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EXAMPLE:  POLICY TEMPLATE 
 
PURPOSE: 
This policy template is provided as an optional example for agencies to customize when developing policies. 

 

 





































	Policy Title
	Add title of policy

	Policy Number
	Example: 
All operational policy numbers should be preceded by code “OPS” followed by an iterative number. Example: OPS 02.0

	Creation Date
	Fill in with the date when this policy was approved by the xxx

	Revision Date
	If this is a new policy, write “N/A”. If this is a revision to an existing policy, fill in with the date when this policy revision was approved by the xxx

	Review Date (optional)
	Fill this section if there is a defined schedule to review this policy. In most cases, this will be “2 years or as needed”.

	Supporting Documents
	Identify and link (if applicable) all supporting documents referenced in the policy.

	Policy Manager
	Identify the role responsible for the development, review, and/or maintenance of an operational policy. 

	Replaces:
	Identify any previous policy related to this matter that are replaced by this policy. If this is not applicable, write “N/A”. 

	Scope:
	List all of the applicable groups to which the policy applies. Example, “Employees, Volunteers, Contractors (together, the “Parties”)”



Note: The above information can be presented in a number of ways throughout the policy.

I. Purpose (To identify the reason for this policy.) 

II. Terminology (List of terms referenced in the policy and their descriptions. Note, if this policy is part of a suite/collection of similar policies, the terminology section can be placed in the preface or introduction). This section may not be required if the policy terms are generally understood.

III. Policy (To identify what this policy does.) 

IV. Section Header (Subjects related to the application or implementation of the policy. You may enter as many headers as needed to fully apply or implement the policy.) 

V. Revocation (To describe how the policy is revoked.)

VI. Training (This is an optional section to be included if there are specific training/orientation requirements)

VII. Monitoring (This section describes the person, department or group that will ensure compliance with the policy.)

VIII. Document Control (This section describes the conditions for review and revision of the policy over time.)

IX. Related Documents (Use this section header if the policy references supporting documents.)

X. Contact (Add the contact information of the Policy Manager. If the Policy Manager is a group, select a representative of that group.)

If you have questions, suggestions or concerns about this policy, please contact the Policy Manager:

xxx

	Telephone
	Email Address

	xxx
	xxx




Date of creation: 12-Aug-2024
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