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1.0 FORMATION OF POLICIES
1.1 The University Libraries Policy Manual incorporates only policies that have a library wide impact in that they effect more than a single division.

1.1.1Department, unit, or division level policies should not be included in the University Libraries Policy Manual, rather they should be retained as unit, departmental, or divisional policies.

1.2 Drafts of new policies, substantial revisions of existing policies, or proposed removal of obsolete policies, may originate from library staff, administrators, committees, councils, taskforces, the Library Assembly or the Library Management Team. 
2.0 APPROVAL OF DRAFT POLICIES

2.1 Format

2.1.1 All policies, whether new or revised, shall follow the format of this policy.

2.2 Approval Path

2.2.1 Completed drafts of all newly proposed or significantly revised policies should proceed through the following channels in the given order as appropriate:
a. Appropriate division head(s).

b. Ad hoc committee of the appropriate division(s).

c. Library Assembly (for informational purposes and general comments).

d. Library Management Team.
e. Director of Libraries.

2.2.2 Draft policies sponsored by Division Heads or appropriate committees should begin at step 2.2.1 (c).

2.2.3 Draft policies sponsored by the Director of Libraries or the Library Management Team should begin at step 2.2.1 (c).

2.2.4 Draft policies sponsored by the Library Assembly should begin at step 2.2.1 (d).

2.2.5 The Director of Libraries shall refer draft policies to the University Library Committee and the University Administration for approval, when appropriate.

2.3 Responsibilities during the Approval Process:
2.3.1 The original sponsor of a draft policy shall send a copy to the Executive Administrative Assistant in the Library Administrative Office, who shall monitor the draft through the channels specified in 2.2.1.

2.4 If a draft is returned to the original sponsor for significant revision at any stage of the approval process, the revised draft must again be routed through the appropriate path for approval of the revisions.

2.5 The decision of the Director of Libraries in all matters of operating policy shall be final.

3.0 DISTRIBUTION

3.1 At the time when draft policies are approved by the Director of Libraries, the Executive Administrative Assistant will see that the final versions are posted to the MU Libraries website.
3.2 An official copy of the policy or policy change will be filed with the office of the Director of Libraries.
4.0 POLICY REVIEW

4.1 The Review Process

Three years from the original approval date of each policy, each policy shall be reviewed by the Library Management Team.

4.1.1 If the policy is to remain unchanged, it shall be re-approved by the Library Management Team and re-dated.

4.1.2 If minor changes not affecting the substance or intent of the policy are made, such revisions will be approved and re-dated by the Library Management Team and the revised policy will be posted to the MU Libraries Website replacing the superseded policy.
4.1.3 If significant and substantive changes need to be made, the policy should be revised by an ad hoc committee appointed by the Director of Libraries for the purpose or by the original sponsor of the policy. The revised policy should then follow the approval path specified in 2.2.1.

4.1.4 If a policy is no longer relevant, a recommendation for withdrawal should be prepared by library staff, administrators, committees, councils, taskforces, the Library Assembly or the Library Management Team for consideration.
4.1.5 Recommendations for removal of obsolete policies should then be forwarded to the Library Management Team for consideration and action.
4.2 Criteria for Review

In reviewing policies, the following criteria are suggested:

a. Is there sound rationale for the policy?

b. Does it address a significant area of concern?

c. Does it relate to and is it consistent with the objectives of the Libraries and the University?

d. Is it subject to misinterpretation?

e. Is it up-to-date?

F. Can it be implemented and enforced? 
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