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SECTION 2.5 ADMINISTRATIVE PROCEDURE DEVELOPMENT 

 
 
Administrative Procedures shall contain implementation methods, systems, and procedures for the 
efficient management of the District within the Board Policy framework. 
 
While the responsibility for originating, revising, and/or deleting Administrative Procedures resides 
primarily with the Superintendent, this task is usually delegated to the staff.   Changes are 
channeled through Cabinet for discussion and adoption.  Administrative Procedures do not require 
adoption by the Board and should be presented for review at a regular Board meeting when there 
are substantive changes.  New Administration Procedures are then distributed to the Board and 
staff for inclusion in their policy manuals. 
 
The Superintendent, or designee, shall be responsible for developing and enforcing administrative 
procedures for the operation of the District.  Administrative procedures shall be consistent with law 
and Board policy and shall be designed to promote the achievement of District goals and 
objectives.  Administrative procedures may describe specific actions to be taken, roles and 
responsibilities of staff, timelines, and/or other necessary provisions.  The Superintendent, or 
designee, also may develop procedure manuals, handbooks, or other guides to carry out the intent 
of Board policy. 
 
It is the responsibility of all employees to review pertinent Board Policy and Administrative 
Procedures each year, so that they understand the provisions of each article that affects their work 
situation. 
 
No Board policy, bylaw, or administrative procedure, or any portion thereof, shall be operative if it 
is found to be in conflict with applicable federal or state law or regulations or court decisions.  If 
any portion of a policy is found to be invalid, that invalidity shall not affect other provisions of the 
policy. 
 
When resolution of such issues demands timely action, the Superintendent, or designee, shall have 
the authority to act on behalf of the District.  If the action indicates the need for additions or 
revisions in Board policies, the Superintendent, or designee, shall make the necessary 
recommendations to the Board. 


