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Purpose:

A statement indicating the reason for the document’s existence and importance.  It should be brief and one sentence only.

Policy:
Statement of specific policy

· Use one-sentence statements only.

· Always word the statements concisely and avoid ambiguity.

· There may be more than one policy statement in a policy document.  If so list them down the page.

Definitions:

(Optional) Some policies may require a definition section.  The purpose of this section is to define areas that may need clarification.

Audience:

Each policy should identify who the audience is in terms of staff, students and external bodies within the university community.

Relevant legislation:

State the relevant legislation this policy must comply with or is referenced to.

Legal compliance:

If this policy has obligations for legal compliance these should be listed briefly.

Related procedures / documents:

If any policy has a number of procedures and/or documents associated with it, these should be listed in this section of the policy statement.

This means the procedures do not necessarily have to reside with the policy documents but need to be recorded in a prominent place within the policy.

Document Management Control:

All policies should have a footer, which indicates the document number (if any); person who prepared the document; person/body who authorised the document (policy owner); the date the document was issued or revised; the date the policy is to be reviewed and a statement that this policy is the property of Massey University. This information should be set out as follows:
Prepared by: 
Title of person drafting policy
Authorised by: 
Title of Policy Owner
Approved by: 
e.g. VCEC 07/03/44

Date issued: 
Day Month year
Last review: 
Month and year
Next review: 
Month and year
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