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1. PURPOSE.:
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2. URCES®BF AUTHORITY:

For the pui o{%, of this reg
i

2.1. Policy: A “ it is any gtandard, statement, or procedure of general applicability adopted by
the Board of ‘??k‘:

es pusdiiint to authotity delegated by law or the Board of Governors.
75

=%g8ins have the following meanings:

2.2. Regulation: A “Reguldtiéhi” is any standard, statement (which may refer to a policy statement), or

procedure of general applicability adopted by the Chancellor or the Chancellor’s delegee that
addresses any of the following matters:

2.2.1. Compliance with fiscal, academic, tesearch, human relations, or administrative
tequitements imposed by federal or state laws or implementing regulations.

22.2. Procedures and reporting requirements related to implementation ot compliance with

policies of the Board of Governors or Board of Trustees, or regulations of the General
Administration,




2.2.3. Matters not specifically addressed in Boatd of Governors or Board of Trustees policies or -
regulations of the General Administration that are within the general nature of the
chancellor’s delegated tesponsibilities to administer the institution.

Changes or exceptions to Regulations issued by the Chancellor may only be made by the
Chanceﬂor.

2.3. A*Rule” is a standard, statement (which may refer to a pohcy or regulatton) ot procedure, (a)
adopted by an academic or administrative unit of East Carolina University pursuant to authotity
mandated by a East Carolina University Policy or Regulation or (b) adopted by an executive
officer or executive officet’s delegee pursuant to authority delegated in Section 6 of this
regulation to address specific subject matters that are limig 13; scope to a particular unit’s

operational functlons A Rule may supplernent but no{&é@ lict with Policies and Regulations.

2.4, “Standard Operating Practices” ire established by -, ey admm.tsttatlve units to facilitate
the day-to-day business operations of a particy) guished from policies,
regulations, and rules because they do not d ] aligtaffect procedural or
substantive rights or duties. Except as isghiBerwi ect Jate; Operating Practices are

not subject to this Regulation, must not cofifligt wi icies, féss or rules, and should

2.5. “Executive Officer” include® Seanl r.» or any other senior level
administrator reporting dlrectly '

authority to create and

S
;s,w,, R

%

SNSIAND RULES:

SR
-‘"'er mcluc‘ﬁn'g"“Executwe Officers, may recommend new PRRs
.

0 ctiiber of the University Com.mumty may forward
3‘-“1 evised PRRs to any of the above entities /individuals.

3.2.1. Policies or Reg §lations that East Carolina Umversﬂ:y is specifically directed to adopt by

federal or state law or regulation, or by action of the Board of Governors ot General

Administration ate adopted pursuant to the procedutes in Section 3.5 except as otherwise
allowed noted in Section 3.2.2.

3.2.2. Special Circumstances; The procedures J.n Section 3.5 do not need to be followed in the
following circumstances:

1. The Chancellor or the Chancellot’s delegee may issue interim Regulations without
following the procedures set forth in Section 3.5 when it is necessary to meet emergency
deadlines or in other special citcumstances.
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3.5

" the University attorney concur inyh

Rules

2. The University Attorney is authotized to make non-substantive edits and substantive
updates to Board of Trustees Policies that are non-discretionary mandatory changes to
accord with UNC policies and regulations ot state or federal law. The University
Attorney is also authorized to make similar revisions to East Carolina University
Regulations and Rules. Non-substantive edits include, but are not limited to updating
titles or names that may have changed; cotrecting grammar, punctuation and
typogtaphical errors; editing for language consistency and format; and changing monetary

rates that are the result of federal ot state regulatory changes (e .., mileage rate
reimbursement) :

Other Policies and Regulations

Section 3.5. Such Policies and Regulations are re aﬁ' d at E‘“ ' ued dJ.tectly by the Board of
Trustees, Chancellor or Chancellor’s delegee. T, Bo

officers with delegated authotity may followdegi#ito in SEE 3.5
do so. All Policies and Regulations are sy bice &

officers are responsible for ensuring legal r& 6 of PRRs. Communi w@rwmh otber executive
officers and the Chancellot and Umvers1ty At 'am 't: is ex] ‘ed unless th#gs

¥

'c ot a.' istrative units may adopt Rules
L glegateé%aumonty and legal review and

o

{‘ che Requitements in Section 4.
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e X e CUtive fficer coACUS with the proposal, the proposed Policy or
£ i to 'rhe%‘:@ fice of the University Attomey fot review.

changes are recommended, the proposed Pohcy or Regulation is

icellor’s Office for review by the Executive Council. Tf the Office of

e ey recommends changes, the executive officer and the Office of the

University Attorriﬁéy will resolve the issue, or jointly seek resolution by the Chancellor.

3.5.4 The proposal is placed on the Executivé Council’s agenda for review. Normally at least
five (3) business days ate provided prior to the Executive Council’s review.



3.5.5 Following review by the Executive Council, the Chancellor acts on the Proposed Policy or
Regulation. The Chancellor may take any action on an BExecutive Council
recommendation, including but not limited to: action to table, adopt, not adopt, or adopt

with revisions. The Chancellor may use any advisory process deemed helpful by the
Chancellor. Proposed Policies will be forwarded to the Boatrd of Trustees for action.

4 CONTENT FORMAT AND PUBLICATION OF PRRS:

4.1 Content

PRRs create administrative structutes, set ptiorities, assign res ponsibility, delegate authority,

establish accountability, and define reporting requirernents j;:i s chrectly or substantially affect
o &-

procedural ot substanuve rlghts and duties. PRRs shoul

. __ t following the PRR
" ery policy should be
4tshould be used to

: <s in the body of the regulation
ttéferences should be listed and
: »recedlng the text of the PRR.

emstmg PRR by striking out language

gju ot underlining language that is new.

R

*‘.*.\.rb“'!'

5 S

fdposed ““‘}% fons to PRRS should be accompanied by mforrnation from

executs ’fﬁcex to Whom the unit reports, that, su.mmarlzes the

gg@’a of the regulation might find useful. Sponsors should follow
;'- g of the PRR template and obtain legal review prot to
i55ed PRR to the executive officer.

4.2.4. The Assistant Secretary to the Board of Trustees is responsible for maintaining the
hatdcopy of each Policy. that is approved by the Boatd of Trustees. The Executive
Assistant to the Chancellor is responsible for maintaining the hardcopy of each Regulation
that is approved by the Chancellor. If a Policy or Regulation must be approved by the
Board of Governors, the Assistant Secretary to the Board of Trustees shall maintain the

hardcopy of the Pohcy' and the Executive Asslstant to the Chancellor shall maintain the
hardcopy of the Regulauon



43 Publication of PRRs

4.3.1 The official site for approved PRRs is the East Carolina University Policy Manual website.
When approved by the authorized university officer, PRRs are to the forwarded to the Office of the
University Attorney for electronic publication on the University’s PRR web page. The Office of the
University Attorney will assign a number to the PRR, edit the title for location and subject matter
clarification, insert the effective date and edit the informational section preceding the PRR to include
related PRRs, forms, and additional relevant information. The Office of the University Attorney will

also add the PRR to the table of contents and site map and provide search terms for the web site
function.

4.3.2 Any electronic reproduction of 2 PRR by any University wmust be by hyperlink to the PRR
on the Hast Carolina University PRR website. Units may p ;“%af’ web pages, handbooks, bulletins,
brochures, and similar matetials to provide information tog ¢l

groups. To the extent that such materials reference B@

iy, staff, students and other constituent

el ,'ernors or East Carolina University
PRRS with or Wlthout including the text verbatim, _
2

ust be Ak disclaimer that establishes the pre-
igidstation of the cﬁ%@a PRR.

-—w
t’g”,g S .

51.7 Internations -., ¥ams ! :
5.1.8 Distance educﬁ‘ﬁon continuing studies and learning technologies

5.1.9 Academic Libraries and I lc,armngr Resources
5.1.10 Smdent activities

5.1.11  Student Services and groups

5.1.12 Student Conduct .

51.13  Student Health, wellness and fitness
51.14  Arts programs and activities

5115 ROTC Programs '
5.1.16 Student Union

5117  State Residency Appeals

5118 Campus Police




51.19  Accreditation and certification for academic programs and reviews of academic and

non-academic programs
Instimtional Planning, Assessment and Research

5.1.20

52 Vice Chancellor for University Advancement

521 Criteria and Procedures for the Acceptance of Gifts
5.2.2  University Development

5.2.3  Alumni Relations

524 Advancement Services

5.2.5 University Marketing and Publications

53  Vice Chancellor for Administration and Finance

5.3.1 Business Operations

5.3.2  Campus Operations

5.3.3. Environmental Health and Safety
5.3.4 Financial Services

5.3.5 Human Resources

5.3.6 Information Technology and Compu
5.377 Facilities

% Dlvlsion AdV'lent ,elo ment
f.»g.,-‘-z ) M T T T TTTT o TTrm T s e e

5.5 Vige j}%i_aee]lor for Ress ﬁ ch and aduate Studies

5.5.1.
5.5.2.
5.5.3.

5.5.4  Degtee ehglblh- or graduate students °
555 Graduate admissions

5.5.6  Graduate assistantships, fellowships and tuition remissions
557 Academic standards and curticula matters for gradﬁate students
5.5.8 Degree eligibility for graduate students
Personnel procedures relating to postdoctoral scholar appointments
10_Appointment of graduate faculty, including titles and ranks
A1 Graduate student services
12 Hunwn Subjects Protection
A3 Use of Animals in Research
5 14 Conflicts of Interest

l#a}
Nl

L r_J1
u1 U1

\J'I‘J'l 1
U1U1




5.5.15 Misconduct in Science
5.5.16 Export Controls

5.5.17 Biohazards, chemical safety, recombinant DNA and radiation hazards
5.5.18 Diving and Water Safety

6. DELEGATION OF AUTHORITY FOR RULES:
-NOTE THE AREAS LISTED BELOW ARE MERE EXAMPLES-
6.1 International Programs — Associate V@ce Chancellor for International Affairs International A ffairs

6.2 Distance Education and Learning Technologies — Associate Vg 5** ancellor for Academic Outreach

7. EFFECTIVE DATE OF PRRS:

specifies.
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- GUIDELINES FOR DRAFTING
POLICIES, REGULATIONS AND RULES (PRRs)

Additional References:

Procedure for Formatting, Adopting, and Publlshmg Policies, Regulatlons and Rules
PRR Approval Process (lowchart)

PRR Template

PRR Review Box

Contact for Info: Office of the Umvers1ty Attomney (252 3 ‘-6940)

1. INTRODUCTION
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been approved by e
es to enable any user to easily

) number and subject heading 3
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enexal subject category assigned by the
amond 12 point font is used in the informational

’ iy

e f thc Universits A
> %

Bk

s

2.2 Inform% 16D dm ecedmg the PRR. The drafter of the PRR should Insert

the following

2.2.1 Title of the PRE:H S should be written so tBat the major sub}ect matter or class
affected appears first as most individuals search an index or table of contents

alphabetically; e. g., Sexual Orentation Policy Statement rather than Policy Statement on
Sexual Odentation.

.2.2.2 Authority and Bffective Date: The Board of Trustees is the authority for all Policies.
"The Chancellor or an Executive Officer who has delegated authority for issuing
Regulations in specified subject areas is the authority for all Regulations. See the
delegations of Authority in REG (INSERT NUMBER) Procedure fot Formatting,
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Adopting, and Publishing Policies, Regulations, and Rules. The issuing authority for a Rule
is the applicable issuing unit.

2.2.3 History: Dates the PRR was first enacted and last rgvised.

2.2.4 Related Policies: Related policies that may help the treader to better understand the
PRR. : ' '

2.2.5 Additional Information: Task force reports, memoranda, forms, state or federal laws
or regulations that may be pertlnent

2.2.6 Contact Person: official title and phone numb
most knowledgeable about PRR who can respond ¢
about the PRR.

3.PRR CONTENT

mg Authority. PRRs must be consistent with all applicable
&plation is to implement a federal or state law, a policy of the
ke Board of Trustees, ot a directive from General _

. Administration, the J.ntroduction to the regulation should note this and the remainder of
the PRR should be consistent with the higher govering authority.

3.3 Essential Subject Matter. PRRs should be concise, understandable and contain only

material essential to the PRR. Ormt needless words. Readers are interested in getting to
_ the point.
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1

3341 Hisfo:ical Information. Historical in'forrnaf;ion may be useful but it should not be in
- the PRR. Such information may be in a task force repott that can be hypetlinked in the
informational section of the template to provide the reader with additional information.

3.3.2 BOG or BOT Policies. Do not tepeat language from Board of Governor's or Board

of Trustees’ Policies unless it is necessary. Instead, reference the policy and include it in
the informational section with 2 hyperlink.

3.3.3 Webpage, Forms, Handbooks and other References: Unit webpage or other
information relating to the regulations, such as guidelines, fgrms, charts, and handbooks,
should not be incorporated into the body of the PRR bug#l§#hld be listed and hypetlinked
in the additional information section preceding the tegt###he PRR. ECU PRRs and
forms and PRRs in the UNC Policy Manual may bedmerlin
PRR. References and hypetlinks to PRRs withir 5"\:-
title of the PRR (not the http address). Refergfige!
form and the office or title of the person ] T

, tagsing Garamond 12 point font
and left justified i femplate. Section titles and subtitles should

be used bod'

chetiding upon the substantive matters that are

: mon heidings that many PRRs use. Not all headings may be
applicable dej i piite subject matter and scope of the PRR.

for the policy and a B gotStatement about what the PRR will address. Some examples of
the purpose or reason for a PRR are the following: '

a) State or federal law or UNC policy requires ECU to have 2 policy or
procedure on the subject;[5] :

b) To ensure accountability, address expected behavior;[6]

¢ To recognize the legitimate interests/expectations of various individuals,
administrative/academic units, or the university;[7]
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d) Overall benefits.[8]

4.2.2 Scope: Addresses who or what is covered by the PRR. For example, who must
observe the policy and follow its procedure; who must understand the policy to do theix
job. Most PRRs have a primary audience and a secondary audience. For example, policies
on graduate student admission address the criteria for admission and the-procedures for
admission. The primary audience is the graduate student who may be applying, and the
secondaty audience is the administrators who are jnvolved in making the decisions. The
PRR should focus directly on the primary audience in writing the PRR. If there ate two

primary audiences, the PRR should be clear in each section

L which audience is being
addressed. | e

the subject matter, this may be a simple &3
sections with subtitles.

YAbIG)
T,
2

a0

I2] E.g., grievances must be filed within 30 calendar days of the action being grieved. As a
general rule, dates should be appropriate timeframes, rather than specific dates, unless a
specific date is necessary for operation of the process.

3] E.g, the office whete applications must be filed.
{4] E.g., steps to be followed in resolving a complaint of sexual harassment; note that

details such as how to fill out a form would not be contained in a PRR as these types of
details usually are reserved for administrative guide lines, if necessary.
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[58] E.g., UNC Code and implementing BOG policies requite that East Carolina
University have a faculty grievance procedure.

[6] E.g., policy for coordination of fundraising by affiliated foundations, Student Conduct
Codes. '

[7] E.g., identifying the circumstances under which the university may access material on

an employee's computer or the procedures to be followed by employees or students who
have grievances. B '

[8} E.g., fire protection regulation.
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Title (Insert title here)
PRR Classification # (List POL, REG RULE and leave #blank. To be done by Legal
PRR General Subject Matter (Leave blank. To be done by Legal)

Print-friendly versign@
(Print-Friendly version is a word version of this template available for downloading)

Authority: [Insert the relevant issuing authority. E.g., Board of Trustees is the authotity for all Policies.
The Chancellor of an Executive Officer has delegqted authority for issuing Regulations in specified
subject areas. The issuing authority for a Rule is the applicable | 1ssu unit.}

2.2 Sub-Heading

3. Heading

31 Sub-Headin
32 Sub-Heading

32.1 Sub-Heading






