
How a Policy Administrator would coordinate the policy cycle
The Policy Administrator would keep the schedule, hand-offs, tracker and checks. The Board Office keeps the official manuals; each office keeps the decisions BDC and BDC-R(1) give it.

Example only: one way this role could work, built from the district's published policies. Not adopted by the district.

Start 1. Drafting 2. Committee 3. First read and
comment window

Committee
review *

4. Ready for
action 5. Adopted 6. Regulation due

Packet 5 business days
ahead *

Board: ~14 calendar
days (BDC-R(1)); public:
specified deadline (BDC)

Packet 5 business days
ahead *

Next month's meeting
or later (BDC)

On adoption (BDC) or
next day (BDC-R(1))

unless board sets a date

30 days after adoption;
goal: with the policy

(Oct 5, 2026 meeting) *

Timing

Board

Board direction; chair
can open a draft

Committee sends the
draft to the full board;
recommendation by
motion (current
practice) *

First reading; draft
posted for comment.
Members' comments:
Executive Director of
Board Operations

Committee reviews
comments;
recommends another
read if changes are
needed, or ready for
action (current
practice) *

Gets comments filed
by the deadline; may
amend by majority or
postpone after
extensive changes;
votes (BDC-R(1) calls
this the Second Public
Reading)

Adopted policy is
attached to the
minutes; only adopted
and recorded policies
are official

May review the
regulation before
implementation

Superintendent
and chiefs

Superintendent
identifies a need;
superintendent or
designee initiates a
draft

Owning chief
researches and drafts
with the
superintendent

Board's suggested
edits forwarded to the
chief

Superintendent or
designee presents the
final draft and
comment index

Superintendent or
designee starts one as
needed or as the
board directs; chief
drafts; no board
approval

Policy
Administrator
(proposed)

Intake and priority:
one list of every
request and trigger,
ranked by tier;
recommends what to
open next

Drafting:
drafts or edits with
the chief; tracks
Legal's review of every
draft; consults
implementers by
stakeholder tier

Packet check:
one-page brief; clean
copy and redline;
version matches the
tracker

Comment log:
online comments,
Word redlines, the
feedback form and
meetings in one log;
closed, with responses
drafted, within 5
business days after
the window closes

Feedback packet:
comments and
responses; proposed
edits; version matches
the tracker

Pre-vote check:
Simbli draft matches
the frozen version;
comment index
attached; changes
since first reading
marked; flags
extensive changes

After adoption:
posting confirmed;
old version archived;
cross-references
checked; tracker
updated;
implementing office
told; training if
practice changes

Regulation:
sets up the task once
one is started; drafts
with the chief; tracks
the regulation due
date

Legal Affairs
Flags law changes * Reviews every draft;

advises on unclear
substantive vs.
conforming cases *

Reviews any later
drafts

Reviews the
regulation

Board Office

Public comments are
forwarded here or to
the chief

Facilitates posting to
the Board Policy
Manual (Simbli);
adopted policies
within 2 workdays

recommends
once opened substantive

conforming (BDC-R(1)):
superintendent or
designee approves;
no board approval;
board told before
issuance

ready for
action

adopted

not adopted: may return for refinement and re-presentation for action, or be abandoned
extra read ("second read" in practice) *

if one is started

Reasons to start
Anyone may suggest a change (BDC-R(1)). Priority tiers *: 1. Legally required ·
2. Leadership priority · 3. Operational risk · 4. Review cycle (BDC calls for a
comprehensive board review at least once every 3–5 years). Edits that do not
change a policy's intent or provisions take the conforming path (BDC-R(1)).

Policy Administrator, all year *
Answers policy questions; checks how
policies are followed; reconciles the tracker
with Simbli each quarter; reports status on a
one-page status sheet.

Held *
A tracker status: when the office
that owns a stage pauses it, the
reason and a return date are
recorded.

Solid: Policy BDC or Regulation BDC-R(1)

Dashed or *: not in BDC or BDC-R(1)
“(current practice)” marks committee practice and “(Oct 5, 2026
meeting)” timing described there; other dashed or * items are
the proposal. Arrows to or from Policy Administrator boxes are
proposed hand-offs.

1 2 3 4 5

What the tracker records at each hand-off: 1 Edits saved for the next revision 2 Which draft is current 3 Next steps agreed in meetings 4 Every comment and its source 5 Regulations after adoption

Policy BDC: in matters of unusual urgency, the board may expedite or otherwise alter the process; rescinding a policy follows the same procedures. BDC and BDC-R(1) do not name the Policy Administrator; it would act only where the
superintendent or a chief designates it (“or designee”). Before a vote, the board can also pull a draft and send it back to the policy committee (Oct 5, 2026 board meeting).


