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[bookmark: _Toc165958208][bookmark: _Toc165958401][bookmark: _Toc167256105][bookmark: _Toc175456948][bookmark: _Toc175975137]PURPOSE
A concise statement (one or two sentences) on why the policy/procedure exists and what it is designed to address.  This statement should not contain background information or detailed explanations. 

This section can also reference legislation, Ministry directives or guidelines, or collective agreements, etc. which provide a broad framework for which this policy operates and with which the policy needs to comply.  


SCOPE
This states the people or groups of the College community to which the policy and procedure applies. For example: “This policy applies to all regular full time staff”.  If there are exceptions, it should be stated.  


[bookmark: _Toc165958203][bookmark: _Toc165958398][bookmark: _Toc167256107][bookmark: _Toc175975139]DEFINITIONS
This includes an explanation of terms and abbreviations used within the policy and procedure.

	Word/Term
	Definition

	[Word]
	[Definition]

	[Word]
	[Definition]




[bookmark: _Toc175975143]POLICY
A policy is strategic. It is a position statement which explains the College’s stand on a subject and how the College intends to operate.  A policy can range from a philosophy, standard or legislation to specific rules.   It is designed to regulate organizational action and conduct by describing the rules of what will or will not be done. This should be brief and direct.

[bookmark: _Toc165958215][bookmark: _Toc165958408][bookmark: _Toc167256115][bookmark: _Toc175975145]PROCEDURE
A procedure is operational. It is a set of critical steps to be followed to achieve the intent of the policy intent.  It is the usual method of handling things.  The steps, usually expressed as a list, are succinct, factual and to the point. It also states who is responsible for each step.   Detailed descriptions and background information are not to be included in the procedure.   

	
	Action
	
	 Responsibility                          

	1.
	Heading
	
	

	
	1.1	Sub Heading (if needed)
	
	

	
	1.1.1	Step to be taken
	
	Position responsible

	
	1.1.2	Step to be taken
	
	Position responsible

	
	1.2	Second Sub Heading (if needed)
	
	

	
	1.2.1	Step to be taken
	
	Position responsible

	
	1.2.2	Step to be taken
	
	Position responsible

	
	
	
	

	2.
	Heading
	
	

	2.1
	Step to be taken
	
	Position responsible

	2.2
	Step to be taken
	
	Position responsible



[bookmark: _Toc165958224][bookmark: _Toc165958410][bookmark: _Toc167256116][bookmark: _Toc175975146]SUPPORTING DOCUMENTATION
Forms that are generated by the procedure should be listed and included as an appendix.  

Appendix 1  	Name of Appendix
Appendix 2 	Name of Appendix 

RELATED POLICIES 
Any other relevant College policies should be listed. 

RELATED MATERIALS 
Any other relevant documents, such as Ministry binding directives, legislation or collective agreements should be listed. 
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AB 12: APPENDIX 1

NAME OF APPENDIX


[Content]


Subsequent pages (if any), should have the Policy Number and Appendix Number in the left side of the header, for example, AB 12: Appendix 1, and page number in the right side of the header.

POLICY TEMPLATE FORMATTING NOTES


	Simplest way to work with the Template in creating a new policy or modifying an old one:  

Type or copy and paste the text into the appropriate areas and delete the instructional text.  Use Styles to modify fonts by clicking once in the line or paragraph of text that you wish to modify, and then clicking on the appropriate Style. 
 
 [image: ]

Heading 1 = Template Title
Heading 2 = Headings such as “Purpose,” “Scope”
Heading 3 = Appendix Title (e.g. AA 01: Appendix 1)
Heading 4 = Appendix Name/Description (e.g. Renewal Form)
Heading 5 = (bold, underlined font for possible sub-headings)
Heading 6 = (bold text font for possible sub-headings)
Bodytext = Body text

All text in a policy should be associated with one of the above Styles in order to keep the document accessible once it is in PDF format.


	Page border: Single line, Width: ½ point, Options: 30 pt from edge of page (all sides)


	Paragraph spacing throughout document: 
	Lines before: 0 pt 
	Lines after: 0 pt
	Single-line spacing 
	(to skip a line after paragraphs use the ENTER key. Do not set paragraph spacing using the 	paragraph dialogue box)


	Internal Cell Margins of Tables: 
	Top & Bottom: 0.06”
	Left & Right: Default (0.08”)

Use Internal Cell Margins rather than modify Row Height (highlight table, right-click Table Properties, select Cell tab, click Options)


	To move from tab to tab within a table, use the Tab and Control key at the same time (Ctrl+Tab)


	RGB Code for green used in shading of titles and headings: Red 0, Green 78, Blue 41 (to shade a line or paragraph, highlight the text, click the arrow next to the bucket icon[image: ], click “More Colours”, select the “Custom” tab, input the correct numbers and click “Ok”


	In the “Policy” section of a policy, where a numbering system like “1, 1.1, 1.2, 2, 2.1, 2.2” is used in a list, do not use a number with a “decimal” like 2.1 if there is no subsequent “decimal” – instead use just “2”

In other words, if you have item 2.1 in a list, but there is no item 2.2 to follow it, simply change the 2.1 to 2.


	All text that is not a title, heading, or contained in a table should use Justified alignment.  Titles, headings, and text contained in tables should use Left alignment.


	Headers should use the style “bodytext” and then be modified to be Calibri, size 10, bold.
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Responsible Authority: [Position, Department]

Executive Sponsor: [Position, Department]
Approval Authority: [Position, Department]
Date of Original Policy: YYYY-MM-DD
Last reviewed: YYYY-MM-DD

Mandatory Revision Date: | YYYY-MM-DD

PURPOSE
® A concise statement (one or two sentences) on why the policy/procedure exists and what it is designed
to address. This statement should not contain background information or detailed explanations.

This states the people or groups of the College community to which the policy and procedure applies.
For example: “This policy applies to all regular full time staff”. If there are exceptions, it should be
stated.

- This section should also reference legislation, Ministry directives or guidelines, or collective agreements,
etc. which provide a broad framework for which this policy operates and with which the policy needs to
comply.
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POLICY TEMPLATE FORMATTING NOTES

Page border: single line, width: % point, options: 30 pt from edge of page (all sides)

Paragraph spacing throughout document: lines before: 0 pt, lines after: 0 pt, single-line spacing (to skip a

line after paragraphs use the ENTER key. Do not set paragraph spacing using dialogue box)

Internal Cell Margins of Tables: Top & Bottom: 0.06”, Left & Right: Default (0.08")
o To move from tab to tab within a table, use the Control key (Ctrl+Tab)
N RGB Code for Shade of green used: Red 0, Green 78, Blue 41 (to shade a line or paragraph, highlight the

text, click the arrow next to the bucket icon
- Inthe “Policy” section of the policy, where a numbering system like “1, 1.1, 1.2, 2, 2.1, 2.2" is used in a

list, do not use “2.1” if there is no subsequent number, ie “2.2” — instead use just “2”

Page:1of1 | Words:149 | 8 |

lstart € () % Polcy Fomattn,





image1.wmf

