Appendix B  |  Policy Template
The following sections are commonly found in policy:

1.
Policy: A clear statement that indicates the rule affecting the specific area

2.
Purpose: The reason or rationale underlying the policy

3.
Scope: The areas, functions, individuals or departments affected by the policy

4.
Definitions: Any specialized terms that are not otherwise defined

5.
Responsibilities: Describes who, using generic titles or positions, is responsible for implementing or maintaining the policy

6.
References (optional): List of applicable documents, policies, laws and regulations
7.
Attachments (optional): Forms, reports, or records that are generated from the policy

Activity
Review each section of the policy template and write down under the headings what information 
is needed to complete each section. 

1.
Policy: A clear statement that indicates the protocol or rule affecting the specific area

2.
Purpose: The reason or rationale underlying the policy and protocol

3.
Scope: The areas, functions, individuals, or departments affected by the policy

4.
Definitions: Any specialized terms that are not otherwise defined

5.
Responsibilities: Describes who, using generic titles or positions, is responsible for implementing or maintaining the policy

6.
References (optional): List of applicable documents, policies, laws and regulations

7.
Attachments (optional): Forms, reports, or records that are generated from the policy
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