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GUIDELINES TEMPLATE

LEGEND:

	Words in Black
(Mandatory)
	· Template
· Text in black forms part of the standard template and must not be modified unless the context otherwise requires


	Words in Blue:
	· Instructions for users; 
· To be deleted from the final version of the Policy Document 


	Words in Orange
	· BOLD: Formatting requirements (Mandatory)
· Non-bold: Formatting suggestions (Optional)
· To be deleted from the final version of the Policy Document 


	Words in Red
(Optional)
	· Sample text for reference
· To be used, with adaption if necessary 
· Complete the items in square brackets with the appropriate information and delete the square brackets thereafter





[bookmark: _Hlk71306236]Please read this Policy & Procedures Template in conjunction with:

(i) the University Policy Framework (“UPF”) - Capitalised terms used in the Template that are not otherwise defined shall have the meanings given to them in the UPF

(ii) the Explanatory Notes to Policy Document Templates – Details on what information is required for the respective sections of a Policy Document

(iii) the Writing Instructions on Policy Documents, NUS Editorial Style Guide and NUS Corporate Typefaces – General editorial guidance found on University Communications Staff Portal Page

*This Template is for reference only. Please contact ORMC (rmcsec@nus.edu.sg) if you have any queries about using this Template.



[DOCUMENT NAME] GUIDELINES*
(*Delete as applicable)

[Document name to be in upper case, [Verdana] font, 18pt, bold]

	Policy Document Information


	Policy Document Category:
	(i) Academic
(ii) Administrative
(iii) Innovation & Enterprise
(iv) Research & Technology
(v) University-wide 

*Delete as applicable


	Policy Document Owner:
	[·]

*Insert Name of unit


	Scope:
	Applies to:

[All Staff Only]* or
[All Students Only]*
[All Staff and Students Only]* or
[All Staff, Students and External]*

*Delete as applicable


	Effective Date
	[·]


	Policy Document History


	Version No.

	Approved by
(Name, Designation)
	Approval Date
	Effective Date
	Policy Document Change

	V1
	[·]


	[·]
	[·]

	New Document*
Major Amendment*
Minor Amendment*

*Delete as applicable




Insert a new row above the current version for the newer version. The latest version should be reflected on the top. 
No part of this document may be reproduced or transmitted in any form by any means for any purpose without the prior written approval of the National University of Singapore.

1 DEFINITIONS & INTEPRETATION		
[Capitalised, numbered, [Verdana] font, [10] pt, bold]	

Please refer to Appendix [·] for the definition of the various capitalised terms used in this [name of Policy Document]. (“Policy Document”)	


2 RATIONALE & OBJECTIVES	
[Capitalised, numbered, [Verdana] font, [10] pt, bold]	

2.1 Rationale:
[·]


2.2 Objectives:
[·]


3 SCOPE
[Capitalised, numbered, [Verdana] font, [10] pt, bold]	

[Sample text if there are no exceptions: This Policy Document applies to all Staff and Students across the University].	

[Sample text if there are exceptions: The policy statements set out in Paragraph [·] of this Policy Document applies to all Staff and Students across the University. However, the procedures set out in Paragraph [·] shall only apply to [·] whilst the procedures set out in Paragraph [·] shall only apply to [·].	

3.1 [INSERT SCOPE HERE]	 


A. GUIDELINES


4 GUIDELINE STATEMENTS	
[Capitalised, numbered, [Verdana] font, [10] pt, bold]

4.1 [INSERT GUIDELINE STATEMENTS]	


4.2 Please refer to the Explanatory Notes for details on what to incorporate in this section. 

C. GENERAL


5 REVIEW OF POLICY DOCUMENT

5.1 This Policy Document shall be reviewed by the Policy Document Owner in accordance with the requirements set out in the University Policy Framework, or more frequently if deemed necessary by the Policy Document Owner. Any recommendation for changes to this Policy Document whether amendments, repeal or otherwise) must similarly be carried out in accordance with the requirements of the University Policy Framework.


5.2 The University shall be entitled to revise, amend or update this Policy Document and to issue additional Policy Documents from time to time. All such revisions, amendments, updates and additions shall be deemed to be a part of this Policy Document. Any revisions, amendments, updates or additions to this Policy Document issued by the University may be published or notified through written notice, electronic mail, the University website, or such other form of communication as the University may deem appropriate.


6 QUERIES

All questions as to the interpretation of this Policy Document shall be referred to the Policy Document Owner. 


7 INTERPRETATION

7.1 Headings

The headings of the provisions of this Policy Document are to facilitate reference only and do not form a part of this Policy Document, and shall not in any way affect the construction or interpretation thereof. 

7.2 Inconsistency with this Policy Document

In the event of any inconsistency between the requirements set out in this Policy Document and those set out in any other Policy Documents or other documents relating to the subject matter of this Policy Document, the requirement set out in this Policy Document shall prevail unless otherwise stated.


8 RELATED DOCUMENTS

This document should be read in conjunction with the Related Documents set out in Appendix [·].


9 LIST OF APPENDICES

	Ref
	Document Name
	Page Reference / Link

	A
	[·]
	

	B
	
	

	
	
	



[bookmark: _GoBack]Each Appendix should start on a new page using page break. 
APPENDIX 1
DEFINITIONS

In this [·insert name of Policy Document] (this “Policy Document”), the following words shall have the following meanings:

	“[Term to be defined]”

	Refers to []


	“[·]”

[e.g. “Smoking”]
	Where the word “[·]” is used in or in connection with or in relation to this Policy Document or any matter addressed herein, it shall have the meaning ascribed to it in the [· Act/Policy] (as the same may be amended and/or revised thereto from time to time).

e.g.
“Where the word “smoking” is used in or in connection with or in relation to this Policy Document or any matter addressed herein, it shall have the meaning ascribed to it in the Smoking Act (as the same may be amended and/or revised thereto from time to time).”


	“[·] Act”
	The [·] Act (Cap[·]), and all amendments, revisions and/or re-enactments thereto from time to time.


	“[Insert name] Policy”
	The [name of Policy Document], as the same may be amended/supplemented from time to time.


	“Related Documents”
	All NUS Policy Documents, internal University legislation, external government legislation, websites, forms, templates, publications and other documents referred to in this Policy Document or related to the subject matter of this Policy Document, as amended and supplemented from time to time, including but are not limited to, the documents set out in Appendix [·] below.






Interpretation

(i) The word ‘may’ when used to bestow a duty or power indicates that the action or decision may be enacted or not, at discretion.

(ii) For the avoidance of doubt, the words ‘must’, ‘shall’ or ‘will’, if used to bestow a duty or power, indicate that the action or decision is mandatory and must be enacted.

(iii) A reference to the word ‘including’ in any form is not to be construed or interpreted as a word of limitation. 



APPENDIX 2
RELATED DOCUMENTS


This Policy Document should be read in conjunction with the following Related Documents:

	Ref
	Document Name

	A
	[·]

	B
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