Policy Formulation Guide

	POLICY
	POLICY ON xyz

	POLICY GROUP:

That is, what the policy is written for
	A:
Organisation, Structure, Governance and Management
B:
Staff, carers and volunteers

C:
clients

D:
Services/programs

	POLICY STATEMENT

	CONTEXT
	Explains the context in which the policy operates – legal, ethical, principle based and how it applies to CHSS.

	INTENT
	The intent should clearly indicate the rationale behind the policy and /or the outcomes that should be achieved by following the policy. 

	APPLICATION
	The range of the policy, eg. applicable to all staff.

	LEGISLATION
	Detail relevant State/Federal Government Legislation if applicable

	DEFINITIONS
	Generally used where there is a likelihood that confusion may emerge over language.

	POLICY STATEMENTS
	These shall spell out in detail provisions that must be applied to practice


	PRACTICE GUIDELINES
	These must relate policy statements to practice and show how the policy will apply to general day-today operations.

	SUPPORTING / RELATED DOCUMENTS:
	These may include research; reports; legislative docs; information/links docs

	POLICY FURTHER INFORMATION

	Commencement date
	Commencement Date will not be retrospective.
	Review date
	Review dates should typically be two (1) – three (2) years from the Commencement Date.

	REVISION HISTORY – section maintained by the University Policy Officer

	Revision Ref. No.
	Approved / Rescinded
	Date
	Committee / Board
	Resolution Number
	Document Reference

	
	
	
	
	
	

	ACCOUNTABILITIES

	Implementation:
	Outline the position/s responsible for implementing the policy – it is to be a position, not a group,  at HR level

	Compliance:
	Outline the position/s responsible for ensuring compliance across CHSS with the policy.  

	Monitoring and evaluation:
	Outline position/s responsible for monitoring and evaluating the policy, may include committees/ mgt groups

	Development / Review:
	Outline position/s responsible for developing and/or reviewing the policy

	Approval authority:
	Body responsible for approving the policy which will be:

CEO, and/or Committee of Mgt

	Interpretation and advice
	Outline position/s responsible for interpreting and advising on the policy. 

	WHO SHOULD KNOW THIS POLICY?

	Outline position/s that should know the details of the policy, be as specific as possible

	EFFECTIVENESS OF THIS POLICY

	Performance indicator(s)
	Outline the performance indicators of the policy, the data should be able to be collected and relate to the effectiveness of the policy.
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