POLICY TEMPLATE 

	(Title) Policy
This template includes instruction boxes to assist with drafting.  These can be removed as you work through the draft. The draft should be informed through a risk assessment, assessment of opportunities, and consultation with stakeholders.
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Section 1 – IntroductionInstructions: The introduction should establish the context behind why the policy has been developed and why it is important to the University.

1) 

Section 2 - Purpose
2) This Policy….Instructions: The purpose of the policy document should clearly state the objectives that the University is aiming to achieve through this Policy.  The purpose should be one or two clauses.


3) 

Section 3 - ScopeInstructions: The scope should clearly explain what the policy applies to.  I.e. Does it apply to the whole University? Does it apply to all courses?  Does it apply to controlled entities? The scope should also explain what it does NOT apply to if there is a risk of misunderstanding that it applies to areas / items that may be like what is included in the scope.

4) This policy applies to….

5) This policy does not apply to…..

Section 4 - AudienceInstructions: The Audience should list the positions / stakeholders who are required to understand and comply with the document.

6) This policy should be read and understood by:
a.
	b.

	
Section 5 - DefinitionsInstructions: Defined terms that are already contained in the Policy Library Glossary do not need to be listed here. Terms that require defining are usually those that are ambiguous or unclear, specialised or technical terms; terms that rely on a meaning that is different to a defined term in the Policy Library Glossary or is a term with legal significance. If a term is already defined under legislation, the definition should be “As defined by the (Name of Act), or any replacing legislation.”  Do not add terms here if they are not used within the document.


7) In the context of this document the following definitions apply:
	Defined Term
	Meaning 

	
	

	
	

	
	

	
	


Section 6 - PrinciplesInstructions: Policy principles should be drafted using active language to inform decision making, reflect core values and ethical considerations and/or provide clear statements of objectives. The use of sub-headings may assist with formatting and improve understanding.

8)  

9) 

10) 

11) Instructions: Below are standardised clauses that can be used if it is considered that non-compliance with the policy principles may place the University at risk. The use of these clauses should be considered within the context of the document being drafted.

Section 7 – Non-Compliance 
12) The University does not tolerate non-compliance with the requirements of this Policy. 
 
13) Suspected breaches of this Policy can be logged through a Breach Report.

14) Staff who do not comply with this policy may be subject to the provisions of the misconduct / serious misconduct clauses of the applicable Enterprise Agreement or their employment contract. Students who do not comply with this Policy may be subject to the provisions of the Student Conduct Rule.

Section 8 – Relaxing Provision Instructions: Below is a standardised relaxation provision that may be used where it is forecast that situations may arise where some provisions cannot or should not be complied with. The relaxing provision does not replace a waiver or appeal delegation of authority.  The inclusion of this clause needs to be considered in the context of the Policy content, the University’s organisational structure, and the University’s delegations of authority. 

15) To provide for exceptional circumstances arising in any case, the (Position) (optional: on the advice of (Position)) may relax any provision of this Policy, provided that the relaxation:
a. does not compromise compliance with external obligations (including but not limited to contractual, legislative or accreditation requirements);
b. does not override a decision made under a formal delegation of authority; 
c. does not replace a decision that is subject to a formal delegation of authority; and
d. gives due consideration to the principles of procedural fairness.

	TRIM Number
	

	Delegate / Approval Authority
	

	Responsible Executive
	

	Unit Head
	

	Author
	

	Enquiry Person
	

	Enquiry Person Contact Details
	

	Review Timeframe
	1 year / 3 years / 5 years


Next Steps: When a final draft has been agreed upon by relevant parties, the soft copy needs to be provided to policy@newcastle.edu.au to undergo a Quality Review. The details considered during the Quality Review can be seen in the Policy Document – Quality Review Template. The draft should not be submitted for consultation or approval until such time as the Quality Review has been completed and feedback provided.
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