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	Guidelines for Preparing Policies, Procedures, Guidelines and Forms

	
	




	Version
	1.2

	TRIM file number
	08/17

	Short description
	Guidelines to assist staff responsible for preparing policies, procedures, guidelines and forms to ensure that University documents are consistent, clear and well communicated.

	Relevant to
	Officers responsible for preparing and approving documents.

	Authority
	These Guidelines have been approved by the University Secretary in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV11

	Responsible officer
	University Secretary

	Responsible office
	Office of Corporate Affairs

	Date introduced
	10 December 2010

	Date(s) modified
	22 November 2007, 2 May 2011

	Next scheduled review date
	21 November 2012

	Related University documents
	Instrument of Delegations

	Related legislation
	Charles Sturt University Act 1989

Charles Sturt University By-law 2005

Public Finance and Audit Act 1983

	Key words
	guidelines, policies, procedures, guidelines, forms, rules, regulations


1.
PURPOSE
1.1
These Guidelines have been prepared to assist staff who are responsible for preparing policies, procedures, guidelines and forms for Charles Sturt University (CSU).
1.2
Policies and procedures help the University to ensure that staff and students act responsibly and make rational, well-informed decisions.  They help it to be consistent in its approach to decision-making and problem-solving across the University’s diverse locations. 
1.3
In order for staff and students to understand their responsibilities within the University, it is very important that policies and procedures are adopted and clearly communicated to everyone.  

1.4
To be effective, policies, procedures, guidelines and forms must be:

(a) accessible;
(b) clear; and
(c) consistent.

1.5
To achieve this, policies, procedures, guidelines and forms must be: 

(a) written concisely in plain language;

(b) clearly expressed; 
(c) consistently formatted;

(d) easy to follow;

(e) efficient to implement; 
(f) up-to-date;

(g) consistent with the CSU Act and CSU By-law, as well as other University strategies, policies, procedures, guidelines and forms;
(h) accessible to all interested persons on the University’s Intranet site; and
(i) translated into languages other than English where applicable.

2.
SCOPE


2.1
These Guidelines apply to all staff responsible for preparing or approving policies, procedures, guidelines and forms.

2.2
These Guidelines do NOT apply to management directions (sometimes called policies or procedures) that are approved by the head of a Faculty, Division or other office to provide local guidance on the application of University policies and procedures to staff solely in that area.  Management directions must not be inconsistent with approved University policies or procedures and, to the extent that this is the case, will be invalid.  


2.3
This Guideline does not apply to University Rules and Academic Regulations.

3.
TYPES OF DOCUMENTS
3.1
Policy
3.1.1
Policies set out the principles or standards of conduct that must be observed by staff (and, where relevant, students) in making decisions, participating in University activities or performing functions related to the University.  Policies “guide any decision-making in relation to processes, activities and initiatives which happen, or are expected to happen, frequently … i.e. repetitive functions.” (Roberts, 1996, 182)
3.1.2
Governance policies must be approved by the Council (see Policy on Delegations and Authorisations – Schedule 1: Strategy and Policy GOV7), including policies with respect to:

(a) risk management;

(b) investment management;  
(c) complaints, corruption and whistle-blowing
(d) audit;
(e) reporting of complaints regarding the University;
(f) statutory guidelines for the approval and management of commercial activities;
(g) compliance;
(h) the sale or acquisition of land; and

(i) the borrowing or investment of money.
3.1.3
Operational policies may be approved by the Vice-Chancellor for any matter relating to the management of the University (excluding those listed as governance areas).  
3.1.4
Observance of policies is mandatory.  

3.2
Procedure
3.2.1
Procedures set out the “individual steps which you must follow to carry out policy. They are more specific directions about who carries out which part of the policy, and when they should do it.” (Tipper, 1995, 16)
3.2.2
Procedures may only be approved by officers delegated by the Council, ordinarily the Vice-Chancellor or a relevant Executive Director, Director or Dean (see Policy on Delegations and Authorisations – Schedule 1: Strategy and Policy).
3.2.3
Observance of procedures is mandatory.  

3.3
Guidelines
3.3.1
Guidelines provide detailed advice or guidance to assist staff in implementing the University’s policies or procedures.  Guidelines may be approved by a relevant Executive Director, Director or Dean with respect to policies and procedures within their area of responsibility.

3.3.2
While guidelines should be carefully considered in formulating decisions or performing functions within the University, observance is not mandatory.  Nonetheless, guidelines provide staff with insight into the general approach and considerations expected by the University when implementing policies and procedures.
3.4
Forms
Forms are developed to assist users to collate necessary information, or to guide users through relevant procedural steps, in order to comply with a policy and procedure or part of a policy and procedure.  Where a policy or procedure authorises the creation of forms by a particular officer, or a form is required by a senior manager, use of the form is mandatory. 
4.
STATUS OF DOCUMENTS
4.1
Policies, procedures, guidelines and forms constitute a hierarchy of documents that inform and guide University decision-making and action.  They may be stand-alone documents dealing with a particular aspect of the University’s operations or form part of a series of strategic documents (e.g. University Strategy, Faculty/Division Business Plan) that guides overall operations and decision-making.
4.2
Within this hierarchy, forms, guidelines and procedures define how the policies of the University are to be implemented.  Accordingly, all forms, guidelines and procedures must be prepared with regard to the University’s approved strategies and policies.

4.3
On some occasions, however, a procedure may not have been established to deal with a particular situation confronted by the University.  In these cases, the principles set out in the policy should be sufficient to guide decision-making or action in the absence of a procedure or guidelines.  
5.
AVOIDING INCONSISTENCY
5.1
One of the main aims of developing policies, procedures, guidelines and forms is to ensure consistency in the way in which we approach decision-making and problem-solving.  When developing documents, it is essential that consideration is given to all existing policies, procedures, guidelines and forms to ensure that the approach proposed is consistent and does not contradict an existing policy.

5.2
Inconsistency can arise when:
(a) the outcome of following a procedure is inconsistent with the purpose and intent for which a policy has been approved; or
(b) a procedure requires a member of staff to take steps that are inconsistent with the purpose and intent of the policy; or
(c) a procedure is inconsistent with another policy that applies to the activity (or two policies impose different requirements).
5.3
To the extent of any inconsistency, a policy will override any contrary requirements set out in procedures, guidelines or forms.  As such, proposed amendments should only be developed after a thorough review of existing policies, procedures, guidelines and forms, and the wording used must be clear and precise.
6.
LANGUAGES
6.1
CSU is one of Australia’s largest providers of education offshore, with many international partners and students.  To ensure all staff and students can understand and apply CSU’s policies, procedures, guidelines and forms, documents may need to be translated from time to time.  

6.2
Where:

(a) CSU delivers programs to students overseas and the language of teaching and assessment is other than English (including through cooperative arrangements with an offshore institution); or 

(b) employs non-English speaking staff specifically for the purpose of teaching, researching or assessing in a language other than English; and

(c) a policy, procedure, guidelines or form governs the conduct of those staff or students; 
then relevant documents, or a summary of the document, must be translated by a NAATI accredited translator into the appropriate language.  

7.
STEPS FOR DEVELOPING POLICIES, PROCEDURES, GUIDELINES AND FORMS

The following sets out the steps you should take in developing a policy, procedure, guideline or form.

(a) Set up an official file – establish a TRIM File (where accessible) or use an existing TRIM file in case of a revision.

(b) Consult with relevant staff (and students) on the proposal – this may involve establishing a working party to draft the document, using the templates appended to these Guidelines or seeking comments on a draft from relevant staff (and students) if a document has already been prepared. 
(c) Obtain expert advice – advice should be obtained from the relevant area of the University on the document (for example, policies that relate to the duties of staff should be referred to the Division of Human Resources for comment and advice).  In some cases, it is useful to obtain input from the University Solicitor on legal aspects of the proposal. Assistance may also be sought from the Organisational and People Capability Directorate within the Division of Human Resources to help develop a Communication and Training Plan to support implementation of the document (where relevant).
(d) Circulate a Consultation Draft of the document – when the document is ready, circulate a Consultation Draft of the document to the University for comment.  The extent of consultation will depend on the type of document.  For example, documents affecting all staff or all students may be placed on ‘What’s New’, with a covering note explaining the background to the document and who has been involved in the development or revision as well as a request for feedback comments by a certain date.  Documents with a more restricted impact may be distributed by email to those staff affected by the proposal.  Allow a reasonable amount of time for comments to be supplied.
(e) Revise the document in the light of comments – when you have received comments, then make appropriate revisions to the document and finalise.

(f) Refer the Proposal to the Senior Executive Group – policies and procedures (including where the policy or procedure is to be approved by the Council) must be referred to the Senior Executive Group to consider the organisational implications of the policy or procedure.  It is not necessary to refer forms or guidelines made under policies or procedures to the Senior Executive Group.  The Senior Executive Group will consider the implications of the policy or procedure, any potential inconsistency with other strategies, policies or procedures and any delegation changes arising from the policy or procedures.  In all cases, the Proposal should be submitted using the cover sheet at Appendix 5, which explains the process used to develop the document and includes a draft Communication and Training Plan (where necessary), an outline of who was consulted, any required changes to delegations, and the reasons for the proposal.
(g) Approval – if the proposal is considered to be appropriate, then the document may be approved by the Council or Vice-Chancellor (as required).
(h) Communication and Training – when a document has been approved, then a notice should be placed on ‘What’s New’, notifying staff of the document and providing a summary of the key features.  The document must also be referred to the University Secretary (for administration documents) or Academic Secretary (for academic documents) for inclusion in the University’s Academic or Administration Manuals, which contain all University policies, procedures, guidelines and forms.  Where a Communication and Training Plan has been developed, this should be implemented to ensure staff (and students) understand and use the document properly. 
(i) Compliance Review – where the document imposes significant new processes or responsibilities on staff or students, the responsible officer should initiate a review of compliance with the document no more than six (6) months after its approval to obtain confirmation that measures have been implemented to conform with any new requirements.  The outcomes of the review should be reported to the delegate who approved the document.
(j) Triennial review – a review of all policies, procedures, guidelines and forms must be initiated by the responsible officer no more than three (3) years after its first approval.  Documents must be re-submitted to the delegate for re-approval after the completion of the review.
8.
TEMPLATES
8.1
The templates attached to these Guidelines have been approved to standardise the document style for CSU policies, procedures, guidelines and associated forms used at the University, Division and Faculty levels.

8.2
The cover page and table of amendments from the appropriate template should be copied and pasted into policies, procedures, guidelines and associated forms that are being developed or revised. NOTE: A local file record number can be inserted at TRIM file number until the TRIM Records Management System is fully introduced to each area of the University.
8.3
Policies, procedures and guidelines should include, as a minimum, the purpose of the document and the scope (i.e. to whom it applies, NOT what is covered). The other headings and clauses are optional and provided as samples. Headings and sub-headings should be chosen to reflect the content of the document.
8.4
When distributing forms for use by staff and students, it is not necessary to include the official cover sheet of the form.

9.
FORMATTING STYLE
The following format must be used for policies, procedures and guidelines:
(a) Use Arial 11 font for the text and Arial 10 for tables.
(b) Left justify the text (ragged right margin).
(c) Only subdivide if there are two (2) or more clauses or sub-clauses. Do not subdivide if there is only one clause or sub-clause.

(d) Use decimal numbering with indentation spaced at 1 cm or 1.25 cm intervals for the various levels of subdivision. E.g. clause 1 can be subdivided into sub-clauses 1.1, 1.2, etc., and sub-clause 1.1 can be sub-divided into sub-clauses 1.1.1, 1.1.2, etc.). 
(e) Try to limit decimal numbering to three (30 subdivision levels (e.g. 1.1.1), if possible, but no more than four (4) levels (e.g. 1.1.1.1). If further subdivisions are needed, then use bullet points.

(f) Use (a), (b), (c), etc. for a list of items. If you want to subdivide items within a list, then use bullet points, separated by single or double line spaces.
(g) Insert a double line space between each clause, sub-clause and listed item.

(h) Type major headings in bold capital letters. Type minor headings in bold, lower case letters.

(i) Use appendices to present information that would otherwise be difficult to integrate into the policy or procedure. They are written as part of the document. NOTE: Attachments are separate documents that have been added to the policy or procedure because of their relevance. Number each appendix or attachment and place it on a new page.

(j) Insert a footer with the document name, page number, version number and date in Arial 9 (e.g. copy and paste the footer from the templates). Check that the automatic page number is also in Arial 9.
(k) Record the version details and document history (i.e. amendment details) for each document. A. policy, procedure, guidelines and form may have different version and amendment details. 
10.
VERSION CONTROL
10.1
Version numbering consists of a number followed by a point and another number (e.g. V1.0).
10.2
The number to the left of the point describes the original version and the number of major amendments from the time of issue. Major amendments for the purposes of version numbering are approved changes to the content of a policy, procedure or guidelines.
10.3
The number to the right of the point describes the number of minor amendments from the time of issue or from the last amendment. Minor amendments are administrative changes resulting from changes to names of departments, changes to telephone numbers, or changes to expression or construction of sentences, as long as the intent of the content does not alter.
10.4
Draft versions are numbered 0.1, 0.2, etc. and the word “draft” is added (e.g. title, footer or watermark). When approved, the version number becomes 1.0; the first minor amendment is 1.1; and the first major amendment is 2.0. 
10.5
If a document is rescinded and replaced by a new version, then the version numbering starts afresh from version 1.0.
REFERENCES
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3.
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4. 
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5.
Approval Cover Sheet
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	Version number
	Date
	Short description of amendment

	1.2
	2 May 2011
	Content aligned with Policy on Delegations and Authorisations and Brand Governance Policy
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	(Name of) Policy

	
	




	
	

	Version
	1.0

	TRIM file number
	11/XXXX

	Short description
	A policy on …

	Relevant to
	All employees

	Authority
	This Policy has been approved by [title of delegated approver]  in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV[insert relevant number].

	Responsible officer
	Manager, …

	Responsible office
	

	Date introduced
	Day, month, 2010 when approved

	Date(s) modified
	Date when modifications were approved

	Next scheduled review date
	Month, 2012

	Related University documents
	

	Related legislation
	

	Key words
	policy …


1. Purpose

1.1 This documents sets out Charles Sturt University’s (CSU’s) policy on (topic).
1.2 The objectives of (scheme, program, award, etc) are to:

2. SCOPE

2.1. This policy applies to (target group):

2.2. Optional - This policy does not apply to (non-target group):

3. REFERENCES (optional)

This policy should be read in conjunction with (list other policies).
4. DEFINITIONS (optional)
5. responsibilities (optional) – who is responsible for what main roles?
6. SPECIFIC HEADINGS AND SUB-HEADINGS
Sample committee clause:

6.1 An advisory committee shall evaluate applications for (specify scheme or purpose) and, depending upon their quality, make recommendations to (specify approving body or person) for approval.
APPENDICES (or ATTACHMENTS)
1. (Name of appendix or attachment)

2. (Name of appendix or attachment)
Table of amendments

	Version number
	Date
	Short description of amendment

	1.2
	2 May 2011
	Content aligned with Policy on Delegations and Authorisations and Brand Governance Policy
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	(Name of) Procedure

	
	




	Version
	1.0

	TRIM file number
	11/XXXX

	Short description
	A procedure on …

	Relevant to
	All employees

	Authority
	This Procedure has been approved by [title of delegated approver] in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV10.

	Responsible officer
	Manager, …

	Responsible office
	

	Date introduced
	Day, month, 2010 when approved

	Date(s) modified
	Date when modifications were approved

	Next scheduled review date
	Month, 2012

	Related University documents
	

	Related legislation
	

	Key words
	procedure …


1. PURPOSE (of the document)
This procedure describes how to …
2. SCOPE (or ELIGIBILITY) – to whom does this document apply?
2.1 This procedure applies to (target group).
2.2 Optional – This procedure does not apply to (non-target group).
3. SPECIFIC HEADINGS AND SUB-HEADINGS
Sample clauses that avoid excessive prescription in relation to an advisory committee:

3.1 (Name of) Committee
3.1.1 A committee of normally five (5) members, but no less than three (3) members, shall be annually determined by the Vice-Chancellor to:
(a) (specify purpose)

(b) (specify purpose)
3.1.2 The committee members shall be of the appropriate classification level, include a representative of … (optional inclusion), and normally have a gender mix.
APPENDICES (or ATTACHMENTS)
1. (Name of appendix or attachment)

2. (Name of appendix or attachment)
Table of amendments

	Version number
	Date
	Short description of amendment

	1.2
	2 May 2011
	Content aligned with Policy on Delegations and Authorisations and Brand Governance Policy
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	(Name of) Guidelines


(optional document often used for competitive schemes)


	Version
	1.0

	TRIM file number
	11/XXXX

	Short description
	Guidelines on …

	Relevant to
	All employees

	Approved by
	This Guideline has been approved by [title of delegated approver] in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV10.

	Responsible officer
	Manager, …

	Responsible office
	

	Date introduced
	Day, month, 2010 when approved

	Date(s) modified
	Date when modifications were approved

	Next scheduled review date
	Month, 2012

	Related University documents
	

	Related legislation
	

	Key words
	guidelines …


	
	


Sample Headings

NOTE: Guidelines may be written as numbered clauses or in paragraph format.

1. PURPOSE (of the document)
These guidelines describe how to ...

2. ELIGIBILITY – who may apply?
This scheme is open to (target group).

3. APPLICATION PROCEDURE
4. aDVISORY COMMITTEE

5. SELECTION CRITERIA

6. APPROVAL PROCEDURE
Table of amendments

	Version number
	Date
	Short description of amendment

	1.2
	2 May 2011
	Content aligned with Policy on Delegations and Authorisations and Brand Governance Policy
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	(Name of) Form


	(optional document often used for competitive schemes)

	




	Version
	1.0

	TRIM file number
	11/XXXX

	Short description
	(Type of) form for …

	Relevant to
	All employees

	Approved by
	This Form has been approved by [title of delegated approver] in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV10.

	Responsible officer
	Manager, …

	Responsible office
	

	Date introduced
	Day, month, 2010 when approved

	Date(s) modified
	Date when modifications were approved

	Next scheduled review date
	Month, 2011

	Related University documents
	

	Related legislation
	

	Key words
	application …


Type the form, instruction page and/or checklist here.

Perhaps consider some tips:

· Font and margins

· Include logo (top left) and Division/unit top right

· Include return/submission address/email

· Where possible make available online and interactive (i.e. fill out online)

· Avoids large areas of text reversed out of black, grey or a colour

· Number forms for version control – method?

Table of amendments

	Version number
	Date
	Short description of amendment

	1.2
	2 May 2011
	Content aligned with Policy on Delegations and Authorisations and Brand Governance Policy
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	APPROVAL REQUEST FORM

New/Amended/Removal
 Policy / Procedure / Guideline


PROPOSER






      POLICY
	

	Name
	
	                 
	(   NEW

	
	

	Section
	
	
	(    AMENDED
	

	
	

	Internal Phone No
	
	
	(    TO BE REMOVED
	

	


POLICY / PROCEDURE / GUIDELINE DETAILS
	

	Name of Policy / Procedure / Guideline

	

	

	Subject Index (tick the subject area where you would like the Policy or Procedure listed in or removed from the Administration Manual)

	

	Commercial Legal  & Compliance
	(
	Governance
	(
	Facilities
	(
	Finance
	(
	Human Resources
	(
	IT and Records
	(

	Brand, Marketing and Media 
	(
	OH&S
	(
	Research
	(
	Students
	(
	Libraries
	(
	Museums & Arts
	(

	

	Aim (why is the new policy/procedure needed/why are the amendments needed/what issues is it intended to address/why is the policy to be removed)

	

	

	Consultation (describe the consultations that have taken place in developing/amending or removing this policy/procedure)

	

	

	Delegations (does the policy/procedure or amendments require the Council to delegate functions or authorities to any officers or bodies of the University)

	

	

	Communication Plan (attach plan where relevant)  
(

	


	SIGNATURE AND AUTHORISATION
	AUTHORISED OFFICE USE ONLY

	
	
	
	
	
	
	
	
	
	
	

	Proposer:
	
	Date:
	     
	
	Conforms to Guidelines:
	
	Yes
	
	No
	

	SEC Member:
	
	Date:
	     
	
	New or amended delegations:
	
	Yes
	
	No
	

	Vice-Chancellor:
	
	Date:
	     
	
	Vice-Chancellor/
Council approval
	
	Yes
	
	No
	

	Council (where relevant)
	
	Date:
	     
	
	Processed by:
	
	

	
	


PLEASE SUBMIT A SEPARATE FORM FOR EACH POLICY, PROCEDURE OR GUIDELINE
Preparing Policies, Procedures, Guidelines and Forms Guideline
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