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Important Notes: The blue Arial italic text below, and in the body of this document, provides instructions for using this procedure template. For further information about procedure documents, see the Policy Document Development Information or for examples, the Policy Website.

Firstly, select File and Properties from the Word menu to update self-populating fields including the headers and footers; these are the ‘Procedure Name’ (title), ‘Policy Group’ (subject) ‘Author” (contact name) ‘Manager Name’ (manager), the name of the University – ‘Victoria University of Wellington’ (company), the type of document – ‘Procedure’ (category),and the ‘Effective date from’ (keywords). Dates should be written in full, for example 1 January 2008. Use File and Print Preview from the Word menu to see the updated fields. If fields do not update, highlight and press F9.

In this template, words in italics are for guidance only and should be deleted from the final version — you don’t have to do this as we can automatically do this before publishing, but it might help you with reviewing. Regular (non-italic) text needs to remain. Regular text in square brackets should be written over; regular text not in square brackets should be left in place. Please do not use footnotes, as they are unrecognisable in the document repository. The styles used in this document can be accessed by opening Format/Styles and Formatting from the Word menu bar. If you require assistance with creating this document, please contact policy‑help@vuw.ac.nz, or Chris Sanders (Policy Development Manager) on ext.6678.

1 Purpose

(Your text goes here; the style is ‘body text’. In broad terms, explain why the procedure is required? Does it protect the University from a particular risk? Is it consistent with the University’s Strategic Direction? Does it endorse the University’s values in a tangible way? This section should be no longer than a paragraph or two.)

The purpose of this procedure is…
2 Organisational Scope

(Your text goes here; the style is ‘body text’. State to what part of the organisation this procedure applies? In general procedure documents placed on the repository are University wide. However, it is useful to add a sentence if it applies to a specific group, e.g. “This procedure applies to users of the University’s communication systems”, or “This is a University-wide procedure — It shall apply to all students and Hall Residents at Victoria University of Wellington”.)

This procedure is University Wide…

3 Definitions

Include here any definitions of jargon used in the procedure that are not otherwise fully explained in the text in the following format.

For purposes of this procedure, unless otherwise stated, the following definitions shall apply:

	[Jargon i.e. Class]:
	[Definition i.e. Lecture, tutorial, laboratory session, field trip, practicum, supervisory session and other contexts in which teaching is occurring].

	
	[Use ‘Table Entry Right’ style, table rows can be added as required]


4 Procedure Content and Guidelines

This is where the procedure proper goes. Procedures should be stated in the third person. Each item should be framed in terms of the specific issue to which the procedure applies, the University’s position/behaviour/action in response to the issue, and the standards (i.e., minimum acceptable requirements) that apply (if appropriate).

The content should include provision for addressing breaches of the procedure and, if applicable, provisions for appeal and escalation.
Please note that the template incorporates a number of sub-heading styles. These styles can all be accessed using the format/styles and formatting function within Word. Using styles and formatting will allow you to automatically number and format your document. Please do not insert your own numbering or font styles. If you do not wish to use styles and formatting, examples and placeholders are available below.

[Procedure…]
In some instances it may be appropriate or necessary to include a general statement directly following the heading. This paragraph would be in the style ‘body text’. Each sub-heading and paragraph after that should follow the appropriate style.

[General Statement Following Heading…]
5 Heading (Heading 1]

As a general rule, a single paragraph under a heading does not need to be numbered (a) but whenever there is more than one paragraph under a heading, each paragraph must be numbered appropriately. The reason for this is ease of reference — it is easier to refer to section 5.2.1(a) than to “the third paragraph after the second bullet point on page 2”.
5.1 Heading (Heading 2)

5.1.1 Heading (Heading 3)

(a) Paragraph (Heading 4)

(i) Sub-Paragraph (Heading 5)

(ii) Sub-Paragraph (Heading 5)

(b) Paragraph (Heading 4)

(c) Paragraph (Heading 4)

5.1.2 Heading (Heading 3)

(a) Paragraph (Heading 4)

(b) Paragraph (Heading 4)

(i) Sub-Paragraph (Heading 5)
(ii) Sub-Paragraph (Heading 5)
5.2 Heading (Heading 2)

Notes may be included providing they are declared as such and numbered using one of the ‘Note’ styles. They should kept be the minimum necessary to help clarify the procedure. If the notes are more than a few paragraphs they should be developed as a separate document, or as an appendix. For example:

Note 1: [this note if directly under Heading 1 or 2….]

Note 1: [this note if directly under Heading 3….]

Note 1: [this note if directly under Heading 4….]

Note 1: [this note if directly under Heading 5….]

6 Legislative Compliance

Procedures may be supported by legislation. One or the other of the statements below should be used to indicate legislation relevant to the procedure and the name and year of the legislation specified, e.g. Education Act 1989. Documents should be hyperlinked to a legislation website; such as http://www.legislation.govt.nz/act/browse.aspx.
[Though the University is required to manage its policy documentation within a legislative framework; there is no specific legislation directing this procedure, or]

[The University is required to manage its policy documentation within a legislative framework. The legislation directing this procedure is the:]

[Name and year of Legislation]

7 References
Procedures are often supported through other documents. Any reference to other documents and other sources that are cited within this procedure should be listed in alphabetical order and full detail here (no abbreviations). Where possible documents should be hyperlinked using a PDF hyperlink (if you are unable to get these, they can be provided by the Policy Manager on policy‑help@vuw.ac.nz).

[Any reference to any document]

8 Appendices
Appendices will be loaded separately onto the procedure document repository and hyperlinked by URL back to the originating document. This is because the appendices generally relate to functional activities associated with the document (such as application forms etc) and as such, they are generally changed more frequently to respond to changing business needs. Changes to appendices will not necessitate the same amount of rigour that applies to changes required to the procedures themselves.

Appendix A: [Name of Appendix]

Appendix B: [Name of Appendix]

9 Approval Agency
Include here the authorising body within the University that is required to give final approval to the document. In general, procedures are authorised either by a senior manager or a designated committee such as the Research Degrees Committee Refer to the Policy Document Development Information for further information about approval agencies.

[Name of Approval Agency]
10 Approval Dates

	This procedure was originally approved on:
	[Original Approval Date]

Date procedure originally approved: include date the procedure received its first approval in full. Where the date first approved is unknown, please leave blank.

	This version was approved on:
	[Version Approval Date]

Date this version was approved in full: when in draft form, this date will be the date scheduled for approval or left blank.

	This version takes effect from: 
	Effective From Date
Date this version takes effect from: a procedure may be planned to take effect immediately upon approval or on a specified future date. This date is pre-loaded through file/properties

	This procedure will be reviewed by:
	[Version Review Date]

Date procedure is scheduled for review. Typically, procedures are reviewed every two years.


11 Contact Person

The name of the contact person is self-populating through File/Properties. The contact’s position and extension number should be added manually by over-writing the placeholder.

The following person may be approached on a routine basis in relation to this procedure:

Contact Name
[Position]

[Ext: XXXX]
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