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Writing tips:
Use plain English; short sentences.
When creating a list do not use semi colons at the end of each point. 
If the list consists of sentence fragments, use lower case for the opening word and no punctuation.
If the list consists of complete sentences, use a capital letter for the opening word and a full-stop for each item.
Use square bullets.
Avoid unnecessary capitalisation of words. Only titles and proper nouns need capitals, administrative functions don’t.
If using optional plural, 
use ‘s’
 in brackets, e.g. course(s).
Spell out numbers below 10.
Body text font is Arial 10, spacing is 2 
pt
 before and after with line spacing set at 13 exactly.
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How to use this template:
 The boxes in yellow are hints for writing this policy and procedure. To complete a section, delete the yellow box and type in the section under it. Some sections are optional and are clearly marked as such. If not being used, these sections can be deleted.
Refer to Guidelines for Policy & Procedure Writing at 
http://www.swinburne.edu.au/corporate/registrar/ppd/tools.htm
)


Please note: Printing this document may make it obsolete.
For the latest version of this policy always check the Policies and Procedures Directory
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[bookmark: _Toc300753004][bookmark: _Toc301184680]context
 (
THIS SECTION IS OPTIONAL
A
 concise statement (one or two sentences) on the application of the policy/ procedure in relation to university strategies, goals and objectives.
 This statement 
can
 contain background information
 that may help the reader better understand the policy
.
)






[bookmark: _Toc300753005][bookmark: _Toc301184681]purpose
 (
Why
 do we have this policy? 
This [name of policy] Policy and Procedure ensures…….
)




[bookmark: _Toc300753006][bookmark: _Toc301184682]scope
 (
Who
 and 
what
 does this policy apply to? Does it apply to everyone and everything? 
Where this policy does not apply to all, list who and what it does apply to, for example:
sectors
, campuses, etc.
courses
: accredited/non-accredited, research/coursework, etc.
types of activities
cohorts of students
For student-only policies this opening line is required
This policy and procedure applies to all students
.
 
If necessary, it can then be qualified with a phrase such as ‘
with the exception of those enrolled in pr
ograms or courses delivered by…’
)


[bookmark: _Toc300753007][bookmark: _Toc301184683]
section 2 – policy



[bookmark: _Toc300753008][bookmark: _Toc301184684]principles
The [name of policy] Policy and Procedure is committed to and guided by the principles of:
· 
 (
Principles can be expressed in point form. They should be action-based phrases about the principles which we aim to achieve. Key words and phrases for principles include, access, equity, timeliness, fairness, ethical, etc.
For example:
The Review and Appeals Policy is committed to and guided by the principles of:
efficient and timely consideration of all matters covered by this policy
)








[bookmark: _Toc300753009][bookmark: _Toc301184685]policy
	
	Heading (level 1) (only the first word of heading requires an initial capital letter)

	[bookmark: _Toc300740549][bookmark: _Toc300740628]
	Policy statement or sub-heading (level 2)

	
	sub-point (level 3)
sub-sub point (level 4)
list (alpha)

	
	Heading

	
	

	
	

	
	 (
The numbered policy section has the key rules to ensure that Swinburne, students or other stakeholders adhere to the policy principles. Responsibilities, levels of approval, endorsement and sign-off, and authority are also part of this.
For example:
The consideration of the review must commence within 10 working days from the lodgement of the application.
Table numbering has been set up using headings:
Table level 1
Table level 2
Table level 3
Table level 4
Table level - alpha
Insert lines and click on the heading level you want – it will update automatically. Use the ‘continue numbering’, ‘restart at 1’ and ‘set numbering value’ options to adjust accordingly.
Click on ‘Policy table headings’ to bold heading.
Each entry has its own line
Divide 
numerical 
sections with a 
solid
 line.
 Don’t use 
solid 
lines for each entry.
)
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section 3 – procedure
	Procedure steps
	Responsibility

	
	Heading (level 1)
	

	
	Procedure step (level 2)
	

	
	 (
The key to writing clearly defined procedures is to think in steps:
What are the key steps in the process?
Who must complete each step?
How is the process initiated?
A few tools that might be useful for writing clearly-defined procedures:
Writing in the ‘active’ rather than the ‘passive’ makes it easier to write logical linked steps. The active form is more likely to prompt the next step as it makes us think, “Then what happens?”
Passive: The application must be submitted.
Active: The student submits the application.
Where possible start actions with a verb or the person performing the action.
Using a Process Map can visually demonstrate the processes.
For example:
Initiate a review of a reviewable decision by completing an application.
The responsible officer registers the application and maintains all records associated with the application.
)sub-step (level 3)
sub-sub step (level 4)
list (alpha)
	

	
	Heading
	

	
	Procedure step
	

	
	
	

	
	
	






[bookmark: _Toc301184687][bookmark: _Toc300753011] (
What’s the difference between policy and procedure?
POLICY = RULE
          
PROCEDURE = ACTION
)
Process map
 (
Include a Visio process map that clearly shows the procedure with starting and ending points: 
)
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section 4 – reference and supporting information



[bookmark: _Toc300753013][bookmark: _Toc301184689]definitions
	Word/Term
	Definition

	 (
THIS SECTION IS 
OPTIONAL
Use an initial capital for each entry.
 No punctuation is required at the end of a definition (unless it is a complete sentence with a subject and verb).
Definitions should include key terms that are specific to this policy and procedure.
Not sure what needs defining? Have someone outside Swinburne or the department read it and encourage questions.
Note: Development of a centralised glossary will have a comprehensive list of key terms and will include the key terms that are defined in this policy.
)
	

	
	









[bookmark: _Toc300753014][bookmark: _Toc301184690]Supporting documentation
	Links to supporting documentation

	 (
Links for staff to the webpage where management guidelines and other supporting documentation (e.g. forms associated with the policy) is available (OPAX protected).
)
	

	
	

	
	





[bookmark: _Toc300753015][bookmark: _Toc301184691]Policy performance indicators
Reviews of the effectiveness of this policy and procedure could include consideration of the following:

	Performance indicator
	Data source(s)
	Comments

	 (
THIS SECTION IS 
OPTIONAL
R
eviews of the effectiveness of this policy and procedure could include consideration of 
student attrition, using SPQ data.
)
	
	

	
	
	





[bookmark: _Toc300753016][bookmark: _Toc301184692]Acknowledgement of external sources
	Title and institution
	Link

	 (
THIS SECTION IS OPTIONAL 
List
 any policies
 or
 procedures 
from
 external institutions that have been used to 
substantially 
inform the 
writing
 of this 
policy
.
 
Provide a h
yperlink 
to the external institution’s 
web address
.
)
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section 5 – governance 



[bookmark: _Toc300753018][bookmark: _Toc301184694]Related external references
	 (
THIS SECTION IS OPTIONAL 
List legislation, regulations and organisations particular to this policy.
 
List in alpha order.
)Name
	Link

	
	

	
	


 (
The stakeholders who control the content of the policy and ensure that the policy is implemented.
 List in alphabetical order, separate each entry with a semi colon. Use a comma within an entry for title and location. 
E.g. 
CEO
, Swinburne College.
 For DVCs use DVC (Academic) etc., not just the letter.
)


[bookmark: _Toc300753019][bookmark: _Toc301184695]Responsibility
	Responsible manager(s)
	 (
The person responsible for managing the review of the policy.
)

	Policy administrator
	

	Approving body
	 (
Approving body (e
.
g
.
 A
cademic 
S
enate
, 
Vice-Chancellor
, Council)
)





[bookmark: _Toc300753020][bookmark: _Toc301184696]Change history
	Version
	Approval date
	Approved by
	Change

	
	
	 (
Approving body 
(e
.
g
.
 AS, 
VC
, Council)
)
	 (
Enter a statement summarising the changes to the previous version; do not list each and every amendment
.
)

	
	
	
	



 (
List policies or procedures that have been superseded by this document
.
 If new, write new policy. 
List in alphabetical order.
)
[bookmark: _Toc300753022][bookmark: _Toc301184697]
section 6 – transitional arrangements

 (
This section only applies to those policies which come under a regulation. Once the new regulations have been passed, it will be removed from the policy. 
Please delete if not relevant.
)

[bookmark: _Toc300753023][bookmark: _Toc301184698]Commencement and transitional provisions

Prior to the [name of the Regulations] Regulations 2011 being made and taking effect, the equivalent sections in the existing Swinburne policies and procedures relating to the [name of this Policy and Procedure] will continue to apply.

If there is an inconsistency between this policy and procedure and the existing Swinburne policy and procedure, the latter shall prevail.



[bookmark: _Toc300753024][bookmark: _Toc301184699]sunset

Section 6 “Transitional Arrangements” will cease to operate on the day the [name of the Regulations] Regulations 2011 are passed and become effective.

When this section ceases to operate, then:

(i) this Section 6 ‘Transitional Arrangements’ is deleted and removed from this policy and procedure
(ii) the section (below) ‘Related Swinburne Legislation and Policies’ will be updated and inserted as the first section of Section 5 Governance


[bookmark: _Toc301184700]
related Swinburne legislation and policies
 (
This section only applies to those policies which come under a regulation. 
Please delete if not relevant.
)This policy and procedure supports the Swinburne [name of the Regulations] Regulations 2011 and should be read in conjunction with related internal and external legislation and relevant management guidelines.

In cases where the policy and procedure or guidelines conflict with the [name of the Regulations] Regulations 2011, or related legislation, the regulations and related legislation always take precedence.
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