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1 Policy Statement
1.1 Outlining why the organisation is issuing the policy, and what its desired effect or outcome of the policy whether the policy is resolving problem or creating benefits. Indicating the specific regulations, requirements, or modifications to organisational behaviour that the policy is creating. 
1.2 The Policy aims to:

·  Bullet point the aim of the policy
·  Bullet point the aim of the policy
Disclaimer:

1.3 Outline any non-compliance or best practice that is not being adopted. Provide the reasons for non-compliance or not adopting the practise. 
2 Scope
2.1 Describing who the policy affects and which actions are impacted by the policy. The applicability and scope may expressly exclude certain people, organisations, or actions from the policy requirements. Applicability and scope is used to focus the policy on only the desired targets, and avoid unintended consequences where possible.

2.2 An effective date which indicates when the policy comes into force
3 Policy Detail
3.1 The main body of the Policy. List of policy statements. No lengthy explanations, no sanctions, no detailed technical statements. This document should not need to be changed every time a new version of Internet Explorer comes out.
3.2 Anything mandatory uses the words must or will do not use words such as should, could or may as these indicate the statements are optional.

4 Roles & Responsibilities

4.1 Outline the responsibilities that a particular group have responsibility or authority.  

5 Process and Procedures
5.1 Where can the process be found and who is responsible for enforcing the process. 

6 Monitoring

6.1 Compliance
6.1.1 Compliance with the policies and procedures laid down in this document will be monitored via [xxx], together with independent reviews by both Internal and External Audit on a periodic basis. If non-compliance is acceptable, this is not a policy but guidance - rename it.
6.1.2 The Director of xx, in conjunction with the Head of xx, is responsible for the monitoring, revision and updating of this document.
7 Exceptions

7.1 What are the exceptions to the policy, how are exceptions to be dealt with if a business activity cannot adhere to this policy.  
8 Related Documents
8.1 What effects will there will be on other documents if this document is changed, and vice versa. 

8.2 Documents which refer to this policy: 

8.3 Documents which this policy refers to:

9 References
· Name, Reference, Author, Web link
10 Appendix A – Definitions
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