

X X X X X X 

Technology Services X     X  
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CONCLUSION 

 

In conclusion, the ASU Policy Development and Management Guide is managed in the Office of 

the President and/or with the support of a designated area from development and review to 

approval by the ASU Board of Trustees for approval. 

 

This guide was created to ensure that institutional policies (a) extend to achieve the mission of 

Alabama State University and (b) are promulgated in accordance with a standardized process 

with the engagement of appropriate stakeholders.  The process outlined in this guide 

demonstrates ASU’s commitment of integrity, accountability, and transparency in shared 

governance. 

 

This guide articulates the following:  

 

1. Ensures that every division has a mechanism for establishing policies that promote 

consistency in carrying out the duties, functions and responsibilities of ASU, and 

adherence to state and federal reflections. 

2. Reflects the mission and values of the University through policy development. 

3. Serves as the expected standards for policy development. 

4. Illustrates the workflow in the policy development and review process. 

 



 

 




