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EXISTING POLICY REVISION - CHECKLIST & DOCUMENTATION FORM
To be completed prior to Cabinet Review 
Policy Name: 
Current Policy URL: 
Policy Owner Title / Responsible Party: 
Division / Office: 

Type of Revision (check one):
☐ Track One – Simple Update
☐ Track Two – Substantive Revision
Brief Summary of Proposed Changes:
What is changing and why?



Section 1: Applicability & Scope Confirmation
☐	This is an existing all-campus policy	
☐	This revision does not fall under Faculty, Staff, or Student Handbooks.
	If consulted, office/VP: 
☐	Determined appropriate revision track	
Rationale for track selection: 





SECTION 2: Drafting & Initial Review (All Tracks)
☐	Copied current policy language from website into Word	
	Date completed:
☐	Revisions made using Track Changes 
	File name: 
☐	File saved as Policy Name + Date	

SECTION 3: Equity Audit
☐	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:

SECTION 4: Track One – Simple Updates Only
(Complete if Track One was selected)
☐	Draft emailed to operationalgovernance@coloradocollege.edu	
☐	Subject line included “Policy Update”
☐	COO team reviewed and confirmed updates as simple	
☐ If determined to be substantive, Track Two steps completed below

SECTION 5: Track Two – Substantive Changes
Stakeholder Vetting
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:

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.)
Final Approved Policy Submitted to Operational Governance along with Documentation Packet
☐ Email sent to: operationalgovernance@coloradocollege.edu
☐ Subject line used: “Policy Name - Updated Policy”

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