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“Yavapai College has a clear, consistent, standardized process for College Policy Development 
and administration that promotes transparency, institutional efficiency and effectiveness, 
mitigates risk, and enhances compliance and accountability.” – Policy administration 10.15 

This guide is meant to provide the reader with accurate style tips to be used when developing a 
new policy or editing an existing policy. With proper use of this style guide we can ensure that 
all Yavapai College policies and procedures are legible and consistent with one another. 

 

Why do we need policies and procedures? 

Policies and procedures provide a foundation of consistency and fairness and contribute to a 
healthy, organized, and energized organization where ever employee feels they are treated 
fairly and belong. 

 

What is the difference between a policy and a procedure? 

In simple terms a policy explains the “why” while a procedure explains the “how.” A policy is 
meant to set the rules, need and intent for policy, and explain who is responsible for this policy. 
A procedure is used to explain the necessary steps and processes to ensure a policy is being 
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correctly managed and carried out. Policies should not have procedures written into them. 
Procedures should not have Policies written into them. 

Policy Name (note that the word “policy” should not be included in the name) followed 
by a comma and policy number 

Sample:  Learning Excellence, 2.05 

Procedure Name (it is ok to include the word procedure in the name), policy number 
followed by a period and procedure number.  Procedures should be labeled “01, .02, 
.03” 

Sample: Faculty Professional Growth Procedures, 2.05.01 

A guiding statement connects the policy to the college values and culture. 

Policy Purpose:  Yavapai College values (equity, excellence, caring, integrity) the purpose of this 
policy is….. 

Sample: Yavapai College has a clear, consistent, standardized process for College Policy 
development and administration that promotes transparency, institutional efficiency 
and effectiveness, mitigates risk, and enhances compliance and accountability. 

Sample: Yavapai College is committed to providing a work environment that 
encourages an open atmosphere in which problems and complaints are answered 
quickly by supervisors and management.  This operational policy provides a means for 
employees to communicate and resolve specific concerns pertaining to their 
employment that demonstrates the Yavapai College values of equity, caring, integrity, 
and excellence. 

Procedure (goes in Procedure Description):    Contains a concise description of the procedure.  
Ties back to the policy and who the procedure applies to. Should be titled as: Policy Name 
Procedure, 11.11.01 

General Guidelines 
Yavapai College References 

When referring to Yavapai College use Yavapai College in the first reference and “the College” 
in subsequent references. 



 Sample:  Yavapai College values equity and excellence.  This policy outlines the College 
policy related to animals on campus. 

Acronyms: 

Spell out the acronym in words in first reference followed by acronym in parenthesis.  
Subsequent references, use acronym. 

Sample:  The Student Government Association (SGA) is a body that represents students.  
SGA officers are elected annually. 

Sample:  The Yavapai College Staff Association (YCSA) administers the YCSA professional 
growth program. 

Participatory Governance Statement: 

Sample:  Yavapai College utilizes a participatory governance approach to develop, 
review, and communicate the operational procedures that support this policy annually.  
The Vice President of Academic Affairs shall approve changes to operational procedures. 

Sample in a Policy (at the bottom of Operational Policy Statement):  The Chief Human 
Resources Officer, in conjunction with employee professional growth committees, will 
demonstrate good stewardship of college resources by adopting written procedures for 
professional growth programs and organizational development needs. 

Sample in a Procedure (in the procedure responsibility section):  These procedures are 
developed by the Faculty Professional Growth Committee in collaboration with the 
Business Office and the Office of Instructional Support.  The Vice President of Academic 
Affairs or designee approves these procedures. 

Section Ordering 

Under the procedure sections will be organized by Roman numerals (I, II, III). If a section needs 
to go into steps it will then use a capital letter system (A B C). If further indentation is required 
in a step it will then use numbers (1 2 3). The title of each section and subsection will be bolded 
(as seen below) 

 



Text and Paragraph Formatting 

When building a policy in PolicyStat you will see that the system is built to have types of text 
boxes. 

These formats will auto format the text and indentation. (if needed indentation can be changed 
via the toolbar) 

 

 

 

 

Policy Administration 10.15 

1. Title the policy (see Naming Convention above) 

2. Complete purpose statement (see Guiding Statements above), implementing the 
purpose that the policy serves as well as the values it relates to. 
The title, purpose should be bolded in subheading format. The description should be in 
paragraph format below. 
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3. Complete the policy application. This will define the individuals that are affected by this 
policy. 
The title, policy application should be bolded in subheading format. The description 
should be in paragraph format below. 

4. Policy body – This is where the Policy will be written explaining what the policy is. This 
section should not have procedures as procedures should be in a separate document. 
The title, operation policy should be bolded in subheading format. The policy will be 
placed below in paragraph format with the step titles bolded (see section ordering and 
text and paragraph formatting above). 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



5. Definitions – This section is used to bring attention and define any keywords, acronyms, 
or important context written within the Policy Body. 
The title, definitions should be bolded in subheading format. The definitions should be 
placed in paragraph format below with the title of the specific definition bolded 
followed by the definition not bolded.  

 

6. Procedures – Here is linked the appropriate procedures that apply to this policy. 
The title, procedures should be bolded in subheading format. The procedures will be placed 
below in paragraph format with the procedure title being a hyperlink directly to the procedure. 

 

 

7. Related Policies – Here is linked any related policies. Any related policies will have their name as 
a hyperlink. 



The title, related policies should be bolded in subheading format. Any related policies will be 
placed below in paragraph format with the policy title as a hyperlink directly to the policy. 

 

 

8. Related information – Any further information necessary will be here. 
The title, related information should be bolded in subheading format. Any related information 
should be in paragraph format below with the title of any document or webpage placed as a 
hyperlink directly to the document or webpage. 

 

 

9. Operational Policy History – This section will contain all operational history related to policy 
revision, adoption, or sunset. 

 

 

10. History – This section is a detailed account of policy history as well as any comment 
administrators have placed in relevance to the policy. 



 

Policy Administration Procedure, 10.15.01 

1. Title the procedure (see Naming Convention above) 

 

 

2. Complete the procedure description. The procedure description is intended explain the purpose 
of the procedure as well as link it to the policy it supports. 
The title, procedure description will be bolded in the subheading format. The description itself 
will be placed below in a paragraph format. 
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3. Complete the procedure responsibility. This section explains those responsible for development 
of the procedure, as well as the maintaining of the procedure. 
The title, procedure responsibility will be bolded in the subheading format. The description itself 
will be placed below in a paragraph format. 

 

 

4. Complete the body of the procedure. 

The title, procedure will be bolded in the subheading format. The procedure as written below will 
be placed in paragraph format with and step titles bolded (see section ordering and text and 
paragraph formatting above) 

 

 



5. Complete the References section. This section will have the Policy that this procedure applies to 
typed out with its text hyperlinking to the policy. It will also have the Policy Impact and Tracking 
Statement in the same manner. 

 

 

6. The remaining sections will auto fill the same way they do in the Policies: Procedure history, 
Attachments, Approval Signatures, and History. 

 

 

 

 

 

 

 

 


