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	SUBJECT: Policies and Procedures – Format and Presentation



I. PURPOSE

A. To establish format standards so as to ensure uniformity and clarity in the presentation and the policies and procedures.
B. To establish and explain the numbering system to be used when referencing the various sections within the Institution Policies and Procedures Manual.

C. To provide detailed presentation procedures to all individuals writing policies and procedures, specifically regarding the standard use of:

1. subheadings
2. a subheading numbering system

3. capitals, underscore, bold print and quotation marks

4. exhibits.

II. PERSONS AFFECTED

All persons wishing to include or change a policy or procedure in the Institution Policies and Procedures Manual.

III. POLICY
It is the policy of Innovation and Applied Research. to have the Director to establish format and presentation standards, as well as to review all additions, deletions, and changes to the Institution Policies and Procedures Manual, so as to ensure a uniform presentation format.

IV. DEFINITIONS

A. Policy Form: Standard form used to document all policies.

B. Procedure Form: Standard form used to document all procedures.

Both the policy / procedure forms are maintained by the Director.

(Refer to Exhibit I for instructions on how to complete the policy / procedure forms.)

C. Manual: refers to the Institution Policies and Procedures Manual

V. RESPONSIBILITIES

A. The Director shall establish, approve and document the format and presentation standards to be used and any changes made thereafter.
B. The person completing the policy or procedure will do so in the format prescribed by the Institution Policies and Procedures Manual.
C. The Director shall review the policy or procedure for consistency to the format and presentation standards and make any necessary changes where required.
D. The designated incumbent, as authorized by the Delegation of Authority guide for the activity addressed by the policy or procedure, shall review and formally approve the policy or procedure for inclusion in the Institution Policies and Procedures Manual. It is the responsibility of the Director to obtain this formal authorization, prior to including a new or revised policy or procedure in the Manual.
VI. PROCEDURES
A. NUMBER REFERENCING OF SECTIONS, SUBSECTIONS AND POLICIES
The policy and procedure number referencing is divided into the following three levels of detail:

1. 
SECTION
A two-digit code is assigned ranging from 00 to 99. (See Exhibit II for a list of assigned section numbers).

2. 
SUBSECTION
A two-digit subsection number is assigned ranging from 00 to 99. (See Exhibit II for a list of assigned subsection numbers).

3. 
POLICY OR PROCEDURE An eight-digit alphanumeric number is assigned ranging from 
AA AAA 000 to ZZ ZZZ 999.
The first 2 characters are the Campus / Institute, the next three are the Division and the last three are the Policy/Procedure

VII. PROCEDURES (cont.)

B.
SUBHEADINGS
The following subheadings are to be used and in the same sequence as presented below:

1.
PURPOSE
a. This subheading is not optional and must be included in both policies and procedures.

b. The PURPOSE should explain the objective for writing the policy or procedure.

c. While it should be both comprehensive in its objectives and concise in its meaning, the PURPOSE should be limited to a few of sentences.

d. To maintain consistent wording of the PURPOSE, it is recommended to begin purpose statements with "To establish" or "To explain".

2.
PERSONS / DIVISIONS / DEPARTMENTS AFFECTED
1. This subheading is not optional and must be included in all policies and procedures.

2. This subheading identifies all of the users of a policy or procedure.

1) If the policy or procedure provides guidelines to employees, the subheading, PERSONS AFFECTED should be selected.

VIII. PROCEDURES (cont.)

B.
SUBHEADINGS (cont.)
2) If the policy or procedure provides general guidelines to divisions, then the subheading DIVISIONS AFFECTED should be selected.

3) If the policy or procedure covers several departments, then the subheading DEPARTMENTS AFFECTED should be selected.

3.
POLICY
a. This subheading is not optional and must be included in all policies and procedures.

b. The POLICY statement should reflect the basic objectives of the Institution.

c. It is recommended to include a policy statement in a procedure to serve as the guiding principle for the procedure.

d. Several policy statements may be included under this subheading.

e. To maintain consistent wording of policies it is recommended to begin all POLICY statements with "It is the policy of..”.

IX. PROCEDURES (cont.)

B.
SUBHEADINGS (cont.)
4.
DEFINITIONS
a. This subheading must be included in all procedures; however it is optional for policies.

b. The DEFINITION should include explanations of all terminology which the reader should thoroughly understand when reading the policy or procedure.

c. When defining a word, the word itself, or any variant form, should not be included in the definition.

d. All forms that are referred to in a policy or procedure should be clearly described in the DEFINITIONS section.

1) The form number should be included, if applicable.

2) The number of parts to the form should be indicated, for example, one-part, two-part, six-part, etc.

3) A sample of the form should be included as an exhibit at the end of the policy or procedure.

4) Instructions for completing the form should be included as part of the appropriate exhibit rather than being contained in the body of the procedure. The instructions should contain the following type of detail:

- The method by which the spaces on the form are to be filled and by whom they are to be filled.

X. PROCEDURES (cont.)

B.
SUBHEADINGS (cont.)
4.
DEFINITIONS (CONT.)
- All the spaces to be filled in should be clearly defined no matter how obvious the forms caption may seem.

· The routing distribution of the form should be clearly indicated. For example, if the form has three parts with the first, second, and third parts being white, yellow, and pink, respectively, then an explanation should be made for each part; it should include who is routing the parts and where each part is being sent.

· The place where the forms are stored and the method by which they are issued.

5.
RESPONSIBILITIES
a. This subheading must be included in the procedure, but it is optional in the policy.

b. RESPONSIBILITIES should include a short summary of the duties of the persons involved with the procedure, and it should be written in the same sequence of events which occurs under the PROCEDURES subheading.
XI. PROCEDURES (cont.)


6.
PROCEDURES
a. This subheading must be included in the procedure, but it is optional in the policy.

b. This section defines and outlines the rules, the regulations, the methods, the timing, the place, and the personnel responsible for accomplishing the policy as stated under the third subheading, POLICY.

c. PROCEDURES should be detailed and each separate step in the procedure should be presented as a separate line item.


7.
GENERAL / REFERENCES
a. This subheading is optional for both policies and procedures.

b. Reference documents and other related policies or procedures may be referenced under this optional subheading.


XII. PROCEDURES (cont.)

C. NUMBERING AND SUBHEADINGS
All narrative headings in the policy or the procedures should be assigned a consecutive number. The Roman Numeral numbering system is to be used as follows:

1. Roman numerals are used to designate each subheading from I through VII.

2. Capital letters are used for major subdivisions.

3. Each subdivision uses Arabic numerals.

4. Further subdivisions are referenced with lower-case letters and if required, the next level of division should be referenced by arabic numerals followed by a closing parenthesis e.g. 1), 2) etc.

5. There must be at least two headings under each division. Shown below is an example of the Roman numeral numbering system:
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XIII. PROCEDURES (cont.)

D. CAPITALS, UNDERSCORE, BOLD AND QUOTATION MARKS
(For examples of the use of spacing, capitalization, indentation, underscoring, bold printing and quotation marks please refer to this Policies and Procedures - Format and Presentation Procedure, and use as a sample).

1. 
CAPITALS
Capitals should be used for all narrative headings.

2. 
UNDERSCORE
All narrative headings should be underscored.

3. 
BOLD PRINT
Bold print should be used to highlight words that need to be emphasized.

4. QUOTATION MARKS
Quotations marks should be placed around the name of forms and/or the colour designation for the form copies. For example, "Sales order" form, and when designating the distribution of a form, "White" copy is acceptable.

E.
HIGHLIGHTING REVISIONS
All revisions to an existing policy or procedure are to be highlighted by placing a vertical bar in the left hand margin , vis-à-vis the revised text.

XIV. REFERENCES None.

EXHIBIT - I
INSTRUCTIONS ON HOW TO COMPLETE EXHIBITS I(A)
1. Two-digit section number followed by a period "." and the two-digit subsection number (e.g. 99.99).

2. Eight digit Alphanumeric assigned to the policy / procedure.

3. Date when the current policy / procedure is issued. In the case of revisions to a policy / procedure, it is the date when the revision is issued.

4. To be completed only when revisions are made, this date refers to when the policy / procedure or revisions to the policy / procedure were last issued prior to the current revisions. “New” or Blank represents a page that has not been previously issued.
5. Title of the policy / procedure.

6. Content of the policy / procedure.

7. Name of the person who has prepared the policy / procedure.

8. Title of the position held by the person who prepared the policy / procedure.

9. Name of the person authorized to approve the policy / procedure.

10. Title of the position held by the person who approved the policy / procedure.

11. Page count number.

12. Total number of pages in the policy / procedure.

13. Two digit number assigned to the policy / procedure.
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