[image: ]Colorado College Policy Administration
New Policy Creation – Checklist & Documentation Form
Policy Name: 
Policy Owner Title/ Developer: 
Division: 
Supervisor: 
Cabinet Member (Division VP): 
Date Initiated:
Section 1: Initial Assessment & Authorization
Provide brief documentation and check off where indicated once completed.
· Problem Definition
What problem is the policy intended to address?
Response:

· Purpose & Need
What is the overall goal/purpose of the policy? What identifiable need does it address?
Response:

· Policy vs. Process Determination
Why is a new policy the appropriate solution (rather than a documented process or procedure)?
Response:

· Existing Policy Review
Have you reviewed existing policies to determine whether revision of an existing policy could address the issue?
☐ No existing policy applies
☐ Existing policy reviewed but revision not sufficient
☐ Existing policy identified (name): 
Notes: 

· Supervisor Authorization
Supervisor has verbally approved moving forward
Date: 				Name: 

· Cabinet-Level Authorization
Division Cabinet member has verbally approved moving forward
Date: 				Name:

· Compliance Review
Is the policy required to support compliance with laws, regulations, or risk mitigation?
☐ Yes ☐ No
If yes, specify:


Section 2: Policy Drafting & Internal Review
· Divisional Vetting Completed
Divisional teams consulted:
☐ Leadership ☐ Staff ☐ Faculty ☐ Other: __________________________
How feedback was gathered (meetings, written review, etc.):

· Target Audience Vetting Completed
Constituencies consulted (check all that apply):
☐ Students ☐ Faculty ☐ Staff ☐ Alumni ☐ Other: ____________________
How feedback was gathered:

Section 3: Equity Review
Equity Audit Completed
☐ Completed CC Equity Audit Tool which will be sent to IDEAL
	(Must be completed by Block 1, Week 3 or Block 5 Week 3)
Use the CC Equity Audit Rubric and complete the CC Equity Audit Tool/Form.

Date completed:
	Key findings or revisions made:


Cabinet Review and Approval
☐ Cabinet reviewed and approved changes 
(Must be submitted to the cabinet leader by Week 2 of Block 2  to be included in    the Block 3 open comment period and by Week 2 of Block 6 for the Block 7 open comment period.)
Section 4: Operational Governance Submission
· Final Approved Policy Submitted to Operational Governance along with Documentation Packet
Email sent to: operationalgovernance@coloradocollege.edu
Subject line used: “Policy Name – New Policy”

· Documentation Packet Includes:  (WORD files only)
☐ Policy draft
☐ This form
☐ Equity audit
☐ Committee / group consultation notes
☐ Reference materials
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