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TODAY’S TOPICS 
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UB’s official position on a particular issue 

• Has broad application throughout the university 

• Mandates actions or constraints 

• Helps achieve compliance with laws and regulations 

• Supports the university’s mission 

• Promotes quality and operational efficiency 

• Helps manage institutional risks 

• Supports equity and integrity in practices across the university 

• Requires presidential review and approval 

 

University Policy 
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• Align operations 

• Set behavior expectations 

• Endure across time and administrations 

• Connect the university’s mission to individual conduct 

• Support compliance with laws and regulations 

• Manage institutional risk 

• Communicate responsibilities 

• Enhance productivity and efficiency 

 

Policies Are Important 
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• Requirements or guidelines that apply to a particular unit or area 

• May be more restrictive and specific than a university policy  

• May not be more permissive 

Department Policy 
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• Policy 

 Governing rule or principle that requires or prohibits conduct 

• Procedure 

 Required steps to implement or comply with a policy 

• Guideline  

 Optional steps outlining suggested ways to perform a 
function or adhere to a policy or procedure 

 

Policy vs. Procedure vs. Guideline 
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• Design and implement the process to develop, review, issue, maintain, 
and revise university policies 

• Guide the responsible office through the process to develop or revise a 
policy 

• Provide feedback on structure, format, writing, and other editorial aspects 

• Arrange and chair Policy Review Group (PRG) meetings 

• Announce new policies 

• Maintain the UB Policy Library and Policy Glossary 

 

Policy and Operational Excellence 

http://www.buffalo.edu/administrative-services/policy1/ub-policy-lib.html
http://www.buffalo.edu/administrative-services/policy1/glossary.html
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• Developing University Policies 

• Policy development 

• Review and approval requirements 

• Standard format  

Policy on Policies 

http://www.buffalo.edu/administrative-services/policy1/ub-policy-lib/developing-univ-policies.html
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DEVELOP A  
UB POLICY 
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• Step 1:  Identify a need for a university policy 

 Issues emerge through federal or state legislation, SUNY 
or RF policies, changes in best practices, campus incident 
or other ways 

• Step 2:  Know the definition of a university policy 

 

Policy Development Process 
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• Step 3:  Complete the University Policy Proposal 

 Formulate need 

 Evaluate risk 

 Initiate legal review and guidance 

• Step 4:  Consult with university legal counsel 

 Current UB, SUNY, and RF policies 

 Compliance with federal and state laws 

 Review for legal risks, obligations, and defensibility 

 Determine best interest of the university 

 

Policy Development Process 

http://www.buffalo.edu/administrative-services/forms-catalog/policy/policy-proposal-req.html
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• Step 5:  Assemble a policy writing group 

 Define roles and expectations 

 Establish a timeline  

• Step 6:  Know the characteristics of a good policy document 

 Begin with a strong, clear policy statement 

 Use simple, clear, concise language  

 Are general enough to apply to unanticipated situations 

Policy Development Process 



‘- 

20 

• Step 7:  Research and gather information 

 Review policies issued by SUNY, other SUNY campuses, 
and other universities 

 Identify current practices, problem areas, and potential 
impact of changes 

 Expand a related policy 

• Step 8:  Prepare a draft policy 

 Download the University Policy Template 

Policy Development Process 
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• Step 9:  Draft supporting documents 

 Procedures 

 Guidelines 

 Forms 

 Instructions 

 Department web pages 

Policy Development Process 
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• Step 10:  Obtain stakeholder input 

 Share with those who can offer a broad perspective 

 Consider feedback and update as appropriate 

• Step 11:  Obtain POE and PRG review 

 POE reviews for clarity, coherence, structure, format, 
expression, and editorial aspects 

 PRG reviews for understandability, practicality, and impact 

Policy Development Process 

http://www.buffalo.edu/administrative-services/about-us/leadership-and-organization/admin-svcs-units/policy-excellence/policy-review-group.html
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• Step 12:  Obtain final legal approval, as appropriate 

• Step 13:  Obtain presidential approval 

Policy Development Process 
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• Step 14:  Communicate the new policy and procedures 

 POE publishes the policy in the Policy Library and 
posts an announcement on the Administrative Services 
Gateway and monthly Business Services recap 

 Responsible department sends message to list servs 
and announces at meetings 

• Step 15:  Conduct education and training 

 Responsible department conducts education and 
training and updates website 

Policy Development Process 
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• Step 16:  Maintain the policy  

 Review the policy every three years, or more 
frequently as circumstances require 

Policy Development Process  



‘- 

30 

POLICY 
WRITING 
STYLE GUIDE 
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Good policies are easy to read and help readers: 

• Find what they need 

• Understand what they find 

• Use what they find to meet their needs 

Policy Writing Style Guide 
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Good policy and procedure documents and related web pages: 

• Consider why the user needs the information 

• Give the user knowledge and confidence to do the right things 
the right way 

• Are written assuming the reader has: 

 Basic knowledge of the campus 

 Novice knowledge of the specific policy and procedure 

• Are reviewed regularly and updated as needed 

 

 

Policies 
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Good policy and procedure documents: 

• Use simple, clear, concise language 

• Avoid jargon and overly technical descriptions 

• Begin with a strong, clear policy statement 

• Are general enough to apply to unanticipated situations 

• Differentiate between policy, background, procedure, and other 
sections within the policy 

• Link to procedures and guidelines on the department website 

• Provide accurate contact information 

Policies  
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Use plain language and common words that can be easily 
understood by everyone 

• Create a policy the reader will understand the first time and 
in the way you intended 

• Use clear, precise, and straightforward language so that busy 
readers understand the message 

• Use simple words that are easier and faster to read for all 
levels of readers 

Policy Writing Style Guide 
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Use plain language and common words 

Omit unnecessary words 

 
Try to avoid: 

The university seeks to promote and increase participation of underrepresented 
suppliers and contractors in the procurement process with a program that reflects 
the broad diversity of our local New York State communities and to become more 
inclusive of the variety of locally relevant businesses that encounter difficulties 
with market entry, customer access and financial growth.  
  
Write instead: 

The university seeks to promote and increase participation of New York State 
businesses that encounter difficulties with market entry, customer access and 
financial growth. 

 

Policy Writing Style Guide 
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Write in the present tense with a positive tone 

 

Try to avoid: 

Staff may be unaware that the new regulations require written consent from the 
participant. 

 

Write instead: 

The new regulations require written consent from the participant. 

 

Policy Writing Style Guide 
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Write in the active voice, rather than the passive voice 

• In an active-voice sentence, the person or department/unit taking the 
action is the subject of the sentence 

• Passive-voice sentences often do not identify who is performing the action 

 

Try to avoid: 

New regulations have been proposed by the Department of Labor.  

 

Write instead: 

The Department of Labor proposed new regulations. 

 

Policy Writing Style Guide 
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Write short sentences 

Omit unnecessary words 

 
Try to avoid: 

Built on the efforts of campus policy and procedure "owners," this site is 
designed to make policy and procedure information widely accessible so 
that members of the campus community can make decisions and streamline 
campus administrative processes with the knowledge that their actions 
conform with official campus policies and procedures.  
 

Write instead: 

This is the official website for university policies. 

 

Policy Writing Style Guide 
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Write short sentences 

Omit unnecessary words 

 

Try to avoid: 

Use of the UB owned fiber optic cable plant, known as the UB Regional Fiber 
Network, is governed by the relationship that the university has with current and 
prospective partner institutions in support of UB’s outreach mission to deepen UB’s 
impact and outreach in the regional community, strengthening programs and 
partnership and contribute to the social, cultural and economic vitality of Western 
New York. 
 
Write instead: 

The University at Buffalo provides access to the UB-owned fiber optic cable plant 
to deepen the university’s impact and outreach in the regional community and 
strengthen programs and partnerships that contribute to the economic vitality of 
Western New York. 

 

Policy Writing Style Guide 
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Use verbs instead of nouns from verbs 

• Verbs express action and are often the most important of part of sentences 

• Be aware of words ending in “ion” as they are usually the verb in noun form 
(e.g., notify/notification, apply/application, identify/identification) 

 

Try to avoid: 

The project manager has the responsibility for the creation of the safety manual.  

 

Write instead: 

The project manager is responsible for creating the safety manual. 

 

Policy Writing Style Guide 
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Avoid stating the subject negatively and the verb positively 

 

Try to avoid: 

No single prize in any raffle may exceed $100,000.   

 

Write instead: 

A single prize in any raffle may not exceed $100,000.   

 

Policy Writing Style Guide 
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Avoid legalese 

Try to avoid: Write instead: 

aforementioned previous 

during such time as while 

for the duration of during 

Policy Writing Style Guide 
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Avoid redundant words 

Try to avoid: Write instead: 

mutual cooperation cooperation 

uniformly consistent consistent 

past history history 

Policy Writing Style Guide 
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Avoid wordy phrases 

Try to avoid: Write instead: 

a percentage of some 

at this point in time now 

due to the fact that because 

in the event that if 

on a monthly basis monthly 

Policy Writing Style Guide 
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Use bulleted lists to: 

• Highlight or emphasize a series of requirements or  
complex information in a visually clear way 

• Allow readers to scan for information 

• Facilitate reading comprehension 

 

Policy Writing Style Guide 
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Use tables or charts to: 

• Organize information so that it is easier to understand  

• Help the reader see relationships that may be hidden in 
dense text 

• Allow readers to scan for information 

Policy Writing Style Guide 
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Campus Situation 

One of the following options will be considered during the recommendation and decision process for severe winter weather. A 
combination of options may be considered as well. 

1 – All Classes and Events are Canceled 
All classes and events are cancelled at the University at Buffalo. Only those individuals designated as essential personnel should 
report to work. Scheduled performing arts or athletic events may or may not be affected by this announcement. Ticketholders are 
advised to check with the sponsoring unit of any public event. This situation means the weather conditions are severe enough to 
threaten the safety of the campus community. As the situation improves, this restriction should be altered as necessary to resume 
scheduled operations. 

2 – Classes and Events Delayed 
All classes and events at the University are delayed for a specific time period based on current conditions and forecasts. All 
essential personnel should report for work if conditions allow.  

3 – Early Departure for Employees 
Weather conditions have deteriorated to the point where transportation and health and safety of employees may be jeopardized 
and an early departure may be authorized. Employees should not be required to leave, but instead permitted to leave then or any 
time thereafter. 

4 – Classes and Campus Operations Conducted as Usual 
All classes and events will continue as scheduled but officials will continuously monitor campus conditions and communicate any 
changes as necessary. Winter weather can sometimes affect only certain parts of the Western New York region. Although the 
University is open during periods of adverse conditions, supervisors and department chairs may alter work schedules to make 
allowances for unique travel problems. This means employees must still account for their normal workday by working or taking 
vacation leave. 
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Change in Scheduled Operations 
Options 

 
Description 

All Classes and Events are 
Canceled 

All classes and events are canceled. Weather conditions are 
severe enough to threaten the safety of the campus 
community. As the situation improves, this restriction will be 
altered, as necessary, to resume scheduled operations. 

Only those individuals designated as essential personnel 
should report to work.  

Scheduled performing arts or athletic events may or may not 
be affected by this announcement. Ticketholders are advised 
to check with the sponsoring unit of a public event.  

Classes and Events Delayed All classes and events are delayed for a specific time period 
based on current conditions and forecasts.  

Essential personnel should report for work if conditions allow.  

Early Departure for Employees Weather conditions have deteriorated to the point where 
transportation and health and safety of employees may be 
jeopardized.  

Employees should not be required to leave, but instead 
permitted to leave then or any time after the early departure 
announcement is made. 

Classes and Campus Operations 
Conducted as Usual 

All classes and events will continue as scheduled, but officials 
will continuously monitor campus conditions and 
communicate any changes as necessary.  

Although the university is open during periods of adverse 
conditions, supervisors and department chairs may alter work 
schedules to make allowances for unique travel problems.  
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Develop procedures and guidelines and maintain on a department 
website to: 

• Suggest methods for accomplishing tasks  

• Clarify complex aspects of the policy 

 

Policy Writing Style Guide 
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• Use terms consistently within the policy and across related policies 

 Consult the Policy Glossary  

• Spell out acronyms the first time they are used 

• Avoid the words “shall” and “ensure” 

 Use “must” for an obligation 

 Use “must not” for a prohibition 

• Use lowercase “university” when referring to the University at Buffalo 

• Follow the University Communications Editorial Style Guide 

• Exception – Oxford (or serial) comma 

 

Policy Writing Style Guide 

http://www.buffalo.edu/administrative-services/policy1/glossary.html
http://www.buffalo.edu/brand/creative/crafting-content/editorial-style-guide.html
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Questions ??? 
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• Policy Library 

▪  http://www.buffalo.edu/ub-policy 

• Develop and Maintain a UB Policy 

     ▪  http://www.buffalo.edu/administrative-services/policy1/develop-
policy.html 

• Policy and Operational Excellence 

 Pam Lojacono 

 716-645-6070 

 plojacon@buffalo.edu 

  

Contact Information 

http://www.buffalo.edu/ub-policy
http://www.buffalo.edu/ub-policy
http://www.buffalo.edu/administrative-services/policy1/develop-policy.html
http://www.buffalo.edu/administrative-services/policy1/develop-policy.html
http://www.buffalo.edu/administrative-services/policy1/develop-policy.html
mailto:plojacon@buffalo.edu


‘- 

55 

http://search.dilbert.com/search?p=R&srid=S3-USESD02&lbc=dilbert&w=policy&url=http://dilbert.com/strips/comic/2009-09-27/&rk=5&uid=237726110&sid=2&ts=custom&rsc=uEpSPun941ax5BQW&method=and&isort=date&view=list&filter=type:comic
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