Policy Template
	
	1.0 Policy title

	
	The policy title is a descriptive, succinct phrase that describes the policy topic 

	
	

	
	

	
	1.1 Purpose

	
	What do you want to achieve?

	
	“The purpose of this policy is to …”  or  “This policy outlines…”   or  “By developing and communicating this policy, our organisation aims to:…”


	
	

	
	

	
	

	
	

	
	1.2 Scope

	
	The scope defines “who” and / or “what” is covered by the policy. 

	
	“This policy applies to.… / “This policy does not apply to…”

	
	

	
	

	
	

	
	

	
	1.3 Definitions

	
	A list of definitions of key words is an efficient way to reduce ambiguity in your policy. The definition of a key word can be a policy statement in itself. eg if you are writing a pet policy a definition of “pet” is an agreed definition for the purpose of the policy. 

	
	

	
	

	
	

	
	

	
	

	
	1.4 Principles or Guidelines

	
	This is a statement or list of the underlying principles that have informed the development of the policy. It should link with the general principles of your organisation. It may contain principles drawn from various areas of your operation that need to be balanced against each other. It helps others to understand the “why” of your policy. It may guide users of the policy when a novel situation arises or when the policy is being revised.



	
	

	
	

	
	

	
	

	
	

	
	

	
	1.5 Policy

	
	The policy is a set of statements, derived from your principles, that describe the “what” and the “why” of your practice in a particular area of operation. They provide a guide for action and responsibility.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	1.6 Associated Procedures

	
	This is a list, by title, of the procedures associated with the particular policy. Remember, there may be more than one procedure for each policy you produce. Some associated procedures will be specific for this policy. Other associated procedures may be derived from another policy eg grievance procedure may be an associated procedure for your pet policy. 

	
	

	
	

	
	

	
	

	
	

	
	1.7 How we assess the effectiveness of this policy

	
	A policy is effective it achieves what you want.  Think about what you can measure to show how well you are achieving your aim. Your policy could show 1) what you measure and 2) the information or observation that will be used to demonstrate how well the aim has been achieved

eg

	measure
	source

	annual no. of disputes about pets
	Grievance records

	
	

	
	

	
	

	
	1.8 Documents, forms and templates

	
	This is a list of your organisational documents that refer to, or are based on, this policy eg tenant handbook, forms, form letters, job descriptions.  This will ensure that these documents are included in the implementation, reviews and updates of the policy.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	1.9 Legislation, contracts and guidelines

	
	This is a list of relevant legislation and contracts, related to the policy topic, with which your organisation must comply. The policy must be consistent with the legislation. It alerts the policy user to check the legislation for any queries about the policy or for further clarification. If legislation changes, the list will help the policy reviewer to identify which policies need to be checked.

	
	

	
	

	
	

	
	1.10 Standards

	
	This is a list of any standards eg SAAP service standards, Community Housing Code of Practice with which the policy complies. This will help you to efficiently provide evidence of your compliance with a standard.

	
	

	
	

	
	

	
	1.11 Training

	
	Training of staff, volunteers, board members, tenants etc may be needed for the policy to be initially implemented and then maintained eg a policy on tenant participation may require at least one staff member to have good group facilitation skills. Identifying training needs as part of your policy will increase the chance of it being effectively carried out.

	
	

	
	

	
	

	
	

	
	1.12  Resources

	
	This may be a list of budgetary line items, equipment or other resources. Identifying budgetary items related to the policy will help to make sure that the organisation provides the resources for implementation eg budgeting money to reimburse childcare costs may be important for reducing barriers to tenant participation in the organisation.



	
	

	
	

	
	

	
	

	
	1.13  Review

	
	State the date that the policy was created, last reviewed and is scheduled for next review.



	
	

	
	

	
	

	
	


