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Policy Request Form
Instructions
This form is to be completed when:
· proposing an amendment to or requesting a review of a University Policy, Rule, Procedure or Guideline; or
· requesting a new policy document. 
It provides the necessary context for the proposed changes and ensures alignment with the Policy Framework Policy.
Please use the templates provided on the Policies webpage for new policy documents:
· UNE Rule/Policy Template
· UNE Guidelines Template
· UNE Terms of Reference (Committee) Template
Please familiarise yourself with the Style Guidelines – the Policies team will make minor corrections, however if your document does not follow the Style Guidelines it will be returned to you to amend. 
Please complete the relevant sections and forward to policies@une.edu.au. 

Section 1: Document Details
	Document Name:
	[Insert full name of the document]

	Document Type:
	☐ Rule ☐ Policy ☐ Procedure ☐ Guideline

	Policy Owner:
	[Insert Position Title (the senior officer responsible for the policy area)]

	Policy Steward:
	[Insert Position Title (the officer responsible for implementation and review)]

	Date of Proposal:
	[DD/MM/YYYY]

	Prepared By:
	[Your Name, Position Title, and Business Unit]





Section 2: Summary of Proposed Changes or Rationale for new Policy Document (Cover Note)
Provide a clear, high-level summary, as follows:
· for an amendment, summarise the proposed changes and the primary reason; or
· for a new document, summarise its purpose, scope, and the rationale for its creation. 
	
<insert summary>





Section 3: Classification and Rationale
3.1. Classification of Amendment 
In accordance with the Policy Framework Policy, please classify the proposed amendment. Select one of the following:
☐  New Rule/Policy/Procedure/Guideline
☐  Substantial Amendment: a significant change that alters the scope, principles, or intent of the document.
☐  Minor Amendment: a change that does not alter the substance or intent, such as updating terminology, clarifying existing text, or reflecting organisational changes.
☐  Administrative Amendment: a change to correct minor errors (e.g., typographical, broken links) or update position titles where there is no change to responsibility.
	
<Notes (if required)>




3.2. Rationale
Explain why the change or new policy document is necessary. Select all that apply and provide details:
☐  Legislative or Regulatory Change: specify the legislation/standard and the required changes.
☐  Organisational or Strategic Need: describe how the change/addition aligns with University strategy, a new operational requirement, or an organisational restructure.
☐  Scheduled Review: indicate if this change/addition is part of a routine review cycle.
☐  Operational Issue: explain the current problem and how the proposed change/addition will resolve it or improve processes.
☐  Other: please specify.
	Details



	<insert details of why change or new document is required>



3.4. What sections of the document have been edited?
Note: complete this section for amendments only, not new requests.
☐  Specific sections: <Please list all sections that have been edited>			☐  Whole policy
3.5. Key Impacts
Detail the practical effects of the proposed changes/addition:
	Delegations: will delegations or authorities be altered (for an amendment) or established (for a new document)? If yes, provide a clear rationale.

	<insert details>

	Operational Outcome: what specific changes in process or practice will result from this proposal? How will these changes achieve the desired outcome?

	<insert details>

	Contentious or sensitive content: is any content in the proposed new document or amendment considered contentious or sensitive? If yes, please provide details.

	<insert details>

	Impact on existing resources: will this proposal have an impact on existing University resources (e.g., staffing, systems, budget)?

	<insert details>

	Impact on compliance: will this proposal change any existing compliance processes or create new compliance obligations?
	<insert details>



Section 4: Consultation
4.1. Required Consultation Pathway 
Consultation is mandatory for all new documents, Substantial Amendments, and Minor Amendments. 
List the key stakeholders, committees and/or positions that must be consulted:
	Group
	Details

	
	

	
	



Note: a minimum 2-week consultation is required via the Policy Bulletin Board for substantial amendments, reviews and new policy documents. Please factor this into your consultation plan. 
4.2. Consultation Status 
Indicate where this proposal is currently on its consultation pathway, e.g., "Awaiting review by Policy Owner before formal consultation commences".
	
<insert details>




4.3. Post-Consultation Summary 
To be completed after consultation. Summarise key feedback, decisions made in response to feedback, and any resulting modifications to the proposal.
	
<insert details>





Section 5: Impact on Other University Documents
5.1. Rescinded Documents 
Will any policies, procedures or guidelines be made redundant and require rescission as a result of these changes/additions? If yes, please list them.
	
<insert details>




5.2. Consequential Changes
Will other University documents require amendment as a direct result of this proposal? If yes, please list them.
	
<insert details>




Section 6: Approval Pathway
Review by Unit Head
Please confirm that the policy document has been reviewed by the appropriate Unit Head:
	
<name of Unit Head, date of approval, any comments that the Policy team should be aware of>




Required Approver
Please confirm the required approving authority – if you are unsure, please consult with the Policy team or review the Policy Framework Policy:
· Policy Owner – for Administrative and Minor Amendments to Procedures/Guidelines
· Vice-Chancellor and CEO – for Minor Amendments to management Policies/Rules
· Executive Team (endorsement) and Vice-Chancellor (for approval) – for substantial amendments or new management policies/procedures/guidelines
· Academic Board/University Council – for Substantial Amendments or new Policies/Rules, also noting which subcommittees need to endorse. 
	
<insert details>




Section 7: Attachments
Please list the required attachments, noting that clean versions will be provided by the Policy team after they have been entered into the policy system:
· For Amendments
· a track-changed version of the document, titled ‘Tracked Changes Copy - <policy name> <date>’
· For New Documents: a draft of the proposed new document (using the templates provided on the Policy webpage, see Introduction), titled ‘Draft - <proposed policy name> <date>’
· Other: any supporting information that may be required. 
	
· Attachment 1 – 
· Attachment 2 – 




Section 8: Communication update
Please provide a summary of the changes to be posted to the What’s new in Policy webpage:
	
<insert details>



We also encourage you to share this via your directorate newsletters, intranet pages, communication channels, socials, etc as appropriate. 
Next Steps
Undertake the review or draft the policy – use the appropriate template, or convert a PDF of an existing policy document to Word and edit using tracked changes.
Send both documents to policies@une.edu.au. The team will be in touch to discuss next steps.
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