Policy Document Template Instructions

Using the Policy Document Template to write policy documents ensures that all the information that the University community needs in order to find, access, and understand the policy will be included in the final policy document.  Using this format is mandatory for University-wide policies.

Policy Title.  This is the title of the policy that is being proposed.

Recommended Effective Date.  If there is a particular effective date applicable for the policy that is different from the approval date, please note here.

Brief Policy Summary.  Here you briefly describe the policy in one or two sentences.  This is meant to be a quick reference.  The full policy appears on the next page.

Applicability/Eligibility.  Policies might apply to all University community or it might apply more narrowly to certain groups.  In this section of the document, you should note as specifically as possible who the policy applies to (who is affected or protected by it).  Examples of applicability or eligibility groups are: faculty, staff, students.
Exceptions.  You should list here any exceptions to the applicability or eligibility criteria defined in the box to the left.  In what situations or for what individuals (otherwise eligible) does (or may) this policy not apply?  You should be as specific as possible here.  If there are no exceptions, please type “none” in the box.

Policy Administration.  This section lists important information regarding the development and implementation of the policy.

Mandating Authority.  This is the regulatory body or document that has established jurisdiction over the issue (e.g., Federal law, state law or regulation, accrediting body, Board of Regents, University Senate, Administrative Council).

Responsible Office.  This is the administrative office and/or Senate Committee that is responsible for administering the policy and monitoring compliance on behalf of the institution.  The Responsible Office will serve as the contact point for the policy.  Please include the name of the department, the campus address, and the phone number.

Responsible Executive.  The executive officer (i.e., vice president, associate provost, dean, Provost, or President) who has administrative authority over the Responsible Office.

Policy Management.  The items in this section are needed in order to appropriately manage the policy.

Policy History.  Please list here the approval dates of previous versions of this policy.  Also list the title and approval dates of any policy that this new one supplants or overrides.

Index Words. These are the words or phrases that commonly would be used by University community members if they were searching for this policy without knowing the official title.  The ability of students, faculty and staff to locate the policies they need will depend upon the quality of these index words.

Web Links--Procedures (url).  Insert the web address (link) to the detailed procedures (the step-by-step instructions needed for individuals to carry out and comply with the policy). [This section will change when the policy management system is fully functional.]
Full Policy Text. This is the text of the policy itself.  [Please note, there are separate sections below for the rationale for the policy, definitions, and additional information.]

Rationale or Purpose.  In this section you should explain the purpose for the policy–why it is needed, what has been happening without the policy (or with the old policy), what benefit the policy will bring.

Definitions.  Any acronyms, words or phrases in the policy document that the readers may not understand, or that may have different meanings or interpretations for different readers, should be defined in this section.

Additional Information.  If there is any additional information that the users or implementers of this policy need to know in order to comply with the policy, it should be noted here.  In addition, please list here any additional resources (written materials, web documents, individuals or offices) or web links which may help the reader understand or interpret the policy.
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