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Reason for Procedure 
 
This document explains how to create a new college procedure and how to request edits to a published 
college procedure. 
 
The Procedure 
 
New Procedures 
 
College procedures exist to provide additional detail and guidance on the implementation and 
operationalization of Board policies. As a result, all college procedures should reference a Board policy 
and be listed under the appropriate Board policy on the Kirkwood website (link). Not all written 
guidance created or relied upon by the college for its operations needs to be a college procedure.  
 
The following process exists to create a college procedure: 
 

• The procedure shall be written in this template. (link) 
• The procedure draft is sent to the originators immediate supervisor and Cabinet member for 

review.  
• Once approved by the Cabinet member, the procedure should be sent to Sheri Hlavacek in 

Human Resources for review and approval. 
• Once the procedure receives HR approval, the procedure is sent back to the Cabinet member. 
• The Cabinet member presents the procedure for full Cabinet review and approval. 
• Once approved, the procedure the Cabinet member sends the approved procedure back to 

Sheri, along with any necessary changes. 
• Sheri finalizes the procedure and sends to Marketing to post on the website. 

 
Edits to Existing Procedures 
 



 
 

Once a procedure has been published, the owner is unable to edit the procedure. The owner or 
designee will need to request edits. 
 
If the edits are minor changes that do not materially change the substance or meaning of the procedure, 
the process is: 
 

• Procedure owner or designee contacts Sheri who will make the desired changes.  
• Marketing will publish the updated version of the policy. 

 
If an edit makes material changes to the substance or meaning of the procedure, the process is: 
 

• Procedure owner or designee contacts Sheri who will make the requested changes or provide a 
copy of the document for the owner or designee to make the changes.  

• The updated procedure is sent to the originator’s immediate supervisor and Cabinet member for 
review.  

• Once approved by the Cabinet member, the procedure should be sent to Sheri in Human 
Resources for review and approval. 

• Once the procedure receives HR approval, the procedure is sent back to the Cabinet member. 
• The Cabinet member presents the procedure for full Cabinet review and approval. 
• Once approved, the procedure the Cabinet member sends the approved procedure back to 

Sheri, along with any necessary changes. 
• Sheri finalizes the procedure and sends to Marketing to post on the website. 

 
 
References 
 
Definitions 
 

Term Definition 

Policy 

General authorizations and instructions 
determined by the Board of Trustees and typically 
delegated to the administration for 
implementation. 

Procedure 

Operational details necessary to implement policy 
and other responsibilities of the various units and 
functions of the college. Approval is required at 
the administrative level. 

Term 3   

Term 4   
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