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REGULATION Board of Education of Queen

Anne’s County

Responsible Office: | Superintendent

REGULATION for Policy and Regulation Development Policy 110

I. POLICY MANAGEMENT

A. The Superintendent shall designate an Executive Team member to oversee the
management of policies.

B. The Superintendent’s designee shall be charged with:

L:

[§]

Establishing a calendar of policy review:

. Reviewing and acting upon the Responsible Office’s recommendations regarding

whether a policy should be revised, amended. or removed;

. Reviewing any comments received by stakeholders and/or the other parties;

. Revising and/or drafting language such that all policies are grammatically correct

and easily understood;

. Ensuring that necessary hyperlinks are embedded in the policy:

. Ensuring that policy formatting is consistent with QACPS Policy Editing

Conventions;

. Ensuring that any amendments to a policy are current and attached to the policy:

. Determining if input from any additional party 1s required and obtaining the same

prior to providing a final draft of the policy to the Superintendent; and

. Providing the Superintendent and Executive team with a final draft of the policy

prior to submission to the Board for first read.

10. Upon the Responsible Office’s completion of a final draft of a policy. the

Superintendent’s designee shall be responsible for posting for public comment a
final draft of the policy on the QACPS website..

11. The Superintendent’s designee shall provide a copy of the current policy:

Responsible Office’s review recommendations; stakeholders™ comments; public
comments; and revised final draft of the policy to the Superintendent and Board
of Education for action.
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12. The Superintendent’s designee shall be responsible for disseminating an
electronic copy of all adopted policies and any corresponding regulations to the
QACPS Executive team and all QACPS department and school heads.

II. RESPONSIBLE OFFICE
A. There is a Responsible Office charged with reviewing any given policy.

1. The Responsible Office charged with reviewing a policy shall do so in accordance
with Policy 110 and forward its recommendations and any proposed edits,
amendments, or concerns in accordance with Policy 110.

2. The Responsible Office shall advise the Superintendent of any need to edit or
promulgate a system-wide Regulation for any policy and provide any proposed
drafts or revisions of the same to the Superintendent and Superintendent’s
designee.

B. The Superintendent shall assign the Responsible Office for any given policy.
III. SUPERINTENDENT
The Superintendent shall be charged with the responsibility of:
A. Assigning the Responsible Office for all policies.
B. Compiling. by August 1 of each year, a list of policies that are scheduled for review
during that calendar school year and presenting the same to the Board of Education at
the next regularly-scheduled September Board meeting.

C. Ensuring that all policies and regulations are consistent with current law.

IV. IMPLEMENTATION
The Superintendent directs QACPS stafl to implement this regulation.

VI. EFFECTIVE DATE

Date: 6 /7 /Z‘E

-

Patricia W. Saelens, Ed.D.
Superintendent. Queen Anne’s County Public Schools

HISTORY:
Initial 9/7/2011 Revised 4/3/2019 | Reviewed Y oy — Next -efef -
Adoption 6/7/2023 Review
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BOARD OF EDUCATION OF QUEEN ANNE’S COUNTY

POLICY COMMITTEE
POLICY EDITING CONVENTIONS

Introduction

The Board of Education’s Policy Committee has been charged with the task of directing and
overseeing revision of the Board’s policies. A policy is a written statement of the vision, goals,
principles. and/or position of the Board of Education to guide and direct the Superintendent,
teachers, staff, parents, guardians, and students. Policies are promulgated by the Board of
Education in accordance with Board of Education Policy No. 110. In general, policies will answer
the question:

Policies are understood as tools to establish concrete approaches and mechanisms for self
governance. The Policy Committee’s primary task is to discuss and evaluate policies prior to their
presentation to the full Board. The Committee also reviews, recommends for adoption, and
amends policies. In furtherance of its goals and in order to ensure consistency in the style and
format of the Board’s policies, the Committee hereby recommends that the following
conventions be employed when policies are presented to the Committee and to the Board for
adoption or amendment.

Policy Editing Conventions
I. POLICY FORMAT

All policies will have one-inch margins, be in Times New Roman font, and contain the following
elements:

A. Title and reference number. The title and reference number should appear on the right
hand side of the header of the document. The title should also appear at the beginning

of the page (left justified).

B. Responsible Office. The office responsible for drafting and implementing the
document will be listed under the title of the document (left justified).

C. Titled Paragraphs. Titled paragraphs should be preceded by a Roman numeral.

D. Superintendent Signature. The Superintendent signature shall appear after the body of
the policy.

E. Policy History. The history of the policy shall appear on the bottom of the last page of

the document and reflect the adoption. revision, review, and rescission dates as
applicable.

Example:
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HISTORY:
Initial --/--/2009 | Revised | 9/7/2011 Reviewed | 7/--/2018 | Next 7/--12022
Adoption Review

II. POLICY LAYOUT
Policies will contain the following titled paragraphs, which will be in in bolded and all caps font:

I. PURPOSE (REQUIRED),

II. POLICY STATEMENT (REQUIRED);

II1. DEFINITIONS (IF APPLICABLE);

IV. POLICY ELEMENTS (IF APPLICABLE);

V. IMPLEMENTATION (REQUIRED AND WILL BE INCLUDED IN THE
TEMPLATE);

VL. POLICY REVIEW (REQUIRED);

VIIL. SPECIFIC REFERENCES TO TITLES, DEPARTMENTS, OR LAWS; AND

VIII. EFFECTIVE DATE (REQUIRED).

II1. POLICIES SHALL CONTAIN NUMBERED PARAGRAPHS, USING STANDARD
OUTLINE FORMAT:

I. POLICY STATEMENT

A.

B.
II. DEFINITIONS

A. Word in italics — Definition

B. Word in italics — Definition
ITII. POLICY ELEMENTS

A. Subparagraph Title/Language

L«
(a)

(b)
(c)

o

(a)
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(i)

(i1)

(iil)
(b)
(1)
(i1)
(111)
B.
IV. IMPLEMENTATION

The Board directs the Superintendent to implement this policy.
V. POLICY REVIEW
VI. EFFECTIVE DATE
IV. CORRECT USE OF NAMES
A. In each policy. the Board shall be referenced as follows:
1. First Use: “Board of Education of Queen Anne’s County (“Board™).”
2. Thereafter in Policy: “Board.”
B. School System
1. First Use: “Queen Anne’s County Public Schools ("QACPS™).”
2. Thereafter in Policy: “QACPS.”
C. County Superintendent

1. Correct: “Superintendent”

6
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2. Incorrect: “Superintendent of Schools”
V. EDITING

A. All edits shall be made via “track changes™ such that all changes to the document
appear in red text with deletions struck through and additions underscored.

B. All policies shall employ Times New Roman font. Document titles shall be in size 14
font and the body of the document shall be in size 12 font.

C. The Oxtord comma (the last comma in a series that comes before “and” or “or”) shall
be used.

Example: Please bring me a ruler, eraser, and pen.

D. When a Subparagraph ends with a colon and is followed by sub-subparagraphs, the
sub-subparagraphs will end with a semicolon (versus ending with no punctuation or
with a period).

Example:

Types of disciplinary action include, but are not limited to:

1. Warning letter:

2. Written reprimand;
3. Suspension; or

. Termination.

=

E. Paragraphs beginning with a Roman numeral must have more than one subparagraph:
otherwise, no subparagraph “A” is to be used.

Example:
[. Implementation
The Board directs the Superintendent to implement this policy.

F. Subparagraphs with a hanging sub-subparagraph should be combined.

Example:
Incorrect:

A. Upon return from a leave of absence. an employee will be returned to a position
comparable to that held by the employee prior to the leave of absence.
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1. If an employee rejects an offer of employment within his/her classification upon
reinstatement, QACPS is relieved of any commitment to provide employment.

Correct:

Upon return from a leave of absence, an employee will be returned to a position
comparable to that held by the employee prior to the leave of absence. If an employee
rejects an offer of employment within his/her classification upon reinstatement,
QACPS is relieved of any commitment to provide employment.

VI. SPACING BETWEEN SECTIONS

Generally, spaces between sections should follow the format listed in Section III. supra. There
may be occasions when an additional space is required, e.g.. when a section header ends one
page, but the body of the section appears on the next page or a single partial sentence appears on
a page. In such circumstances. extra spaces may be necessary and should be utilized.

VII. DATES

Dates are to be written as cardinal numbers. While you read a date as an ordinal number, you
never write a date as an ordinal number.

Example:

Incorrect:
May 1%, 2019
May 1*

Correct:
May 1. 2019
May 1

VIII. IMPLEMENTATION SECTION

A. Each Board policy should contain an implementation section that will be standardized
as follows:

“The Board directs the Superintendent to implement this policy.”

B. Policies in 100 Series should contain an implementation section that will be
standardized as follows:

“The Board shall implement this policy.”
IX. PROPER TERMINOLOGY

In accordance with Board of Education Policy 110 the Board shall adopt. revise. or rescind
policies during public meetings. The date of the adoption, revision, or rescission shall be

7
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indicated on the policy as follows:

A. Upon adoption of a policy, the term “adopted” shall indicate the date when the Board’s
action occurred.

B. Once the Board has adopted a policy, later revisions shall be indicated through the term
it will indicate revision of such through the term “revised” and the date that such
revision was approved.

C. When the Board determines that no revisions are required, but wishes to indicate that a
review has occurred, it will do so by employing the term “readopted™ along with the
date that such action occurred.

X. REVIEW OF THESE CONVENTIONS

A. The Committee will review the aforementioned editing conventions on an annual basis
to ensure their utility to the school system and to the Board.

B. The editing conventions will be distributed to all Board members each new school year

during the Board’s July meeting.

Approved: Policy Committee Chair

3/20/2019 Mark Farley
Date Signature




