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EXPLANATORY NOTES
(POLICY DOCUMENT TEMPLATES)
The template for Policies & Procedures (“Policy & Procedures Template”) and the template for Guidelines (“Guidelines Template”) (collectively, the “PD Templates” and each a “PD Template”) shall be read in conjunction with the University’s Policy Framework (“UPF”) and these Explanatory Notes.  

Capitalised terms used in the PD Templates that are not otherwise defined shall have the meanings given to them in the UPF.

1. WHICH PD TEMPLATE TO USE?

	Requirement
	PD Template to Use
	Complete

	Policy Statements & Procedures 

(i.e. where the Policy requires Procedures for its implementation)
	Policy & Procedures Template

· Template has been designed to combine Policy statements and Procedure into one document
 
· A combined format has been selected as it enables access to related policy material with a single point of reference and facilities a comprehensive and holistic approach by readers. 

	· Section 4 of the Template - Policy Statements

· Section 5 of the Template - Procedures


	Policy only

(i.e. where there are no Procedures related to the Policy) 

	Policy & Procedures Template

	· Section 4 of the Template - Policy Statements


	Procedure only 
	Policy & Procedures Template

· Procedures can be separated from the parent Policy and drafted as a standalone document if necessitated by circumstances such as: 
· if the scope of a Procedure is wide and applies to more than one Policy
· if the Procedures related to or required by a Policy are not owned by the same Policy Owner. 

	· Section 5 of the Template - Procedures


	Guidelines
	Guidelines Template
	Prepare a standalone document (separate form the Policy and Procedure)



2. DOCUMENT NAME – NAMING CONVENTIONS FOR POLICY DOCUMENTS 

(i) Name must be a concise description of the subject matter of the Policy Document. 
(ii) To facilitate identification, the name should begin with a key descriptive word that would assist in identifying the subject matter of the document.     
(iii) Name should avoid beginning with the words “The”, “Policy”, “Procedure”, “Guidelines”, “NUS” or “University” unless absolutely required.


3. POLICY DOCUMENT CATEGORY: POLICY, PROCEDURE OR GUIDELINE? 

The Policy Document Owner is responsible for determining if the Policy Document is a Policy, Procedure or Guideline. Guidance on the distinction between the content for Policies, Procedures and Guidelines is provided below:  
	
	Policy Statements
	Procedures
	Guidelines

	Definition
	· Mandatory statements of general principles which specify the University’s position on specific matters and regulates the actions of Staff/Students with regard to such matters

· Deal with what rules must be adhered to in respect of a specific subject matter

	· Mandatory statements of processes, steps and/or actions required for the implementation of Policy statements 

· Deal with operational details on how the rules/standards are to be implemented

	Discretionary advisory and explanatory statements  


	Purpose/ Function
	· Parties know what must be done
	· Identify the parties responsible for execution and provide guidance regarding their respective duties 

· Parties responsible for execution know
· The steps to carry out; and
· In what sequence

	· Assist implementation and compliance with Policies and Procedures

	Elements to be included
	· Statements of general principles in respect of a specific subject matter to be adhered to
	· Steps/processes to be followed to ensure the required rules/standards are complied with 

· Roles - Identity of responsible office/party 

· Responsibilities - Duties assigned to responsible parties 

	· Advice, explanations and clarifications

· Recommended best practices 

	Drafting suggestions
	· As Policy statements are mandatory, use the terms “must” for obligations and “must not” for prohibitions

· Avoid ambiguous terms such as “should”, “shall” or “may”

· Use the term “will” only when referring to a future action, instead of as a substitute for the word “must”

	· As Procedures are mandatory, use the terms “must” for obligations and “must not” for prohibitions

· Avoid ambiguous terms such as “should”, “shall” or “may”

· Use the term “will” only when referring to a future action, instead of as a substitute for the word “must” 

· Write each step assuming that the reader is performing the required act

· If the action is not performed by the reader but by another responsible party, begin the sentence with the identity of the office/party responsible (e.g. The Head of Department reviews the relevant draft document, approves, and forwards the finalised document to the President for approval.)

· Clearly describe the actions required for each step

· State the input and output necessary for each step 

	Take note that Guidelines are not intended to be mandatory and they should allow some discretion in implementation and use





4. POLICY DOCUMENT CATEGORY

(i) Policy Documents are classified into one of the following categories:

(a) Academic
(b) Administrative
(c) Innovation & Enterprise
(d) Research & Technology
(e) University-wide

(ii) The Policy Document Owner/Policy Document Initiator is responsible for determining the Policy Document Category. For further details/guidance on the categorization of Policy Documents, please refer to the UPF.


5. POLICY DOCUMENT OWNER

(i) Name of the unit whose jurisdiction covers the subject matter of the Policy Document and is responsible for the Policy Document.

(ii) E.g. Office of Human Resources	


6. EFFECTIVE DATE

(i) The date on which the current version of the Policy Document will take effect.

(ii) Most new/amended Policy Documents are effective form the date of approval, however, some may have a set or staggered effective date in order to coincide with other significant and relevant changes, such as the introduction or amendment of legislation or organizational restructures. 

(iii) If the Policy Document has staggered effective dates, all the respective dates must be set out.	


7. DEFINITIONS

(i) Provide definitions for:

(a) Terms used which require further explanation;
(b) Terms used that have a specific/distinctive meaning in the Policy Document;
(c) Acronyms/abbreviations;
(d) Technical jargon/specialized terms.

(ii) List the definitions alphabetically.

(iii) Once a term is defined, use the term throughout the Policy Document in its capitalized form.



8. RATIONALE & OBJECTIVE

(i) Rationale: Describe succinctly the underlying motivation for the Policy Document (i.e. why the Policy Document is required)

(ii) Objective: Describe the overall purpose (i.e. what result(s) the Policy Document is intended to achieve).	


9. SCOPE

Identify:

(i) [bookmark: _GoBack]The groups of people that the Policy Document applies to (e.g. all Staff only, all Students Only, all Staff and Students Only, or all Staff, Students and External); and 

(ii) The circumstances under which the Policy Document applies (if necessary). 


10. RELATED DOCUMENTS

(i) To facilitate a holistic interpretation of the Policy Document in context, list (grouping by document type) in hierarchical order, all other related / relevant documents: 

(a) Government legislation
(b) University legislation
(c) NUS Policies and Procedures
(d) NUS Guidelines
(e) Forms and templates
(f) Committee terms of reference
(g) Frequently asked questions;
(h) Websites, publications, and other documents

(ii) Group the Related Document by document type and list them alphabetically within the same document type grouping.

(iii) To avoid any confusion, ensure that the exact names of any related documents (i.e. no abbreviations) are listed. 


11. POLICY DOCUMENT HISTORY – ALLOCATING VERSION NUMBERS

(i) Update the Version Number each time a change is made to the Policy Document.

(ii) Allocate each successive version a new version number, from 1 to 2 to 3. 



12. ADDITIONAL DEVELOPMENT RESOURCES

To achieve consistent formatting and style in all NUS Policy Documents, please refer and adhere to the standard styles in:

(i) The Writing Instructions on Policy Documents;

(ii) The NUS Editorial Style Guide;	

(iii) The NUS Corporate Typefaces; and
	
(iv) Any other writing/editorial/style resources as may be prepared by the University from time to time. 

These information can be found on the University Communications Office Staff Portal Page and the Policy Portal. 


Official Template: Explanatory Notes (Version 2)
Effective Date: 30 Jun 2022
Page | 5
image1.png
National University
of Singapore





