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DEVELOPING NEW POLICIES AND REGULATIONS 
 
 
Because of new legislation, new judicial opinions, collective bargaining agreements and the 
ever-changing needs of the County Office, the development of policies, regulations,  and 
procedures is an on-going process. 
 
A policy is normally described as a “guide for discretionary action.” A superintendent’s 
policy tells an administrator what should be done, but not the details of how to do it. A policy 
is written by the County Superintendent or designee and carefully reviewed by legal counsel. 
Policies are occasionally amended or added.  Administrative Regulations are used when 
more detailed information based on statutory requirements are appropriate with the policy 
statement.  (ADDED, ks) 
 
An operating procedure, in sharp contrast to a policy, is a detailed set of instructions 
regarding the purpose, method, time, place and person responsible for carrying out the 
policy. Procedures are usually written by department heads or managers. All procedures shall 
be reviewed by legal counsel and approved by the County Superintendent or designee. 
Procedures and the forms used to carry out the procedures are frequently evaluated and 
changed to reflect an improved method of operation. 
 
When feasible, and depending upon collective bargaining practices, the development of 
procedures is a cooperative process involving employees. Policies that affect employee’s 
working conditions are subject to collective bargaining. 
 
Purpose:  To present a process for developing procedures that will lead to consistent and 
clear practices within the County Office. 
 
Timeline:  Written procedures will be amended and/or developed to reflect the current 
thinking of the County Superintendent and administration on an ongoing basis. 
 
Procedures:    
MAY NEED EDITING TO DISTINQUISH REGULATIONS/PROCEDURES 
1.  Deputy Superintendent, assistant superintendent, or department director determines 

need for or is directed to develop a new or revised policy or procedure. 
 
2.  Deputy Superintendent, assistant superintendent or department director selects a 

knowledgeable administrator to assume responsibility for drafting policy/procedure. 
 
3.  Administrator gathers information regarding policy/procedure. Sources may include: 

 
•   Legal basis of policy and subsequent procedure 
•   Other county offices having similar programs and governance structure 
•   Professional publication and research files 
•   Internal memoranda on practices 
•   Interviews with staff impacted by or responsible for implementing procedure 
•   Items in negotiated agreements and/or Merit Rules that may apply 
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DEVELOPING NEW POLICIES AND REGULATIONS (continued) 
 
           
4.  Administrator reviews information collected and drafts policy/procedure. Procedures 

typically are organized around the following pattern: introductory or background 
material in paragraph form, purpose, timeline and numbered step-by-step actions. 

 
5.  Administrator distributes draft to selected staff and requests comments and 

suggestions. 
 
6.  Staff involved in reviewing policy/procedure return draft to administrator with any 

suggestions or comments. 
 
7.  Administrator incorporates modifications as appropriate and submits second draft to 

department director for review and comment. 
 
8.  Department director seeks in-house legal counsel review to ensure that policy/ 

procedure meets with applicable laws, collective bargaining agreements and Merit 
Rules. 

 
9.  Department director prepares and submits third draft to administrative secretary for 

formatting, then forwards draft and computer diskette to the County Superintendent. 
 
10.  Executive secretary to the County Superintendent prepares penultimate form for 

review by executive management and the County Superintendent. 
 
11.  County Superintendent receives approval and prepares final draft of policy/ procedure 

for distribution, in-service and inclusion in the Policy Manual. 
 
12.  Administrators and other staff insert policy/procedure in manual, acknowledging 

receipt of procedure as requested. 
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