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	TO
	Approval Agency
Position

	FROM
	Name of Policy Document Sponsor
Position


	DATE
	Date in full


	SUBJECT
	Major Amendment to (name and type of policy document)


Note: For help or advice when completing this document contact policy-help@vuw.ac.nz.

Please find attached (the name and type of the policy document) for approval.

Purpose
Outline the purpose of the new or revised policy document stating the level to which it applies in the University (if using this memo template the document should apply University wide) and its perceived importance, i.e. what is the risk that the policy document intends to address.

For major amendments to a current policy document, briefly summarise the review findings that led to the decision to amend the document, the potential impact of the amended document, and the areas that were identified for improvement.
Parties consulted during the policy document development or review process
Write a paragraph explaining how affected people and interested parties within the University and the wider community were identified for consultation. Include details of how they were involved in the consultation process.

· Were the University community presented with available options for consideration, and given reasonable opportunity to respond?
· Has the risk of adverse outcomes been minimised?
Provide the dates and the approval process for the policy document to date.

Outline any reason(s) for not complying with the consultation expectations as described in the Policy Documentation Development Information (page 4).

Evidence of benchmarking best practice

Where appropriate, provide evidence of internal and external comparisons (benchmarking), which have informed policy document development or revision. A policy document should be benchmarked at Victoria University by looking at:

· other policy documents held by this University (to check internal consistency);

· policy documents held by other Universities, nationally and internationally;

· policy documents held by Government departments to ensure that the practices being suggested are consistent with the organisational practices of other institutions.
Please provide relevant back-up data or information of best practice where available or applicable.

Policy document decision-making

In the consultation process, what were some of the major issues that arose?

To what extent did the final document take into account the differing or contradictory views expressed during the consultation process?

Are there any outstanding or unresolved issues arising from the consultation process that were not addressed by the chosen option? What are the potential consequences of this?

Consistency with other Victoria University policy documents
Is the policy document in keeping with the University’s governing documents (in particular the Charter, the Strategic Plan and the Investment Plan)?

Is the policy document consistent with relevant legislation and/or other policy documentation?

Please provide details of any policy documents that may require revision (repeals, amendments or review) as a result of this proposal.

Implementing the policy document
Provide details of key stakeholder groups who are affected by the new or revised document.

How will the approved policy document be communicated to the relevant members of the Victoria University community?

How will the policy document be implemented?

What are the compliance costs of implementation (if any) and how will these be met?

Measures of success

When it is time to review this policy document, how will you know if it has been successful?

What changes would you expect to see at Victoria University as a result of the new or revised policy document?

Finish with a brief request to the approver that the amendment(s) be approved.

Approved:



Date:



Phone 	number


Fax 	number


Email	address





























