KSU Policy Review Process
Instructions for Shared Governance and Administrative Review Body Leaders

Step 1: Plan the Review of a Policy Proposal

As the leader of a shared governance or administrative review group, you will receive an email
containing the proposed policy and asking you to enter an anticipated review date for when you
think this policy will be on the agenda for your review group. From that email, click on the “Open
Update Form” at the bottom to access the proposed policy and to enter the anticipated review date.

Dear Test Griffiths,

As President of Faculty Senate, you are being asked to share this proposed
policy with the members of the Faculty Senate. This policy proposal is being
submitted by Scrappy Owl and would be facilitated through the review process
by the AVP for Academic Effectiveness and SACSCOC Liaison, Leigh Funk.
Please process the proposal attached below according to these instructions:

Click the link below to:
1. Download the attached policy.

2. Identify a meeting date when you anticipate this policy will be on the agenda
and enter that into the box provided in the link.

3. Share the policy with the Faculty Senate and collect feedback.

After the anticipated review date passes, you will receive an automated email
with a link for you to share the recommendation from the Faculty Senate and to
upload a summary of any feedback to be considered by the Provost and
President as they consider the approval of this policy.

If you have questions about the proposal below, please reach out to Leigh Funk

at lfunk@kennesaw.edu.
Thank you

Step 2: Enter the Anticipated Review Date

When you click the Open Request button you will be taken to the form where you can download the
proposed policy and enter the anticipated review date. You can also indicate that you would like to
receive an email of this submission for your records.

Plan the Review of a Policy
Proposal

Dear Test Griffiths,

this policy will be on the
the link.

You will receive a follow-up email on the date you enter into
wmbimpet the Anticipated Decision Date prompting you to enter a
recommendation and to upload any feedback.

Thank you.
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You should receive confirmation of your submission once you click the Submit Update button.
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Update Complete

Your update has been submitted.

Step 3: Enter Recommendation and Upload Feedback
On the date you entered as the Anticipated Review Date, you will receive an email with a link
prompting you to submit the recommendation from your review group for this policy.
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Please review this policy
proposal

Dear Test Griffiths,

You are being asked to help process a policy proposal. This policy proposal is
being sent by Scrappy Owl at Ifunk@kennesaw.edu and would be managed by
the AVP for Academic Effectiveness and SACSCOC Liaison, Leigh Funk. Please
process this proposal according to these instructions:

If you need to delay your review, please update the Anticipated Decision Date
below. If you have questions about the proposal below, please reach out to
Scrappy Owil at Ifunk@kennesaw.edu

If you need additional time to complete this review or
s ot o would like to invite additional discussion on this policy,
please update the Anticipated Decision Date and click

Recommend Decline.
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