POLICY TEMPLATE STRUCTURE
APSU POLICY
Section 1 – Policy Statement
(1)

This is the key statement of the University’s position. Policy statements should aim to be
reasonably brief and they should have longevity (i.e. not subject to continual amendment). Policy
statements generally state what the University requires or adheres to, what its objectives are, or
what the standards or values are.

Section 2 – Purpose
(2)

This section is used to provide an introduction and background information as to why there is a
need for the Policy. It might for instance make reference to statutory requirements or TBR Policy.
This is important as it allows the reader to see the Policy in a wider context and understand the
rationale behind it.

Section 3 – Definitions
(3)

This section is aimed at providing definition for terms that have particular meaning or have a
need for some interpretation related to the particular policy (i.e. unique to that policy). It should
be used sparingly and it is not necessary to define common terms (such as ‘University’) or to list
terms where the meaning is self-evident. Policy authors should ensure that terms are used
consistently.

Section 4 – Procedures
(4)

This is the detailed statement about how to give effect to the policy statement. It is the ‘how to’
section that provides the standard way a matter must be handled. Procedures should generally be
written as mandatory requirements.

(5)

Procedure Sub-Structure: While the section format is mandatory for all documents, the use of
Parts, Major headings and Minor headings will vary according to the nature, size and complexity
of the document. They are the mechanisms by which paragraphs and information are organized
into logical and manageable groupings to facilitate understanding.

Section 5 – Related Forms
(6)

This section is used to attach forms that are related to the policy. The forms will need to be on the
university’s website and not an attachment of the policy. The name of the form and web address
link will need to be placed in this section. Related forms are not mandatory.

Section 6 – FAQs
(7)

This section is for frequently asked questions that would pertain to the policy. If there are
questions that are asked a lot regarding the policy, then this is where you would place those
questions and answers. For example, if you are working on the travel policy a question may be
regarding where to find the reimbursement rate for lodging or other incidentals. This would be
where you would put this information. The FAQs section is not mandatory.
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Section 7 – Links
(8)

The links section is used to link websites that are referred to in the policy or are beneficial in
carrying out the policy. If there is a TBR policy/guideline that is either referred to or a result of
the policy, then it will need to linked in this section. The links section is not mandatory.
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