[image: nus_logo_black_4c]National University of Singapore




Policy Document Approval Form
*This form shall be read in conjunction with the University Policy Framework (“UPF”) and all terms used herein shall have the meanings given to them in the UPF. Capitalised terms used in this form that are not otherwise defined shall have the meanings given to them in the UPF. 

*This form is to be used for the approval of:
(i) New Policy Documents
(ii) Major Amendments to existing Policy Documents;
(iii) Minor Amendments to existing Policy Documents
(iv) Repeal of existing Policy Documents

This form accompanies the final draft of a new Policy Document or amended Policy Document that is being submitted to the designated Approving Authority for approval and signing.
Section A: Policy Document Details 
[bookmark: _Hlk80202532](*To be completed by the Policy Document Owner)
(** Refers to the current status of the Policy Document as at the point of this review, prior to the implementation of any changes as may be proposed in Section C below.)

	Policy Document Name

	




	Policy Document Owner or
Policy Document Change Initiator

	

	Policy Document Type

			Policy

		Procedures

		Guidelines


 

	Policy Document Category*

*To be determined by Policy Document Initiator or Policy Document Owner in accordance with the UPF

			Administrative

		Academic

		Innovation & Enterprise

		Research & Technology

		University-wide


 

	Policy Document Change

			New Policy Document

		Major Amendment

		Minor Amendment

		Repeal


 

	Scope

			All Staff Only

		All Students Only

		[bookmark: _GoBack]All Staff and Students Only

		All Staff, Students and External








Section B: Pre-submission Checklist
(*To be completed by the Policy Document Owner)
Please complete this checklist. 
		The new/amended Policy Document adheres to the Official Template.

		Repeal – Not Applicable





		Potential operational problems have been identified and resolved to avoid issues with implementation/proposed Repeal.


		All relevant Stakeholders have been consulted, including:

		Office of Legal Affairs (OLA) (if applicable)

		Office of Human Resources (OHR) (if applicable)

		Office of Risk Management and Compliance (ORMC),
Safety and Health Management (if applicable)


 

		A Communication & Implementation Plan has been prepared. 

*If the Policy Document Change is a Minor Amendment/Repeal (for which a CIP is not required under the UPF), please indicate accordingly:

		Minor Amendment/Repeal – No CIP required


 

	NECESSITY FOR POLICY DOCUMENT CHANGE

	Please indicate all legislation, legal requirements, industry standards and/or regulatory guidelines related to this Policy Document (if any):



	Is the proposed Policy Document Change in response to a legal requirement or changes in government policy and/or legislation and the University has no discretion in implementation?

		Yes

		No


 

	If so, please indicate the change in legal requirements/government policy and/or legislation that the proposed Policy Document Change is in response to:

 

	Other reasons for the Policy Document Change:







	CONSEQUENTIAL AMENDMENTS

	What amendments to other documents* in the University will be required if the proposed Policy Document Change is approved?  

Please list the relevant documents and briefly state the nature of the amendments required.  
 

*Refers to both NUS Policy Documents and NUS non-Policy documents. 



[bookmark: _Hlk69682792]
	Prepared by:
	Name:
Designation:	

	Submitted by*:



	Signature:


Name:
Designation:


[bookmark: _Hlk82365344]*For Policy & Procedures:

· New Document / Major Amendments / Repeal – Submitted by Policy Document Owner Head

· Minor Amendments - Submitted by Responsible Officer 


*For Procedures only:

· New Document / Major Amendments / Repeal – Submitted by Policy Document Owner Head

· Minor Amendments - Submitted by Responsible Officer 


*For Guidelines:

· New Document / Major Amendments / Minor Amendments / Repeal - Submitted by Responsible Officer 

Strikethrough items that are not relevant.


	Submission Date: 
	<DD MM YYYY>









Section C: Policy Document Change Approval 
(*To be completed by the Approving Authority)

	Evaluation outcome:
			Approved

		Further consideration or variations required – Revised Policy Document Form (and supporting documents) to be resubmitted for assessment

		Rejected – Alternative Proposal to be submitted


 

	Approved by: 


	Signature:



Name:
Designation:


*For Policy & Procedures (Combined):

· New Document / Major Amendments / Repeal – Approving Authority is the President

· Minor Amendments - Approving Authority is the Policy Document Owner Head 


*For Procedures Only:

· New Document / Major Amendments / Repeal – Approving Authority is the Cluster Head 

· Minor Amendments - Approving Authority is the Policy Document Owner Head 


*For Guidelines:

· New Document / Major Amendments / Minor Amendments / Repeal - Approving Authority is the Policy Document Owner Head 

Strikethrough items that are not relevant.


	Approval Date:

	<DD MM YYYY>




**Policy Document Approval Form
Relevant Submitting Individual / Approving Authority

	
	Proposed Policy Document Change
	Submitting Individual

	Approving Authority

	For Policy & Procedures (Combined):

	· New Document 
· Major Amendments
· Repeal of a Policy Document 

	Policy Document Owner Head
	President


	
	· Minor Amendments

	Responsible Officer 
	Policy Document Owner Head

	For Procedures Only:

	· New Document 
· Major Amendments
· Repeal of a Policy Document 

	Policy Document Owner Head
	Cluster Head

	
	· Minor Amendments

	Responsible Officer
	Policy Document Owner Head

	For Guidelines:
	· New Document 
· Major Amendments
· Minor Amendments
· Repeal of a Policy Document

	Responsible Officer
	Policy Document Owner Head



Official Template: Policy Document Approval Form (Version 3)
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