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Purpose/Principle/Definitions: 
 
Administrative procedures provide specific guidance for the performance of many administrative 
and operational functions of Blue Mountain Community College (BMCC). 
 
Administrative procedures will be reviewed by the appropriate accountable administrator at least 
every two years. New administrative procedures and updates to existing administrative 
procedures may be done at any time during the academic year.     
 
All applicable OARs and ORS will be cited at the end of the procedure. 
 
Guideline: 
 
Any BMCC employee may suggest changes to an administrative procedure.  Suggested changes 
need to be discussed with the accountable administrator. Only position titles are to be used in 
administrative procedures (exceptions are addenda for the inclement weather administrative 
procedure which are not posted for public viewing).  
 
The accountable administrator will forward new procedures or existing procedures with proposed 
changes to the Executive Assistant for a first reading at College Planning Council.  Any suggested 
changes from Collee Planning Council will be sent directly to the accountable administrator for 
review; a second reading and approval of the procedure will occur at the next College Planning 
Council meeting.   
 
Once approved, the administrative procedure will be posted on the College website and the 
original will be kept on file in the President’s office.   
 


