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SECTION 2.5.1 Procedure for Adoption, Revision, and Review 

 
 
In originating, revising, and/or deleting Administrative Procedures, the following items should be 
considered. 
 
 

1. The numbering of new sections of Administrative Procedures shall be coordinated through 
the Superintendent's office.  In updating sections of Procedures, the numbering format of 
the superseded section must be followed. 

 
2. The adoption history for all revisions of Administrative Procedures should be verified 

through the Superintendent's office.  A master file is maintained in that office which 
contains all previous sections of procedures.  This file is available and may provide valuable 
background material to requesting departments. 

 
3. Proposed Administrative Procedures shall be submitted to the Superintendent's Office with 

the appropriate administrator's recommendation for approval.  It is preferred that this 
submission be made in person so the item under question can be more effectively 
considered. 

 
4. When proposed changes in an Administrative Procedure have been done in rough draft 

form, they will be submitted to the Cabinet.  Final approval by the Cabinet members will 
bring about final typing and distribution. 
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In general, the following responsibilities will be maintained for originating and/or revising of 
Administrative Procedures: 
 

Article I Governing Board Superintendent 

 II Management Superintendent 

 III Educational Program Assistant Superintendent, 
Learning Support Services 

 IV Personnel Support Services Associate Superintendent, 
Personnel Support Services 

  • Certificated  

  • Classified  

  • Management  

 V Student Personnel Assistant Superintendent, 
Learning Support Services 

 VI Business Support Services 

• Finance 

• Facilities 

• Site Acquisition, Planning, and Construction 

• Purchasing, Warehousing and Equipment Control 

• Transportation 

• Food and Nutrition 

• Risk Management 

Deputy Superintendent 

  • Education Technology and Information Systems Superintendent 

 VII Community Relations Superintendent 

 
Although the development of procedures is primarily assigned to the Superintendent and the 
District administrators, it is important that ideas for such development be submitted by all 
members of the organization.  Discussions held during Cabinet, faculty meetings, etc., will 
sometimes point out the need for certain Administrative Procedures.  Such a need should be 
referred to the administrator responsible for that section of the procedures who should develop the 
recommendations concerning that area or assign someone to develop them and then present the 
proposed section(s) to the Superintendent and the Cabinet. 


