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I.  ISSUING AUTHORITY

City Council through City Administrator.

l. SCOPE

This policy applies to all City of Shakopee staff, regarding policy and standard operating
procedure development, revision, approval, implementation, codification, and review.

lll. SUMMARY OF GUIDANCE

The City of Shakopee creates and maintains policies to establish responsibility, accountability
and integrity and is committed to ensuring that all city policies are managed in a manner that
is compliant and consistent with legal and regulatory requirements and aligns with the city’s
values. This guidance is intended to assist departments in developing and revising policies
and standard operating procedures that are issued.

IV. DEFINITIONS

Policy: City Council enacted rules or regulations that serve as a guide for the actions and
decisions of staff in the administration of programs and services.



Standard Operating Procedure (SOP): Administrative processes, procedures and guidance to
support policy or ordinance enacted by City Council or general operations and

administration.

V. CODIFICATION

The Department of Administration is responsible for codifying policies and standard
operating procedures.

A. Policies
All policies will be numbered and coded in the following manner:
Chapter Section Version Description
[xxx] . [xxx] . [xxx] . (insert description)

Example: a policy for finance would be similar to: 34.01.01 Purchasing Policy

If a policy is in support of an existing ordinance, the chapter and section number of the
policy should match the chapter and section number of the ordinance.

B. Standard Operating Procedures
All standard operating procedures will be numbered and organized in a manner
appropriate for the department(s) responsible for the SOP. If an SOP is in support of an
existing policy or ordinance, the chapter and section number of the policy or ordinance
should be noted in the summary and/or introductory sections of the SOP.

VI. INDEX OF CHAPTERS

e 10- General Provisions

e 30- Administration

e 50 - Public Works

e 70 - Public Safety and Wellbeing

e 90 - Parks, Trails, and Public Amenities

e 150 - Land Use, Development, and Economic Growth

VIl. POLICY STATEMENT

The City of Shakopee follows a consistent policy development, review and approval process
as detailed in this policy. The City Clerk is responsible for the collection and preservation of all
city policies. All polices must:
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VIII.

e Communicate effectively, be easily comprehended and accessed, and internally
consistent;

e Drafted using the City template;

e Developed with input from key stakeholders;

e Approved by City Council (policy) or the City Administrator (procedure);

e Reviewed regularly and kept current.

NEW POLICIES AND SUBSTANTIAL REVISIONS

The process for creating new city policies and making substantive revisions to existing
policies include the following steps and responsibilities:

A. Policy Development
The Department Head responsible for the policy will:
e Draft the policy in coordination with any internal and external stakeholders, City
Administrator, and the City Attorney (if necessary)
e Format the policy using the city template as outlined above
e Submit the policy for City Administrator consideration

e If approved by the City Administrator, submit the policy for City Council consideration
e Review and update the policy, as necessary, at least every three years, or as otherwise

directed by the City Administrator

e Answer relevant questions concerning the policy, both during its development and

after its publication

B. Policy Implementation and Administration
The Department Head responsible for the policy will:

e Administer the approved policy, communicate with, and train applicable city staff with

assistance from Communications staff
¢ Maintain policy accuracy
e Act as policy liaison to facilitate future policy modification and/or development
e Maintain oversight of policy development, implementation, enforcement, and
effectiveness
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