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SUBJECT:   Policy Development and Approval by the Board; change reflects authority for Board to waive 30 day comment period on policy when immediate action needed.
PURPOSE:   The Heart of Texas Workforce Board makes decisions that impact and shape operations.  Policy is adopted by the Board to focus area resources for delivery of services and therefore should be made in a transparent and deliberative process.  This policy formalizes the steps which the Board undertakes to provide for open, participatory policy development and approval .
POLICY DEVELOPMENT AND APPROVAL:
1. 
 Procedure
1.1           Proposing Policy  
A member of a Board committee, Board staff, an officer of a contractor, or a member of the public served by the Heart of Texas Workforce Board may approach the Board to discuss the need for a new or revised policy.
1.2           Development of the Policy
If the new or revision to policy is warranted, the policy writer will:
a. consult pertinent data needed to support the policy, review sample policy language from other Boards, and state or federal laws and regulations;

b. draft the policy language;

c. consult appropriately with stakeholders in development of the policy; and
d. present the initial draft of the policy to the Board at the next regularly scheduled Board meeting.
1.3        Introduction of the Policy
The policy draft is placed on the board’s posted agenda for a first reading, giving notice to everyone interested that the board has a specific policy under consideration. 
In accordance with the Open Meetings Act, the Board considers policy only in a meeting open to the public by posting appropriate notice in accordance with Texas Government Code, Chapter 551, Subchapter C.  The Board ensures that all public policy is discussed, considered, or acted upon during a properly posted and convened open meeting, and prepares and retains minutes or tape recordings of each open meeting of the Board.

At the Board meeting when the policy is introduced in draft form, the public may give comment to the Board during the posted time for such public comment.

The Board has the opportunity for discussion of the draft policy during the meeting, including consideration of any verbal public comment received.   Discussion of the draft may include:
a. Is the policy consistent with local, state, and federal law? 

b. Does it support the Board's goals or objectives?

c. Is it good practice?

d. Is it reasonable? (Are any requirements or prohibitions arbitrary, discriminatory or capricious?)

e. Does it adequately cover the subject?

f. Is it consistent with Board’s existing policies?

g. Can it be administered? Is it practical? 
1.4  
Revision of the Draft Policy
The policy writer takes all suggestions from the Board obtained during the meeting and allows for 30 additional days to receive further comment from the public, stakeholders, and Board members.
Policy is revised to incorporate acceptable changes suggested during the comment phase.  All comments which did not change the policy are documented for presentation to the Board at the regularly scheduled Board meeting where action shall be taken on the policy.

1.4.1 Waiver of 30 Day Comment Period

In cases where a governmental funder of programs for the Board establishes a deadline for policy action which does not permit time for the 30 day public comment period, the Board may waive the comment period and have both the review of the draft policy, discussion, revision and adoption of the policy all at a single regularly scheduled and posted meeting.



If policy adopted in such manner may adversely affect customers or stakeholders, the afore described procedure for policy development may be undertaken to revise or amend any policy adopted under a Section 1.4.1 waiver of 30 day public comment period. 

1.5 
Adopt the Policy

All comments and suggestions, whether incorporated into the policy or not, are identified to the Board.  The final policy is presented to the Board for approval and adoption.  If a majority of the Board members present vote approval, the policy is adopted.  If a majority of the Board members present do not vote approval, additional suggestions and comments must be given so that the policy can be revised again for presentation at the next regularly scheduled meeting.  This process is repeated until the Board adopts a policy by majority vote of present members or determines not to adopt a policy on the topic.
1.6
Number the Policy


Policy is numbered sequentially as adopted each calendar year.  The numbering convention is HWD _ _ _-Yr.  For example the fourth policy adopted by the Board in 2005 would be numbered:  HWD 004-05.  Revisions to existing policy retain the initial number assigned, followed by the suffix, Change _-Yr.  For example, if the above example were changed in 2007 for the first time, it will become HWD 004-05, Change 1-07.  

The policy writer is responsible for assigning the appropriate Policy Number and ensuring distribution and posting in a timely manner.

2.   Policy Distribution  
Adopted policies or revisions of policies are distributed to officers/management of contractors, other stakeholders, and interested parties via e-mail attachment, and are also posted on the Internet website for a period of not less than 60 days.  They are also posted in the appropriate folder on the Workforce Server.
At the next scheduled monthly contractor meeting, the new/revised policy is reviewed with attending staff.

3.
Oversee Policy Implementation
Policy oversight is a dynamic process that includes an evaluative component. Oversight is intended to make sure that the policy accomplishes its goal. Policy oversight can provide guidance on whether to continue or modify the policy and to determine future courses of action.
4. Policy Review

Policies are to be reviewed no less than bi-annually as a part of the board’s strategic plan development and operating principles. Policy can become out of date, unclear, or even contrary to the way in which the Board is operating. When any of this occurs the policy needs modification or elimination. 
5. Policy Revision or Amendment

The policy amendment process is the same as the policy adoption process. 

6. Administrative Procedures Exemption

The Board does not require approval of policy and procedures effecting internal management of the Board or its staff that do not impact outside entities in an open, public meeting as described herein.  
EFFECTIVE DATE:  Immediately






