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P6Hx23-1.11
PROCEDURE:  RULES AND PROCEDURES

I. Definitions

Rule:  Each statement of general applicability that implements, interprets, or prescribes law or policy or describes the organization, procedure, or practice requirements.  All Rule revisions require Board approval.

Procedure:  Each statement that provides for the operation and administration of the College.  All Procedure revisions require Cabinet and/or Presidential approval.

II. Adopting, Amending, or Deleting a Rule or Procedure

Suggested changes to the Rules and Procedures of the College should be made to the appropriate vice president or other Cabinet representative with authority delegated by the President, who may then approve and sponsor the proposed change for submission to the Cabinet and/or the President for consideration.  The General Counsel’s Office may also initiate and sponsor changes to Rules and Procedures as deemed necessary.  

Unless initiated by the General Counsel’s Office, the Rule and Procedure change submission process is as follows:

A. In order to initiate a rule or procedure change, the proposed changes must be submitted to the Rule and Procedure Advisory Group (RPAG).  RPAG will facilitate the review and revision of existing rules and procedures and the development of new rules and procedures prior to any submission to Cabinet.

B.
A Request for Rule/Procedure Change Form must be completed for each Rule/Procedure change and signed by the appropriate vice president (sponsor) submitting the proposed change.
C.
A copy of the proposed text changes showing additions or deletions to the Rule or Procedure should be attached to the Request for Rule/Procedure Change Form and submitted to the RPAG for review.
D.
After review by the RPAG and any other review that may be deemed necessary as noted in E.1. or F.2. below, the proposed text shall be submitted to the Cabinet by the sponsor.

E.
The approval process for Procedures is delineated below:

1. Proposed change(s) to Procedures may be reviewed by each council, committee or appointed sub-committee or other group as may be deemed appropriate by the sponsor prior to their submission to the Cabinet.  Review by other groups may occur before, during, or after the RPAG’s review; however, the final draft must be approved by the RPAG prior to its submission to the Cabinet.
2. Once proposed revisions are determined (either initially by the sponsor or after any committee review) Procedures shall be prepared for submission to and approval by the Cabinet and President.

3. The President is authorized to adopt, amend, or delete a Procedure without Cabinet review.

4. Once approved by the Cabinet and/or President, Procedures will be finalized and posted to the College’s website.

F.
The approval process for Rules is delineated below:

1. Upon review, approval, and submission of the proposed change(s) to a Rule by the sponsor of the requested change, and upon approval by the Cabinet and/or President, any additions, deletions or revisions to the Rule will be advertised for Rule Development as required by the Administrative Procedure Act Chapter 120, Florida Statutes.

2. As part of the Rule Development process, the proposed change(s) may be reviewed by each council, committee or appointed sub-committee or other group as may be deemed appropriate by the sponsor. 
3. Once proposed revisions are determined (either initially by the sponsor or after any committee review) Rules shall be prepared for submission to and approval by the Cabinet and President.

4. The President is authorized to prepare a Rule change for Board consideration without Cabinet review.
5. Upon approval by the Cabinet and/or President, the Rule will be advertised for Rule adoption, and presented to the Board of Trustees for approval during an open meeting Rules Hearing in accordance with Chapter 120, Florida Statutes.

6. Once approved by the Board of Trustees, Rules will be finalized and posted to the College’s website.

III. Administrative Updates

Revisions to Rules and Procedures that involve corrections of grammar or typographical errors, or involve reformatting, renumbering or retitling, or to correct statutory or other legal citations, without substantive change, may be made administratively.

 History:
Adopted 2/26/86.  Amended 6/24/86, 4/12/88.  Effective 4/19/88; 1/19/93.  Filed - 1/19/93.  Effective - 1/19/93; 12/14/98.  Filed - 12/14/98.  Effective - 12/14/98; 5/18/99.  Filed - 5/18/99.  Repealed - 5/18/99; 10/17/11.  Re Adopted – 10/17/11.  Effective – 10/17/11; 8/17/16.  Filed – 8/17/16.  Effective – 8/17/16; Update – 4/9/18.  Update – 9/6/18; Update - 5/12/22; 5/25/22.  Filed – 5/25/22.  Effective – 6/1/22.
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