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	Policy Number:
	The next number in the index of entries.

	Policy Name:
	Name of Policy.

	Contact Officer:
	Staff Member responsible for the policy.

	Date Approved by Senate:
	Senate approval date.

	Date of Next Review:
	Date 3 years from approval for Contact Officer to review policy.

	Related Policies:
	Any related policies by number and title.


1. Overview:

In this section provide an overview of the policy, including any background information which provides the context to the policy determination.  State the purpose of the policy and the reasons the policy was developed.

2. The Policy:

· In this section details of the policy statement should be set out.

· Short paragraphs are preferable.  Each major section or sub-section should be consecutively numbered.  For example minor headings under Section 2 would be numbered 2.3, 2.2, 2.3 etc.

· Administrative procedures required to implement the policy should be clearly set out.

· Any forms required for implementation should be included as an annex.
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