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Policy Governance Framework  

 
I. Scope & Purpose 

This Policy Governance Framework applies to all academic, student and administrative policies 
of The Cooper Union and to all individuals involved in the development, revision, approval, 
implementation, and maintenance of such policies, including Trustees, faculty, staff, 
administrators, and volunteers, as applicable.  The purpose of this policy is to establish a 
coherent, consistent, and transparent institutional framework for the development, review, 
approval, issuance, maintenance, and archiving of Cooper Union policies. This policy ensures 
that institutional policies: 
 

• Comply with applicable federal, state, accreditor, and regulatory requirements 
• Are developed through appropriate institutional processes 
• Are written, approved, documented, and maintained in a consistent and transparent 

format 
• Are accessible and understandable to affected constituents 
• Are practical, enforceable, and foster accountability 

This policy also establishes standards for policy review and version control. 
 
II. Definitions 

For purposes of this policy, the following definitions apply: 
 
• Policy: A formal statement approved through institutional governance that establishes 

requirements, standards, or expectations governing academic or administrative operations. 
• Policy Owner: The administrator responsible for the substance, accuracy, compliance, and 

ongoing maintenance of a policy within their jurisdiction. 
• Responsible Office: The academic or administrative office accountable for development of 

the policy, and interpretation, implementation, compliance, reporting, and records 
management related to a policy. 

• Policy Author: The individual designated by the Policy Owner to draft or revise a policy and 
steward it through the review and approval process.  

• Stakeholders/Impacted Offices: Individuals or offices identified by the Responsible Office 
whose work, responsibilities, or constituencies may be affected by a policy. 

• Non-Academic Policy Review Council: The standing committee charged with overseeing the 
policy development process and ensuring adherence to institutional standards. This group 
includes the following members: Chief of Staff, Chief Financial Officer, Vice President for 
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Alumni Affairs and Development, Academic Deans, Vice President for Institutional 
Effectiveness, Dean of Students and Director of Human Resources.  

• Academic Policy Review Council: This group consists of the Academic Deans, the Dean of 
Students, the Vice President of Enrollment, and the Vice President of Institutional 
Effectiveness. 

• Policy Council: This refers to either the Non-Academic Policy Review Council or Academic 
Policy Review Council, depending on the nature of the policy. 
 

III. Policy & Procedures 

The Cooper Union shall develop, approve, issue, and maintain institutional policies through a 
standardized, documented process using a consistent format and centralized repository. All 
individuals engaged in policy development and maintenance must comply with the processes 
outlined in this policy for drafting, revising, approving, posting, and reviewing policies. 
 
Oversight of the institutional policy process is provided by the Policy Council in coordination 
with the President. The processes described below establish clear, differentiated workflows for 
non-academic policies and academic policies, while maintaining consistent standards for 
review, approval, publication, communication, and training. 
 
The President is the final approval authority for all academic, student and non-academic 
policies unless Board review is required.  Policies requiring Board action are reviewed by the 
President and then submitted to the Board of Trustees. 
 
All policies should be drafted using the approved Cooper Union Policy Template, which 
establishes a standard structure, promotes clarity and consistency, and supports transparency 
and accessibility. 
 
A. Policy Requirements 

Institutional policies should be drafted and revised using the Cooper Union Policy Template 
(attached). The template provides a standardized structure for: 
 

• Cover Page 
• Scope and purpose 
• Definitions 
• Policy statement 
• Procedures 
• Enforcement (if applicable) 
• Related policies, laws, and references 
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Use of the template is required for submission of any policy for institutional review and 
approval. 

 
B. Policy Process 

When determined by the President, Executive Leadership or the Policy Council that a policy 
is required, the following are the steps required for development, approval and publication.   
 
1. Review and Approval of Non-Academic Policies 

a. Step 1: Policy is drafted by, or in consultation with, the Policy Owner. 
b. Step 2: Policy Owner reviews the policy with stakeholders, including bargaining 

units and unions, as appropriate. 
c. Step 3: Non-Academic Policy Review Council reviews and provides feedback on 

the draft.  
d. Step 4: Policy Owner incorporates feedback and revises the draft, as appropriate. 
e. Step 5: Non-Academic Policy Review Council conducts a final review and 

endorses policy before submitting to the President. 
f. Step 6: President review and approval (followed by Board of Trustees Review 

and Approval, as necessary). 
 

2. Review and Approval of Academic Policies 
a. Step 1: Policy is drafted by, or in consultation with, the Policy Owner. 
b. Step 2: Policy Owner reviews the policy with stakeholders and school 

governances, as appropriate. 
c. Step 3: Academic Policy Review Council reviews and provides feedback on the 

draft.  
d. Step 4: Policy Owner incorporates feedback and revises the draft, as appropriate. 
e. Step 5: Academic Policy Review Council conducts a final review and endorses 

policy before submitting to the President. 
f. Step 6: President review and approval (followed by Board of Trustees Review 

and Approval, as necessary). 
 

3. Communication and Training: Approved policies are communicated and training is 
provided, as appropriate, in coordination with the Communications Office and other 
relevant offices or academic leadership. 

a. Academic Policies will be included in the College Catalog and, unless otherwise 
agreed, effective at the start of the following academic year. The Office of 
Institutional Effectiveness will take the lead on training and communication 
related to academic policies. 
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b. Non-Academic Policies will be published on the Policy page on the Cooper Union 
website and on Cooper Connect.  They will also be referenced in the Employee 
Handbook. The Office of the President will take the lead on training and 
communication related to non-academic policies. 

c. Student Policies will be published in the Student Handbook, on the Cooper 
Union website, and on Cooper Connect.  The Office of Student Affairs will take 
the lead on training and communication related to student policies. 
 

C. Policy Naming and Numbering Convention 

Each policy shall be assigned a unique policy number and title upon approval, using the 
following convention: 
[Category Code].[Policy Number].[Version Number]: [Policy Title] 
 
Category Code: Academic 

• AAC: Academic Affairs & Curriculum 
• ENR: Enrollment & Registration (including admissions policies) 
• AIA: Academic Integrity & Assessment 
• RES: Research & Scholarship 
• FAC: Faculty Governance & Appointments 

Category Code: Non-Academic 
• STU: Student Affairs & Student Life 
• EMP: Human Resources & Employment 
• FIN: Finance & Business Operations 
• FAC: Facilities & Campus Operations 
• ITD: Information Technology & Data 
• ADV: Advancement & External Relations 
• SEM: Public Safety & Emergency Management 
• GOV: Governance, Compliance & Risk 

Examples: 
• ENR.001.02: Submission of Grades 
• FIN.002.01: Travel and Expense Reimbursements 
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Cooper Union Policy Template  
 
Cover Page 

Policy Name  

Policy Number   

Associated Form(s)  

Area of Compliance  

Responsible Executive  

Responsible Offices  

Impacted Offices  

Approval Authority  

Contact  

Jurisdiction  
Restrictions on 
Publication  

Reviewed by  

Approval Date  

Adoption Date  

Revision Date  

Rationale for Policy 
Amendment  

Date of Next Review  
 
I. Scope & Purpose 
This section should indicate (1) to whom the policy applies; and (2) the purpose of the policy. 
 
II. Definitions 
This section should lay out the definition of key terms used throughout the policy. 
 
III. Policy Statement & Procedures 
Policy Statement 
This subsection should clearly articulate the institution’s rule, standard, or expectation. It should 
state what the policy requires or prohibits in plain, directive language and reflect the institution’s 
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intent. The policy statement should be concise, authoritative, and written so that a reasonable 
reader can understand their obligations without referring to the procedures. 
 

Guidance to drafters: 
• Focus on the “what,” not the “how.” 
• Avoid operational detail that may change frequently (e.g., names of staff members – 

instead use titles). 
• Use “must,” “shall,” or “may not” where appropriate to signal requirements. 

 
Procedures 
This subsection should describe the processes used to implement the policy. Procedures should 
explain how the policy is carried out, including responsibilities, timelines, approvals, 
documentation, and escalation paths as applicable. 
 

Guidance to drafters: 
• Identify responsible offices or roles. 
• Outline steps in logical order. 
• Include flexibility where operational judgment is required. 
• Consider whether some procedures are better housed in a separate document and 

referenced here. 
 
IV. Enforcement (if applicable) 
If necessary to include, this section should describe how the policy will be enforced and the 
consequences of non-compliance. It should identify the office(s) responsible for enforcement and 
the range of actions that may be taken if the policy is violated. 
 
Guidance to drafters: 

• Specify who has authority to investigate or address violations. 
• Reference applicable disciplinary processes rather than restating them. 
• Note that enforcement may vary depending on facts and circumstances. 
• Avoid prescribing penalties unless required; cross-reference existing codes or CBAs where 

relevant. 
 
V. Related Policies, Law and References (if applicable)  
List any relevant institutional policies, collective bargaining agreements, handbooks, and 
applicable federal, state, or local laws or regulations. 
  


