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Learning Tuesdays: Program Transcript
RF Policies, Procedures & Guidelines
Learning Objectives
Participants will gain an understanding of:

· the difference between Policies, Procedures and Guidelines;

· how to create/update a Policy; and,

· how to create/update a Procedure/Guideline.


[Music playing]

Carolyn Mattiske:
Welcome to Learning Tuesday. Thank you for joining us back after our brief programming break in July. I'm Carolyn Mattiske, Learning and Development Administrator for the Research Foundation, and I'm proud to introduce today's program, RF Policies, Procedures, and Guidelines. We are joined by Compliance Intern, Mr. Camilo Medina, and all the other Central Office summer interns came together to actually develop this program. We're joined in person by a couple of them, including Mr. Jarius Jemmott from Human Resources, Mr. George Kaplan from Innovation & Partnerships, and our panel will address as many of your questions as they can during the next hour and a half or so, so we encourage you to submit your questions to be addressed live. You may either e-mail the studio at StudioA@HVCC.edu or you may use the chat feature through Live Stream to submit your questions and interact with the full audience.

With that, I will turn it over to Cam to begin today's program. Thank you, Cam.

Camilo Medina:
Thank you, Carolyn. Good morning and welcome to today's Learning Tuesday on Policies, Procedures, and Guidelines. I'm Camilo Medina, the intern for the Office of Compliance Services, and I will be today's moderator for our Learning Tuesday. Just a brief overview of what we'll be getting into today. Viewers will understand the difference between policies, procedures, and guidelines, as well as how to create or update policies and create your update procedures. With that, I want to introduce our panel. So today, we have George Kaplan. Would you introduce yourself?

George Kaplan:
Hi, there. I'm George Kaplan. I'm a senior at the University of Maryland and I am an intern in the Innovation & Partnerships Office at the RF Central Office, so that's me. Here's Jarius.

Jarius Jemmott:
Thank you, George. My name is Jarius Jemmott. I'm a senior at the University at Albany and I'm a proud intern of the Human Resources Department of the Research Foundation for SUNY.

Camilo Medina:
And as I already stated, I, too, am a senior at the University at Albany, and I was with the Office of Compliance Services this summer. So with that being said, let's get started.

I just want to go over the policies, procedures, and guidelines. So the definition for a policy is a governing rule or principle that requires or prohibits conduct. Procedures are required steps to implement or comply with a related policy. And guidelines are optional steps outlining suggested ways to perform a function or adhere to a policy or procedure. So now that we have the definition, we would like to give some real-life examples that you can have a concrete understanding in your head. So George, do you have an example of a policy for us?

George Kaplan:
I do, actually. One policy that our department really interacts with on a regular basis is called the Patents and Inventions Policy. It's not an RF policy. It's actually a SUNY policy, but it establishes that all the intellectual property generated by faculty and some generated by students on SUNY property is actually property of the state university, and by proxy, the RF. It also establishes the royalty scheme, which enables inventors to get 40 percent of royalty income and the state university gets 60 percent, and it also establishes a board, a Patents and Inventions Policy Board, that meets about every year and discusses ways to maybe improve the policy and also manage exceptions to the policy. And there was a meeting of the Patents and Inventions Policy Board this summer that I actually was personally involved in.

Camilo Medina:
Excellent, excellent. And Jarius, do you have an example of a procedure?

Jarius Jemmott:
I'm speaking on behalf of the Human Resources Department. I actually do have an example of a procedure. The procedure I'm using is the procedure for pretty much hiring a diverse and talented workforce. This procedure shows that we have equal employment opportunity for all applicants. It's a rather long procedure, so I'm just gonna go into the recruitment portion and basically the hiring manager will work with HR in order to develop a request for hire, and they'll considered the budget, the job description, et cetera, and then they will finalize the questions for interview exchange and determine how the position, how long it will be posted. And then the key piece of this is I guess developing a search committee which have members and employees from various departments with different perspectives, and HR really works with the search committee to make sure they go over the search process perfectly and that they include diverse and equal questions for all applicants.

Camilo Medina:
Excellent.

Jarius Jemmott:
So do you have any examples for a guideline?

Camilo Medina:
Yep. A guideline example is for the RFPs, or request for proposal. This accompanies the RFP procedure and it just outlines suggested ways to go about it, as the definition says, and it gives you optional steps, things to look for, things to consider while you're submitting or completing a request for proposal.

So now we have an example of all three. We'd like to get into the meat of the topic, which is creating a policy. So we have a video portion that was put together by myself and the other interns which will outline and give you a visual understanding of what the steps are in creating a policy. I just want to let viewers know to keep in mind that it's not as smooth as we make it seem. You'll notice us wearing the same clothes throughout all the video. You're not gonna get a policy done in one day. It's just not gonna happen. It often takes months if not a little bit over a year, depending on how comprehensive the policy is, but just keep that in mind moving forward.

And we have a series of videos and we will also display how to create your procedure. The steps are very similar, but at some point they differ and we will discuss that when the time comes. But for now, we're going to tune to Scene 1, the video, and we'll recap after. Thank you.

[Video played, 0:06:02 to 0:08:53]

All right, so that was Scene 1 of our video portion. In it, as you saw in the disclaimer, we were developing a fictional social media policy. We just wanted to provide some light humor on a somewhat dry topic. But in that scene, you saw us go over three key steps in the procedure, the first one being conduct an environmental scan and determine what changes need to be made or whether a new policy is required. That was when you saw me call Jarius and say that I looked on the website and didn't see anything. In reality, this process would be a little bit more in depth. You would talk to your supervisor or those affected by the policy to make sure there was nothing already put in place.

Step 2 was when I contacted Jarius on the phone and set up a meeting. You would want to contact the Office of Compliance Services to confirm the type of document, a policy, procedure, or guideline, and determine the next steps. Oftentimes people get confused between the three so it's important that you meet with Compliance early on just to make sure you're in the right direction. And lastly, formulate the draft using the policy template in Microsoft Word. That's when Jarius handed me the template and that's when you would begin working on the policy itself and getting the draft ready to go.

So that was Scene 1 and now we're going to tune to Scene 2 in which you will see the next steps in the policy. That scene will be me discussing with campus colleagues and getting their feedback in approving the policy as a whole. So we'll tune to Scene 2 and we'll recap right after.

[Video played, 0:10:24 to 0:13:15]

All right, welcome back. In that scene, you saw myself work with campus colleagues. We tried to make it somewhat realistic by having a conference call since they wouldn't actually be at Central Office, and in that step in their procedure, you would work with campus and those who are affected by the potential policy to see if they have any comments, or suggestions, or if you left anything out. You would definitely want to work with them. So as the step says, work with campus colleagues, other established focus groups, or specific staff based on policy content, SUNY administration as needed, and RF Council for the draft. So again, that's where you would work with campus colleagues or RF Council and make sure that the draft is ready to go because after this step, we would proceed to ECT and that's when you would start seeing levels of review for the policy and making sure everything's tightened up. 

It's also important to keep in mind that up until this step, policies and procedures are created the same exact way, however after this, policies would proceed to an ECT, which is Enterprise Compliance Team, for review, and procedures would not have this step. So this is where they start to differ but up until this point, you would create or update a policy the same exact way you would create or update your procedure. 

So with that being said, we're going to tune to Video 3 and we'll recap right after.

[Video played, 0:14:40 to 0:17:43]

All right, welcome back. In that scene, we saw our fictional policy kind of gain some buzz around the office. People were talking about the pictures. We wanted to just put that in there for a little bit of light humor. But in that scene as far as the procedure is concerned, you saw myself meeting with the ECT or Enterprise Compliant Team. In reality, that team is comprised of about 18 people, both campus and Central Office representatives, some legal, some compliance, and essentially what that team is their purpose is that they review the potential policy and make sure that everything is good to go. They provide their suggestions, any edits, comments, 'cause that's the first step of review. After that, it goes to Management Council and proceeds to President's Council, respectively.

Now in that scene, we did skip Step 5 of the procedure, which is Develop a Communication and Training Plan, Consult with External Relations Training Unit, our Office of Compliance Services. We had to do that just because lack of resources. There was only a few interns and we couldn't accurately portray every step, so we wanted to just put the key ones in there.

Step 6, which is what the scene was, Submit Draft to ECT for Review, and the step after that, Begin Filling out the New or Updated Policy Form. You could obtain this from the Office of Compliance Services while you're working on the policy and you would begin to fill that out and keep it with you moving forward.

So with that, I also just want to mention briefly that, again, this procedure wouldn't be as streamlined as we make it seem. There's often a lot of back and forth and we recently did update the procedures for Create or Update a Policy and Create or Update Procedures and Guidelines. They should be going live today on the SUNY RF website. If not, this week, and we did try to streamline the process, make it a little bit more efficient for both Compliance and the policy owners, but it is important to keep in mind this process as a whole would take a few months or maybe even a year, depending on how comprehensive the policy would be.

So with that, we're going to take a brief five-minute break and I will see you after the break. Thank you.


[Stopped/Restarted Recording 0:19:52]

All right, welcome back to our Learning Tuesday on Policies, Procedures, and Guidelines. If you're just tuning in, we've been doing a video portion on creating a policy, and right now, we just finished Scene 3, which was the meeting with ECT, Enterprise Compliance Team, and now we're going to tune to Scene 4 in which we will show a President's Council. Now it's important to note that we had to skip Management Council, again, for lack of resources. We didn't have enough interns to accurately portray the real meeting, so we didn't want to fudge it a little bit and make it seem not too good.

So we just wanted to skip to President's Council and this is a real treat because we got the real President's Council along with Joshua Toas, the chief compliance officer, my boss, to act out a President's Council scene in which they talk about the social media policy that we developed.

So we're going to tune to Scene 4 and I'll see you back after. Thank you.

[Video played, 0:20:53 to 0:25:00]



All right. Welcome back to our Learning Tuesday. You just saw the President's Council scene. That was the highlight of our video portion. I would like to take the time to thank the President's Council for working with us and Joshua Toas for working with us on the Learning Tuesday and helping us out to accurately portray how do you create a policy. Now they do have some comments that they would like to add which we'll show in a brief moment, but just to recap Scene 4, we went over President's Council.

Now we had to skip Step 8, again, because of lack of resources, but in that instance, you would submit it to Management Council for review, they would make their comments or suggestions if any, and then they would further recommend that to President's Council in which was the scene that you saw. President's Council would review the policy, look over it, make any suggestions or changes, and if they didn't have anything, then they would recommend it to the president for approval. After that, you would ensure that RF Council that's legal, has reviewed and signed off on the final draft, and then you would present it to the RF president for final sign off. 

So that was essentially what we reviewed in Scene 4. Now we're going to tune to President's Council. They had some comments that they wanted to say after that scene, so we're going to show you that and we'll recap after. All right? Thank you.

[Video played, 0:26:18 to 0:30:14]

All right. Welcome back, and once again, I just want to personally thank President's Council for contributing to our project this summer. It was a great experience overall and you saw their comments. They just wanted to edify and make sure you knew what a real President's Council would be like. Kathleen doesn't try and fire people, as she said, and it wouldn't be as lively as that. So that was a President's Council scene.

Now for the last scene, these are the last few steps and it's important to keep in mind that when you're creating a procedure and a policy, this is where they would pick back up. A policy has to go through Enterprise Compliance Team, Management Council, and President's Council for review before being posted, whereas a procedure does not. So once we got to ECT, that's where a procedure would kind of halt and then a policy would do those steps, and now at this point, a procedure and a policy would pick back up. So once the policy got its final approval from the president and President's Council, you would submit to the RF Policy and Procedure mailbox.

You would submit the final draft to them along with the form, New or Updated Policy, and request that it be approved by the Office of Compliance Services. Once that happens, they would post it online, they would notify you, and you would use your communication plan moving forward to notify anyone of the new policy that was posted.

So we're gonna tune to Scene 5, which is real brief. That just covers the last few steps in the procedure and we'll recap after and get to our panel discussion.

[Video played, 0:31:55 to 0:32:26]

Okay, so welcome back and that was our briefest scene, but again, that just covers the last few steps in the procedure. You saw myself call Jarius, who would be the Compliance representative. In reality, that would be Janita Howe and she would receive the final draft of the policy, work with Nadia Cideros, and they would post a policy online. And if you look at our slide that we have for you, Step 11 would be if approved and signed by the president, you would submit to that mailbox RFPolicy-Procedure@RFSUNY.org. Just to be clear, that is a new mailbox that all communication about policy, procedures, or guidelines would go through. So you would submit it to them, request that it be posted.

After that, Nadia would archive the former version and enter all changes into AuthorIT. She would proceed to post the policy on the RF website and notify the policy owner in Step 14. Once the notification has been received, you would make the last checkoff on the New or Updated Policy form and hand that back to the Office of Compliance Services.

So that concludes our video portion for today. That was put together by the interns, as we said. And again, just keep in mind that it wouldn't be that streamlined or that quick. Again, you're not gonna get a policy posted in one day but we try our best to make that procedure more efficient and for both parties, both Office of Compliance Services as well as the policy owner. 

So with that being said, we're gonna get to our panel discussion, and the first thing on the agenda, George and Jarius, why do you think this Learning Tuesday will be important moving forward?

George Kaplan:
Well, in the grand scheme of things in the RF, I think that having a broader understanding of policy and procedure, why they exist, how they really are meant to assist us in our work, is just helpful to everyone involved.

Camilo Medina:
Absolutely. Jarius, do you want to add anything?

Jarius Jemmott:
I'm with George. I completely agree with you on how helpful Learning Tuesday is, but I guess one of the things I feel like it's important moving forward is the fact that policies, procedures, and guidelines normally have that stigma of being dry, but our whole goal behind the Learning Tuesday was to make this dry content and the subject more appealing and fun-filled to the audience so it would be easier to grasp. I feel like we all got into our inner Denzel Washingtons, and we did a really good job acting, and it was fun. We really got the message out there and I hope the audience really received this very well.

Camilo Medina:
Absolutely. I know speaking for myself, when I first got the project my first day here, Joshua and Janita sat down with me and said, "All right, here's the procedure. We want to update this. Most people don't really know the difference between a policy, a procedure, or a guideline, so we want you to clear this up for them and make this procedure more efficient."

So over time, over the summer, me and Jarius worked very closely together to develop a role play and try to make this topic fun but also edifying for those who didn't really know the difference between the three or how to create a policy. So that was very fulfilling for me and I think it's definitely important that people have something to go to if they're unclear on what a policy is, what a guideline is, or if they don't really know how to create a policy or a procedure, especially for the newer RF employees who might not know everything. So I think this will definitely be important going forward.

Next up, why do you think it's important that we have policies and procedures in place at the RF?

George Kaplan:
Well, for obvious reasons, just so people don't do things that put the RF in jeopardy, legal risk, any other kind of risk. That's the real reason policies exist in the first place. But also to ensure that business runs smoothly, that people know what to do at a given time in a given situation and know what's acceptable conduct, really. Those are the basic reasons why they're important.

Camilo Medina:
Jarius?

Jarius Jemmott:
I completely agree with you again, George, because the RF has thousands of employees so it's hard to govern and keep a structure for that many individuals. And one thing that I see why policies are in place in perspective of an intern coming into this large organization is kind of overwhelming sometimes. You don't really know necessarily where to go, or who to ask for certain things, or what procedures would you go about to get certain things done, and with the procedures, and guidelines, and policies right online, it was my first day but I was kind of aware of what to do and where to go for certain information and the policies and procedures really helped definitely at the RF and I can see why they're in place.

Camilo Medina:
Yeah, I couldn't agree more. Actually, my second day, Joshua and Janita were out in Stony Brook doing a training so I was alone in the office and they told me just to go online, look over some policies, and just kind of get an idea of how the RF represents ourself, our Code of Conduct, our level of respect for the employees, and how we just operate in general. So I think policies and procedures is a great way to get that message across, especially to new employees or ourselves as interns so we know how to operate within the confines of the RF. So definitely very important to have policies and procedures in place, especially for an organization as large as the RF.

Next, now how do policies and procedures affect you guys being interns on a daily basis?

George Kaplan:
Well, for me, like I mentioned earlier, the patents and inventions policy is a big part of what we do in Innovation and Partnerships. We conduct the Patents and Invention Policy Board meetings as well as have an interest in the user friendly aspect of the policy. We're actually trying to change the policy right now and that's hopefully going to go through sometime soon just to make it more streamlined, more friendly to inventors and people at campuses. There are other policies and procedures that affect me personally because some of my roles in the office are as office management, so I do booking hotels, and paying the P-Card, and stuff like that, and there are procedures for all of those things.

Camilo Medina:
Definitely. And Jarius, how about HR? How is that?

Jarius Jemmott:
With Human Resources, before I begin, one thing that I love about this internship at the RF is the fact that we're not just coffee fetchers and we scan papers. We actually do real work and we're a part of that discussion, and that discussion showed me how policies and procedures affect me in my everyday work, 'cause as an intern at Human Resources, I had the opportunity to sit in interviews, to sit with the search committee to see how the policy I mentioned earlier actually gets put into effect, and it was an amazing thing to witness.

Also, I sat in a lot of meetings where they discussed updating new policies and just a lot of things that really make a big change at the RF. And at first I didn't understand. I can't lie. I didn't really understand what was going on, but as we did the project, as we learned the content of policies, procedures, and guidelines, it all started to make sense to me on why things were going on and what was happening around me. So I could definitely see why policies and procedures and how they affect me on an everyday basis.

Camilo Medina:
Yeah, I definitely agree. I've had previous internships or friends with internships where they just do a lot of menial work, just scanning papers, making copies, stuff like that, but my first day, they gave me a project and I didn't fully realize the scope of the project until now. I updated, with the help of Janita and Joshua, how we actually create policies at the RF, so that's substantial work and it affects people moving forward. So I know that I have a lasting impact, which is something interns, it's a rare thing to say, so definitely.

And as far as for me, how do policies and procedures affect me, I was helping out updating and helping Janita update several policies over the course of the summer, and procedures as well, so knowing the process, how to do it, and just looking at different procedures. I was in contact with them on a daily basis, so that was very instrumental in my internship program.

Now turning more so to the project as a whole that we did, what was your role in the project, George, or could you just elaborate on that?

George Kaplan:
Well, my role on the project, I did a couple of things. I wasn't the project head. That was you, obviously, but I did the video editing. I was in some of the videos and I just tried to assist with the project as much as I could being kind of a back seat, behind the scenes influence.

Camilo Medina:
Okay, and Jarius?

Jarius Jemmott:
Well, I guess my role on the project, Cam and I worked very closely together in a lot of things about this project. Definitely developing the script and writing the script was something new for both of us, managing a lot of interns to get the things going. Because I remember my first day at the RF when we sat with . Laurel McAdoo and she said, "Okay, your goal at the end of the summer is to make a Learning Tuesday." And at first, I didn't know what a Learning Tuesday was, but that's all she told us and then she told us, "You make a Learning Tuesday on policies, procedures, and guidelines," and that was literally all the direction that we had, and I enjoyed it.

We got together. We really got to get the creative direction behind this dry topic and really get all the interns involved because this is mainly a compliance content style Learning Tuesday, but thinking together, we got a lot of interns involved and everyone got a chance to learn from this project and contribute as well. So my role in this project was very important to me and I definitely learned a lot.

Camilo Medina:
Definitely. Yeah, my role, being the subject matter expert, it was tough to involve other interns because I don't know if you guys have seen last year's intern Learning Tuesday, but that was on the intern summer program itself, so every intern could speak from their perspective and have an input, whereas this one, the content was pretty much all compliance, so I had to work with Jarius very closely to try and figure out how to incorporate George and Andrea. And also, thank you, George, for editing the videos. I think you did a great job, and Andrea, for acting in some of the role play scenes, as well as Nadia for doing the PowerPoint for us. So we got all the interns involved, and it was tough writing the script and everything, and getting President's Council involved, but it was a very great experience overall.

Now what can you say that you guys learned throughout this process?

George Kaplan:
Well, I learned a few things, namely editing video. I wasn't very good at it before, so I kind of had to learn by doing.

Camilo Medina:
You did a good job.

George Kaplan:
Thank you. But I also learned just some – it might sound a little trite – but just basic teamwork skills because I've never been with such a diverse crew and working with people with different backgrounds, different skillsets, on a project that wasn't directly within my specialty, it was interesting and it worked out some mental muscles that I hadn't really worked on.

Camilo Medina:
I agree, and Jarius, you got anything?

Jarius Jemmott:
George, I actually think you hit the nail on the head perfectly. From my own personal experience, I feel like I've had a fair share of managerial and I guess supervising experience. But this was very different I would say because a lot of the people that I worked prior to were more like me and we had similar ideas, but you coming from the University of Maryland, Cam and I both from the University at Albany, we all had different stories, different backgrounds, different skills, and we had to come together literally on the first day and put together a project that we would show in front of I don't know how many people are watching right now. And it really means a lot to really work together and get the job done, especially in such short notice and such little guidance. But I love the fact that we had little guidance 'cause it gave us the opportunity to really show our real talents, so that's one of the things I really learned about this project with many more things as well.

Camilo Medina:
Yeah, teamwork is definitely key, and speaking from an undergrad, I know you guys can attest to this, a lot of the projects that we get while in college might be a five or ten-page paper or you might work with two or three people to present on something your teacher told you to present on, and they give you all the ideas and everything, and then you just gotta present it in front of the classroom. This was a little bit different in that like Jarius said, we had little to no direction, just policies, procedures, and guidelines. "You're putting together a Learning Tuesday. You're gonna be live on camera." It was a lot different.

So being able to work in the real world, in the real work world, was a great learning experience because it takes you out of the classroom and really gives you hands on and I know that's how I learn personally. I'm not a big textbook person. Learning hands on and being able to contribute to real work being done was a valuable experience and I definitely really appreciated it. So I just want to thank Laurel and the whole HR program for putting this intern program together.

But also, lastly, what was the highlight of you guys for the project?

George Kaplan:
That's a tough question. There were a lot of great moments over the course of this project, but probably my favorite thing about it was the process itself, working together and sharing ideas, being able to have input on something, even though I wasn't a subject matter expert, being able to exchange ideas with everyone and come up with a product that's as good as possible.

Camilo Medina:
Absolutely. Jarius, what about you?

Jarius Jemmott:
The highlight for this project I would say is I guess this moment. We're in front of cameras, and lights, and we all look very sharp, in my opinion.

Camilo Medina:
I agree.

Jarius Jemmott:
And thinking about the initial stage of this project, when it was just on a pad, on loose leaf, just notes, and the fact that we have a PowerPoint, we have cameras, we have role play videos, we have the President Council involved. We have a lot of things that made this project really work and I feel like we should all be proud of that we actually put together something that a whole bunch of RF employees are gonna see, people who are mid in their careers and we're just starting our careers, all probably 21, 20 years old. And this Learning Tuesday will live beyond our term at the RF and people will be able to see this for years to come. I feel like this is the highlight of the project. It's very rewarding to know that we actually had a successful project come together.

Camilo Medina:
Absolutely. It's very gratifying to be here in front of the cameras and know that we had an impact on everyone. For me, I'd say the highlight was probably President's Council. It's not every day that you get to work with your chief operating officer, vice president of HR, as an intern especially, and that they actually hear you out and take guidance from you. I remember coming to Jarius a few times like, "Oh, we've gotta work on this President's Council scene. I don't know how to get everybody involved." And we finally made that work out after time and time again and working on the script. So seeing them actually act that out and ask us questions, it was awesome. I can't really put it into words. So that was definitely the best experience for me.

Do you guys want to add anything else on the project?

Jarius Jemmott:
I guess to piggyback off of you a bit in regards to the President's Council, I love the fact that they really contributed to our project and they had a real transparent communication to us and how things were run, because I'm sure we all aspire to be either CEOs, CFOs, or our own President's Council for our own organizations or maybe even RF, and there's a lot of things that we could learn from this experience and I've learned so much from our leaders at this organization and hopefully when my time comes, I can do the same justice for another intern 20, 30 years from now.

George Kaplan:
Yeah, and just to speak to President's Council even more, I think it goes to show how personable and how much of a family RF is because the President's Council is just so complicit in doing a mock video scene and they had fun with it. That doesn't happen everywhere.

Camilo Medina:
Not at all. I love the culture at the RF. The upper management is very receptive and open. I remember I had to submit something to Rich Agnello in legal and I was kind of afraid to send him an e-mail or call him. I didn't want to bother him. I talked to Joshua and he goes, "He's just a man. You can talk to him." So I went up there and he was very receptive and helped me out with my procedures. So just overall in general at the RF, it's a very open environment and very welcoming, so that was definitely a great experience working with President's Council and upper management throughout the whole process.

That concludes our panel discussion. I don't know if anybody sent in any questions. If you haven't, feel free to put it in the chat or call in. We do actually have two questions that came in, the first of which being, "Could you redefine a policy, procedures, and guideline?" Absolutely. That's a great question. That's a great way to recap the project as a whole.

So for that person that asked that, a policy is a governing rule or principle that requires or prohibits conduct. The keyword is governing rule and prohibits or requires conduct. Now a procedure is required steps to implement or comply with the policy, so that's the key difference between the two there. A policy is a governing rule, whereas a procedure just gives you the steps on how to actually implement that rule.

And lastly, a guideline is optional steps outlining suggested ways to perform a function or adhere to a policy or procedure. So the key in a guideline, I know a lot of people get confused between procedures and guidelines. Guidelines are optional and it's just to help assist you along while you're performing the procedure, suggested ways those who have been through it before can give you guidance. So that's essentially what a guideline is. So those are the three definitions.

We actually just got another question is which is, "What is the ECT and who is on it?" So the ECT, which is a step of review in creating a policy, that's Enterprise Compliance Team and that's made up of about 18 people, both campus and Central Office employees. Their function is that they assist the Office of Compliance Services with several things but in regards to this project and the policies, they review policies and make any suggestions or edits moving forward so that the function owner can fix that before they go to Management Council and President's Council. It's essentially the first step of review and it goes a long way towards making sure the policy is the best it can be moving forward.

So with that, I don't think we have any more questions and here are closing remarks. Thank you for taking the time to attend this Learning and Development Program today. Please take two minutes and let us know what you thought by completing the exit survey. You may access the link from the e-mail you will receive momentarily if you registered in advance or from the Live Stream webpage. Your feedback is used to improve future programs.

The next Learning Tuesday program is scheduled for September 29th and will include a presentation by Heather Hage and Elise Puzio on SUNY's new intellectual property policy. Participants will also view a selection of industry tech talk videos delivered by RF SUNY subject matter experts gaining exposure to a variety of related subtopics that will serve to assist you in working with industry. Thanks again for tuning in and have a great day.

[Music playing]
[End of Audio]
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