
 

POLICY OVERVIEW 

  

 INTRODUCTION 
 

       

    Policy is a statement of management vision, philosophy and direction formally approved and established to 
provide guidance and assistance to the RISD community in the conduct of institutional or departmental affairs.  In a 
broader sense, policies set expectations for decisions made or actions taken related to the rights and duties of, as 
well as the terms and conditions of engagement for, students, faculty, staff and other members of the college 
community.   
 
Typically, policies are considered the "what" rather than the "how" of governance.  They are characterized by an 
expectation of longevity although they are subject to regular formal review and (re)approval by responsible entities 
such as the President, Provost, Vice President/s, or the Board of Trustees.  Policies may have institution-wide, 
divisional or departmental application, but all reduce institutional risk by insuring compliance with federal/state/local 
laws and regulations, as well as commonly accepted best practices in higher education. Such a predetermined 
course of action established as a guide toward better institutional governance, legal compliance, internal and 
external communication, management continuity and employee education empowers the community with the 
freedom to act within clearly defined boundaries.  Policies generate action (procedures).  
 
Major policy categories are: 

Governance Policies:  includes those managed by the Board of Trustees and the Office of the President  
Academic Policies:  policies which directly affect the pedagogical and research mission of the college 

Operational Policies: non-academic policies related to the operations of the college 

Student Policies:   policies which directly affect student life at the college  

TERMINOLOGY COMMON TO EVERY POLICY                                                                                                              

Policy Format:  a standard framework to ensure clarity and consistency.  RISD’s policies will be written and maintained 
following the format TEMPLATE 
 
Policy Statement:  rationale for the creation of the policy, including underlying philosophy of the policy and what it hopes 
to accomplish. It may include a statement of relationship to the college’s mission and values.  It should range from 1-2 
sentences to a paragraph in length. Words such as should and may imply choice and should be carefully used. Acronyms 
should be spelled out the first time they are introduced in a document then indicate the acronym in parenthesis. Statements 
should not reference specific names, but should be limited to the use of position titles so that a policy need not be updated 
in the event of employee turnover.  It consists of a clear, concise, coherent summary of the key points about the policy.   
 
Procedure:  a statement that sets forth the manner of implementing the established policy through prescribed actions in 
order to ensure compliance.  These actions may set forth instructions, steps or methods for enacting and/or administering 
a college policy.  Typically, procedures are described as the "how" rather than the "what" of governance.  They are 
provided to supplement a policy statement with specifics needed by affected members of the college community 
(users).  Procedures are action-oriented and imply by their name the way to move forward in sequence and timing.  If 
procedures involve matters of broad importance or deep concern to the community, they may rise to the level of policy and 
require formal review and approval.   Documents and forms associated with the procedure should be linked to the 
document. 
 
Purpose:  a brief statement of “why” the college needs or is enacting the policy.  This section provides an overview of the 
objective(s) behind the establishment of the policy.  It is typically one to three sentences.  Every major activity in the 
oversight of the college requires a definite course of action adopted for the sake of expediency, facility, compliance with 
governmental regulation or reference to standards to be considered in order to govern the school.   
 



Scope:  identifies the groups to whom this policy applies and provides an opportunity to list all relevant constituencies 
affected by the guidelines set forth under the policy, as well as those parties who are to be excluded.  If the policy applies 
to some situations but not to others, it should be clearly explained in this section. 
  
Stakeholder:  a person, group or organization that has interest or concern in an organization and whose role or 
professional expertise relates to or may be impacted by the subject of a policy or standard.  Stakeholders include: 

 Board of Trustees, either as a whole or through specific committees of the Board 
 College Administration 
 Students and their families 
 Faculty 
 Staff 
 Government and its agencies 
 Creditors and insurers 
 Unions 
 Others 

Expert advice may be gained by consultation with the college’s General Counsel, Human Resources professionals, Risk 
Manager, business officers and academic leaders. 
  
Definitions are specific terms requiring explanation to ensure clarity and understanding of a policy document.  A section 
for specific definitions is included in the template used for each policy document.   
 
Responsible Office:  this term refers to the area of the college that creates, revises, interprets, implements, promulgates 
and monitors for adherence to all policies and procedures within its purview (also known as the policy 'owner').  The 
following offices are deemed Responsible Offices: 

President 
Senior Vice President of Finance and Administration (includes Finance, Budget, Human Resources, Risk and 
Compliance, Procurement and Information Technology) 
General Counsel 
Provost (includes academics and research) 
Vice President of Enrollment Management and Student Affairs 
Vice President of Human Resources 
Vice President of Campus Services  
Chief Information Officer  
Executive Director of Continuing Education  
 

Responsible Officer:  this term refers to the Cabinet-level principal of the Responsible Office charged with overseeing the 
policy.  The Responsible Officer engages in the identification of existing RISD policies and recommends and submits new 
policies or revisions to existing policies, and recommends rescission of existing policies to the college's Policy Advisory 
Group.  The Responsible Officer cannot delegate the responsibilities to a subordinate. 
  
Effective Date is a mandatory element of all policy information.  It includes the initial effective date of the policy (usually 
first publication date) and the next revision date, if applicable.   
 
Revision History:  This is the chronological record of review and revision for every policy.  It is recommended that most 
policies be reviewed biennially, unless changes in laws or college business needs require a different review/revision 
schedule. 
  
Executive Cabinet:  the senior planning and governing body of the college consisting of the President, Senior Vice 
President of Finance and Administration and the Provost.  
  
Other Requirements:  these may be bargaining agreements, generally accepted guidelines, membership rules related to 
governing or accrediting agencies.   
  
 


