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	Policy Title:
	

	Policy Statement:
Make a statement about the nature of the policy, its purpose and relevance.

	






	Scope
Provide an overview of who and what the policy covers.

	







	Background
Provide a description of the policy, goals and aims.

	







	Legislative Requirements
Insert related legislation.

	






	Principles That Inform Our Policy
Make dot points with a brief outline of principles that guide or inform this policy.

	







	Key Terms
In the table below, list words/terminology used that may need clarification or interpretation. State the meaning and where you obtained it from.

	Term
	Meaning
	Source

	



	
	

	Links to Other Policies and Documents
List all other Acts, Regulations and First Access policies that this policy/procedure is linked to.

	








	Induction and Ongoing Training
State how this policy/procedure is implemented. Induction? Formal Training? Ongoing training/review? When and how?

	







	Policy Created/Reviewed
In the table below, enter the dates and any comments.

	Policy Created/Reviewed
	Modifications
	Next Review Date

	
	
	

	
	
	

	Monitoring, Evaluation and Review
Outline how this policy will be reviewed – for example, annually or upon occurrence of any relevant legislative change. Will it be reviewed at staff meetings? Who is responsible?

	







	Procedure
List the steps of the specific process to be followed relevant to adherence to this policy.

	








	Roles and Responsibilities of Management
List all the management's responsibilities in dot points. Use words to start each point, such as ‘maintain’, ‘ensure’, ‘promote’, ‘develop’ and ‘create’.

	








	Roles and Responsibilities of Staff
List all staff responsibilities in dot points. Use words such as ‘comply with’, ‘support’, ‘be respectful of’, ‘seek’, ‘where appropriate’, ‘implement’, ‘refer to’, etc.

	










	General
If there are procedures that apply to all or relate to only a specific part of the policy, list them here.
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