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Policy/related document name (and HR ref no if applicable) 

	Document type:
	

	Administering entity: 

	

	TRIM Reference:
	

	Date approved:
	

	Approved by:
	

	Indicative time for review:
	

	Responsibility for review: 

	

	Related policies or other documents:

	


Rationale and Scope

· a rationale and scope for the policy that describes the reason for the policy, its context and intentions, and the scope of persons/matters it is intended to cover; scope includes who is bound by the policy

Principles (if appropriate)

· a description of underlying principles or systematics that guide the policy

Policy

· policy statements that make clear the intent of the policy and what it is intended to mandate;

· please use clear direct language, free from jargon, and where specialised words or acronyms are used, they should be defined;

· short paragraphs are preferable, with sections and subsections numbered (ie section 2; subsection 2.1 etc); either/or statements of alternatives should be clear and labelled (a) (b) etc.

Procedures

· clearly set out administrative procedures to the level that is necessary (ie not including administrative detail that is not necessary for a formally approved policy) and

· reference to any policy or other documents that must be read in conjunction with this document, and reference to essential forms that must be used for its administration;

· if appropriate state who may issue procedural guidelines, and/or management plans not inconsistent with this policy.

Approval signature

Chancellor/Vice-Chancellor

ANNEXURES: (not subject to approval above)

Relevant procedural documents including forms 

· copies of, or links to, relevant procedural documents, advice or guidelines, and forms, which may be devised by the responsible administering entity.

Notes:

· Unless other wise noted the administrative entity is responsible for all of the post-approval actions, including filing and publication;

· Please ensure that the guidelines for electronic publishing as in the Framework for policies and other instruments are followed;

· A new revision is filed immediately after approval in the same document number as the one it replaces (Trim looks after the revisions and will deliver evidential quality copies of past revisions and their dates). The Web page is then updated from this source document.

· When filing is made, please enter actions in the Trim metadata that provide appropriate reminders of the time for revision or any other milestone. Consult with Records Management Staff on the correct protocols for this as necessary.
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