

Policy Template
	Number
	Policy and Procedure Title
	Owner (Title or Office)
	Date of Implementation

	000-000
	
	
	

	Signature
	
	Date



Purpose 
Describe the importance of the policy, such as the problem it is preventing or solving, or the legal or regulatory requirement to which it adheres.

Scope
Describe to whom or what the policy applies, such as whether it applies to students or employees; whether it is University-wide or department specific. 

Definitions
Define any terminology used in the policy that may be useful for any readers.

Policy 
Describe the guiding principle, plan, or general course of action. 

Procedure
Describe the methodology for implementing the policy, including clear areas of responsibility. 

Exclusions
Describe any circumstances under which this policy does not apply. 

References and Resources
Provide links to relevant resources, such as other policies, procedures, publications, state or federal regulations, etc., if needed. 

Cadence of Review
The owner is responsible for initiating review of the policy as published within this timeframe.
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