Guidelines for completing the IS Policy Library Template

DRAFT
All policies within the Information Policy Library are required to conform to this format prescribed in this template. These guidelines will assist you to complete the template. Yo may also refer to other policy documents (such as the Skype policy) that are available in the Information Policy Library as models for your policy draft. 
Further information about the presentation and approval process for Information Services policies can be found in the Policy on Policies located in the Information Policy Library.
Policies should be written in plain English: in a style that most stakeholders can understand in one reading. Try to avoid obscurity, inflated vocabulary, discipline-specific acronyms, and convoluted sentences.  If acronyms or discipline-specific terms must be used, provide a glossary.
Note – The statements in Part 1 should be brief and concise acting as an Executive Summary of main features for a reader.  See Appendix A for further information about completing this template
TITLE AND HEADER INFORMATION

Title

Ensure that you give the policy a descriptive title that is sufficient to allow users to search for the policy using keyword search
The Header area  identifies the policy within the Information Policy library and also identifies the owner of the policy. This section includes:

IS Policy Library number
To be inserted by Information Policy staff
Policy Category

To be inserted by Information Policy staff
Contact Officer

(Nominate the person is responsible for the content and operation of the policy)
Commencement date
 
To be inserted after approval by IS Executive
Review date


To be inserted - 2 years after approval date)
Revision no


(Note first version is 1.1)
Web address


To be inserted by Information Policy staff
PART 1.

POLICY STATEMENT
Policy statement 
A very concise ‘plain English’ overview of what is mandated by the policy and the level of compliance required. This should not exceed one short paragraph and could be limited to one sentence only. It is a very important part of the document.
.

1.1  Objectives of policy  Enumerate the outcomes that will be met by the implementation of this policy. What will the policy achieve?

1.2  Policy rationale  
Outline the justification for the policy and the problems that will be resolved by implementation of the policy. 
1.3  Scope   

Define the groups or areas to whom the policy applies. Where will this policy be applied?  Who will be affected?  Are there any exclusions?
1.4  Authority statement  A short explanation of how it is that the approving parties have authority to do so.  This will usually be by reference to University Statutes or Regulations, particularly Regulation 8.1.R1 - The University of Melbourne Information Division, . Regulation 8.1.R6 - Library Rules, or Regulation 8.1.R7 - Computing and Network Facilities Rules. 
1.5  Related legislation, policies and other documents.  For example, this could include relevant legislation, University statutes and regulations, other policies from policy library

1.6   Definitions  
Give definitions of key terms as they are used in the document
PART 2.

RESPONSIBILITY

Indicate which parties are responsible for

· initiating the policy

· approving the policy

· oversight of policy implementation

· review process

PART 3

PROCEDURES

Procedures contain the supporting information necessary for implementing the policy. Procedures include details of the means by which the policy is to be implemented. This section could occupy a lengthy proportion of the final document.

Procedures may include the process required for implementation and description of the roles of relevant groups.
Procedures may include other relevant documents such as operational plans, codes of practice, best practice statements that have been mandated by IS Executive policy decision
PART 4 

REVISION HISTORY

This should be appended to Policy documents so that the history of the document can be traced at any one time.
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