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Policy Template Structure

Section 1 - Purpose and Context

(1) The Purpose and Context section of a policy provides an introduction and background that
explains why the Policy is required. It might, for example, refer to statutory requirements,
decisions of the University's Academic Senate or Board of Trustees, or the University’s Strategic
Plan.

(2) Providing purpose and context is important because it allows the reader to see the Policy in a
wider context and understand the rationale behind it.

Section 2 — Definitions

(3) The Definitions section is placed early in the policy to provide clarity to the reader.

(4) Providing and purpose and context is important because it allows the reader to see the Policy in
a wider context and understand the rationale behind it.

(5) The Policy and Governance team are developing a DDS glossary so, in time, fewer definitions
should be necessary. As the glossary grows, policy authors may use the glossary definition if it
applies to the policy. If it does not, authors should define it in this section.

Section 3 - Policy Statement

(6) Policy authors must familiarise themselves with the Policy Framework Policy.

(7) Policies are mandatory, concise, formal statements of how the University will act on particular
aspects of its business or operations. In the absence of a specific policy, existing laws constitute
the relevant policy.

(8) Policy content should be written, as much as possible, in a way that ensures the document’s
longevity. Avoid using contemporary words if they are likely to become outdated. For example,
authors should use the generic “social media platforms” instead of Facebook, Instagram,
Snaphat, Twitter and TikTok.

(9) To avoid confusion, policies must contain consistent words and terms. For example, do not use

“staff” and “employees” in the same policy if those words mean the same thing. A policy,
procedure or guideline is not the author’s opportunity to release their inner-novelist.
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Section 4 - Procedures

(10) Procedures are mandatory, detailed processes that describe how a policy is to be carried out.
They are written in a sequential and logical order, prescribe processes and assign specific
responsibilities for carrying out those processes.

Part A — Policy Template Sub-Structure

(12) While the section format is mandatory for all policies, the use of parts, major headings and
minor headings will vary according to the nature, size and complexity of the policy. They help the
reader to understand the policy by organising information into logical groups.

(12) The Policy DDS uses the sub-structure to generate the side menu or index for the policies, much
like the contents section of a book. Long and complex policies that cover a wide range of matters
should use parts, major and minor headings to generate a logical and complete index for the
document.

Parts

(13) Parts are the major sub-sections and are sequenced A, B, C, etc. throughout the policy. Parts are
major groupings or chapters of information within sections and, for example, could be used to
separate major categories or stages within a procedure. They should be used sparingly and
would not normally appear in the policy statement section.

Major Headings

Minor Headings

(14) Minor headings separate paragraphs according to the subject matter. It is not essential to use
both major and minor headings but, where policy authors do use both, they must ensure that all
minor headings relate directly to the major heading.

Clauses

(15) Each paragraph is referred to as a clause. All clauses in University policies are numbered in the
standard format as follows.
(16) Sequentially numbered clauses throughout document with:
a. first level sub-clauses being denoted by lower case alphabetical numbering (as shown
here);
i. second level sub-clauses being denoted by lower case roman numerals (i., ii., iii.,
etc.) as shown here; and
o the final third level sub-clauses being denoted by bullet points as shown
here.

Section 5 - Guidelines
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(17) The guidelines section can be flexible in terms of providing a range of advice and guidance on
what would be best practice. Guidelines are not mandatory and may contain examples,
checklists, further clarifications or extrapolations etc.

Status and Details [this information is generated from the Policy DDS]

Status Current
Effective Date This is usually the date of publication
Review Date The review date is normally 5 years from the date of publication

Approval Authority This is the Committee or position that has the authority to approve the
document — refer to the Delegations of Authority Policy

Approval Date This is the date that the document is approved

Expiry Date This is related to a pre-determined expiration date if relevant

Unit Head This is the name and title of the Unit Head of the area that has responsibility
for the document

Author This is the Officer who is responsible for managing the review, amending the

document and completing the covering memorandum in the Policy DDS
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