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This template contains instructions in red to assist in its completion.  These instructions should be deleted as the template is completed.  Refer to Policy & Procedure Development Tools at http://www.swinburne.edu.my/ppd/tools.php for guidelines on the process for development/review of policy, and writing tips.
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SECTION 1 - INTRODUCTION
PURPOSE

<MANDATORY – A concise statement (one or two sentences) on why the policy/procedure exists and what it is designed to ensure.  This statement should not contain background information or detailed explanations, and should be suitable to act as a summary for viewing on the web before the user views the whole document. >

XXXXXXXXXX
SCOPE

<MANDATORY - State the people, groups of University units to which the policy and procedure applies – for example “This policy applies to all <students and prospective students> <to all academic staff in the Higher Education Division>.  This section must include details of any exclusions from the operation of the policy, and must explicitly state whether Sarawak is inclusive or exclusive.
XXXXXXXXX This policy and procedure applies to <students/student> <in the TAFE Division/in the Higher Education Division/University-wide> <including/excluding> Sarawak campus.
DEFINITIONS

<OPTIONAL – include an explanation of terms and abbreviations used within the policy and procedure.  Some words are already defined within the University – check the Glossary of Terms for Policies and Procedures – those definitions should be used here.>
	Word/Term
	Definition

	XXXXXXXXX
	XXXXXXXXX


LEGISLATIVE CONTEXT
<MANDATORY – State here any Federal or State legislation, directives or guidelines, or any University Statute or Regulation, which provides the broad framework for which this policy and/or procedure operates and with which it needs to comply.  If the policy or procedure is derived from strategies priorities or other Swinburne policies, then state here. 
Do not include lengthy descriptive passages – if possible quote a reference link at the highest level where the information can be accessed in full>

	Name
	Location

	XXXXXXXXX
	XXXXXXXXX


SECTION 2 - POLICY 

PRINCIPLES
A general or overarching statement on the intent of the policy or rules. 

XXXXXXXXXXXXX
POLICY

The policy statement(s) themselves – rules that establish what will or will not be done.

Refer to Guidelines for Policy & Procedure Writing at http://www.swinburne.edu.au/corporate/registrar/ppd/tools.htm
· Use plain English; short sentences.

· Main headings and paragraphs numbered sequentially as this will assist with cross-referencing.

· Use MS Word, Aerial 10 with headings in bold and paragraphs separated by one line space.

	1.
	XXXXX Heading

	1.1
	Sub-heading



	
	XXXXXXX Policy statement.  Separate headings and sub-points by new table row.


	
	1.1.1 Indent sub-sub-points.  Use outline numbering for sub-sub-points.




SECTION 3 - PROCEDURE
PROCEDURE

<MANDATORY - A high level description of all essential steps and explanations on how  work is organised in order to achieve the stated objective, and who (position, not name) is responsible for each step.  Avoid using detailed descriptions and providing background information>.  
Refer to Guidelines for Policy & Procedure Writing at http://www.swinburne.edu.au/corporate/registrar/ppd/tools.htm
	
	Procedure steps
	Responsibility

	1.
	Heading
	

	1.1
	Step heading (if appropriate)


	

	
	1.1.1
Description of step

Sub-points


	Position responsible

	
	
	


SUPPORTING DOCUMENTATION
Forms and Records Management
<MANDATORY – Forms, or records, that are generated by the procedure should be listed, together with the required retention time for that document and where the record should be stored.   For details of the appropriate retention time – refer to the University’s Records Disposal information at http://www.swin.edu.au/corporate/registrar/rms.htm>
	Form
	Retention Time
	Retention Location

	XXXXXXXXXXXXXX
	
	


*University Disposal Schedule is available at http://www.swinburne.edu.au/corporate/scs/rms/   

Related Material
<OPTIONAL – insert details related material such as policies, procedures, work instructions or process flows that support the procedure, or can be used to execute the procedure.  If a Business Process Model exists for the procedure, then this must be entered.  If a BPm does not exist, a process flow can be inserted under a Process Flow heading>
	Name
	Location
	Document Type

	XXXXXXXXXX
	
	


SECTION 4 - GOVERNANCE
RESPONSIBILITY

	Policy Owner
	<The person with overarching responsibility for policy and procedure and for ensuring the policy and procedure is implemented, progress is monitored and the policy and procedure is regularly reviewed.  Policy Owners are normally Heads of Management Units.>
XXXXXXXXXX


VERSION CONTROL AND CHANGE HISTORY

	Version Number
	Approval Date
	Approved by
	Amendment

	XXXX
	XXXXXXXXXX
	XXXXXXXXXX
	<Enter a statement summarising the changes to the previous version; do not list each and every amendment>

<List policies or procedures that have been superseded by this document.>
XXXXXXXXXX


POLICY & PROCEDURE DIRECTORY REQUIREMENTS
	CATEGORY

	<MANDATORY – Enter the recommended PPD category within which this policy should be listed.  A note may indicate if the policy should be cross-referenced to another PPD category>

	XXXXXXXXXX


	KEYWORDS

	<MANDATORY – Insert keywords (separated by a comma) that could be used in a search within the database for a user to locate the policy>

	XXXXXXXXXX, XXXXXXXXXX, XXXXXXXXXX
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Please Note:  Printing this document may make it obsolete.

For the latest version of this policy always check the Policy

and Procedures Directory
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