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Policy or Procedure 

Request for Approval
Policy & Procedure 

Request for Approval

This form must accompany a new or amended policy/ procedure, or request for deletion of a policy/procedure, throughout the approval pathway, as a means of assuring the Approving Body that appropriate consultation and review has occurred, and that consideration has been given to the implementation of the policy/ procedure.  
The Policy Owner should complete Sections 1 to 4, and forward the completed form to the University Secretariat with the policy or procedure.

	POLICY & PROCEDURE NAME
	

	POLICY OWNER
	
	POLICY SPONSOR
	


	SECTION 1 –BACKGROUND

	DESCRIPTION 
	<New Policy & Procedure / Amended Policy & Procedure / Deleted Policy & Procedure>

	
	<Insert a short description of the reason for the new, amended or deleted policy and procedure>

	SUPERSEDED POLICIES & PROCEDURES
	<List any policies and procedures that this document supersedes>

	ATTACHED DOCUMENTATION
	· Policy & Procedure
	· Supporting forms:

· <List documentation>


	SECTION 2 – IMPLEMENTATION & COMMUNICATION 

	IMPACTED AREAS

	STAKEHOLDERS
	<Name the positions/groups affected by the policy or procedure, eg. general staff, postgraduate students, external visitors, specific Swinburne units. Consider the consultation mechanisms that have been used in development of this policy/procedure>

	SYSTEMS
	<Name any systems that this new or amended policy/procedure may have an impact on >

	DOCUMENTATION
	<Name any documentation that this new or amended policy/procedure may have implications for (eg. Business Process Models, Student Guide, Web Page, Work Instructions, Unit Rules)>

	IMPLEMENTATION & COMMUNICATION STEPS

	IMPLEMENTATION ISSUE
	ACTION STEP(S)
	RESPONSIBILITY
	TIMELINES

	
	· <Consideration should be given to impacted areas and the steps that will be taken to communicate the policy/procedure to those areas, training that will need to be provided, system changes that will be required, and documentation that will need to be amended.>
	
	

	
	· 
	
	

	
	· 
	
	

	
	· 
	
	

	
	· 
	
	

	
	· 
	
	


	SECTION 3 – CONSULTATION

	NAME
	APPROVAL OR COMMENTS

	
	<List groups or positions that have been consulted during the development or review, and details of any comments or objections raised during the consultation process that the approving body should be aware of.  If no consultation has occurred, state why.>

	
	

	
	

	
	

	
	


	SECTION 4 – RECOMMENDATION FOR APPROVAL

	NAME
	<Insert the name of the management team, committee or working party that has reviewed the final draft and recommended that it proceed for formal approval.  If not appropriate, insert name of name of Policy Owner who is recommending it proceed for approval.>
	DATE OF MEETING (if appropriate)
	


	SECTION 5 – APPROVAL

	FIRST APPROVING BODY

	NAME
	.

	DATE OF MEETING
	
	MEETING DOCUMENT REFERENCE
	

	OUTCOME
	<Record outcomes – eg. policy endorsed/modifications required, meeting document reference number>

	SECOND APPROVING BODY (if appropriate)

	NAME
	.

	DATE OF MEETING
	
	MEETING DOCUMENT REFERENCE
	

	OUTCOME
	<Record outcomes – eg. policy endorsed/modifications required, meeting document reference number>


	UNIVERSITY SECRETARIAT OFFICE USE ONLY
	Date Completed

	On receipt of documentation from Policy Owner:
	1) Check document against writing guidelines:

a) Definitions in document - amend document or update Dictionary as appropriate

b) Policies / procedures that might be impacted or superseded

c) Title accurately reflects content

d) Document reads clearly

Note any discussions with Policy Owner and/or status of document edits:
	

	
	2) Forward documentation to approving body
	

	
	3) Advise Policy Owner and Policy Sponsor of meeting date
	

	Once final approval has been obtained:
	4) Update Version Control and Document History section of document
	

	
	5) Publish policy or procedure on PPD
	

	
	6) Advise Policy Owner of approval and publication of PPD
	

	
	7) Forward papers to RMS for filing
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