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PURPOSE: The purpose of this College Operating Policy/Procedure (COP) is to establish a standardized and
systematic process for the creation and implementation of new COPs in the College of Arts &
Sciences (CAS), as well as for the routine review and, as needed, revision of existing COPs.

POLICY/PROCEDURE:
l. Overview:

a. CASis committed to promoting a culture of shared governance and transparency.

b. Tothatend, the CAS Office of the Dean hosts and maintains a publicly accessible collection of
college-level operating policies and procedures (COPs), similar in format and design to those
controlled at the university level, commonly referred to as “OPs.”

c. COPstypically exist to govern situations and circumstances that are:

1. unaddressed in any current university or system-level OP.
2. lefttothe discretion of individual colleges and/or academic units.
3. applicable across disciplines and all departments and academic units.
d. COPs function in subordination to university OPs.
1. Assuch, they must not contradict an existing university OP.
2. Similarly, COPs should not simply replicate or create unnecessary redundancies with
existing university OPs.

Il. Policies Committee:

a. CAS maintains a standing “Policies Committee” charged with the management of this process, in
compliance with this COP.

b. The Policies Committee will consist of the CAS Associate Dean for Administrative Affairs and at
least one chair, director, and/or area coordinator (CDAC) representing each of the following
categories:

1. humanities.
2. social sciences.
3. naturalsciences.

c. Asageneral practice, CDAC committee members will be appointed by the Dean of CAS after a call
for volunteers. Additional committee members may be added depending on circumstances, with
written approval from the Dean.

d. Appointed CDAC members may serve up to (but not more than) three consecutive years on the
committee.

e. CAS acknowledges the importance of (and will strive toward) equitable committee representation
among all departments when possible.

1. Procedures:
a. ldeas and suggestions for a new or revised policy may be introduced by the Dean, an Associate or

Assistant Dean, or a CDAC. All such ideas or suggestions will be sent to the Policies Committee for
additional consideration.
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b. Typically, the Associate Dean for Administrative Affairs will write the preliminary draft of any new
COP and will also make any proposed changes or edits to any existing COP for which a revision has
been recommended.

c. The Dean of CAS reserves the right to review, approve, and comment on all preliminary drafts,
regardless of whether the draft is of a new COP or a revision to an existing COP.

d. Once aproposed new or revised COP has been reviewed and approved by the Dean of CAS, the
proposal in question will be forwarded to the Policies Committee for additional consideration.

e. The Policies Committee may meetin person or virtually, including by email, to discuss all
proposals. Upon the completion of this discussion, the committee may choose to reject or approve
the proposal in its original form, or it may choose to approve an amended version.

1. Regardless, a decision will be made by vote of the committee.

2. The Associate Dean for Administrative Affairs will only cast a vote in the event of a tie
among CDAC committee members.

3. Theresults of that vote must be recorded.

f. Proposals approved by the Policies Committee will be advanced to all CDACs for additional
consideration. The CAS Office of the Dean will allow space for open discussion in addition to
virtual space through which CDACs may comment anonymously.

g. Following this period of consideration and the subsequent incorporation of any minor edits that do
not substantively change the COP’s content or purpose, a vote will be taken of all CDACs.
Typically, voters will have no more than one calendar week to submit their ballot. The Dean of CAS
may impose a different timeline.

1. Proposalsreceiving a majority vote for approval will be adopted.

2. Proposals failing to receive a majority vote for approval will be sent back to the Policies
Committee for additional consideration and action, as dictated by the feedback received
during the period of consideration.

3. The Dean of CAS will cast a vote in the event of a tie among all CDACs.

V. Exceptions:

a. Inview of potential changes to existing TTU OPs, or similar directives coming from the State
Legislature, TTU System, Board of Regents, Office of the President, Office of the Provost, or other
governing board, the Dean of CAS reserves the right to adopt or revise COPs by means other than
those prescribed in this COP.

b. The Dean of CAS acknowledges that such situations will be rare and that exceptions should be
avoided whenever possible.
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