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Information in Italics should be read carefully and deleted before the submission of any policy for approval.
For guidance relating to the approvals process for Policies please refer to the Governance Framework or consult with the Governance Team.
All policies require an Equality Impact Assessment  and a Sustainability Impact Assessment for approval. Please contact the Culture and Inclusion Team and the Sustainability Team for further guidance.
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1.0 Purpose and Scope
1.1. Provide a brief overview as to why the policy is needed and what areas it will cover.

1.2. You should also include here which members of the University community the policy applies to. If your policy applies to all members of the University community it should state this. Some examples of wording can be seen below for inclusion.

1.3. ‘This policy applies to all members of the University, including staff, students and any individuals working with or for the University. This includes all external members of the University Council and its committees, other external members of University committees, external examiners and assessors, consultants and contractors, volunteers, Honorary staff and Emeritus Professors/Fellows.’

1.4. ‘This policy applies to all members of University staff and any individuals working with or for the University. This includes all external members of the University Council and its committees, other external members of University committees, external examiners and assessors, consultants and contractors, volunteers, Honorary staff and Emeritus Professors/Fellows. This policy does not apply to students unless they are employed by the University.’

2.0 Definitions
2.1. In this section you should provide an overview of any pertinent definitions involved in your policy – this may include the definition of student, academic staff etc. 


3.0 Roles and Responsibilities
3.1 In this section you should include any key roles named within the policy and what their responsibilities are with reference to the scheme of delegation where necessary

4.0 [Policy Content]
4.1 Policies should include only the top-level principles within an area. The operational working of the policy should be included as a separate procedure document. 

4.2 Policies should be written in plain English so that they are understandable by a wide audience.

4.3 For further guidance please consult Table 1 of the Policy Framework or consult with the Governance Team.

4.4 Within this section you should include details on the consequences of non-compliance and how compliance will be monitored.

5.0 Related Policies and Procedures
[bookmark: _Hlk207898327][This section can be deleted if not relevant. Include within this section any related policies and any procedure associated with the current policy]

6.0 Document Information
	Owner
	[This should be the job title of the UEB sponsor of the policy]

	Version Number
	[When reviewing policies, you should keep a log detailing the changes made and the approval dates for each committee. This document will be held internally on your department’s X Drive but should be included as an appendix when submitting a policy for amendments. 
When a major change is made to the policy the version number should be updated wholly (eg. 1.0 to 2.0) if a minor change is made such as updating an email address or a link within the document the version number should be updated by a decimal (eg. 1.0 to 1.1)]

	Approval Date
	

	Approved By
	[Refer to Policy Framework or consult with Governance Team for Guidance]

	Equality Impact Assessment Completion Date
	[This should include the date you submitted an EIA to the Culture and Inclusion team, if you have any queries please contact them]

	Sustainability Impact Assessment Completion Date
	[This should include the date you submitted an SIA to the Sustainability team, if you have any queries please contact them]

	Date of Last Review
	

	Date of Next Review
	[This date should be a maximum of 3 years after the last review]
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[Procedure Name]
Information in Italics should be read carefully and deleted prior to the submission of any procedure for approval.
Contents
1.0. These sections will be individual to each Procedure.
2.0. When naming the sections they should be clearly labelled to ensure they are accessible for all users.

1.0. [Content Title]
1.1. Each section should be written in plain English to ensure it is accessible to all users.

1.2. Each section should clearly outline what the procedure is in that section and who is responsible for each section.

1.3. When assigning responsibility remember to include job titles and not named individuals.

2.0. Related Policies and Procedures
[This section can be deleted if not relevant. Include within this section any related policies and any procedure associated with the current policy]
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