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CONTENT OF A POLICY
Policies generally follow a format that is stipulated across the organisation.  Policies do not change frequently. 
All policy documents will have a title, which should be both brief and descriptive. 
Very often, the details of the documents status such as:
Date


Version Number

Review Date
Person Responsible
Service Area or Program 
Authorisation 
are located within a specified section of the document, such as the footer or the header.  [See the footer of this document]

Some organisations number their policies and provide an index on internal intranets so that staff are able to access policies relevant to their work area. 

Work Orders, Guidelines and Procedures will sit as a subset of the Policy and be treated in a manner similar to policy development. 
Most policies will comprise the following areas:
Overview/Background

Purpose


 Definitions 


Procedure


Guiding Principles

Scope
Relevant Legislation

Other relevant and associated Organisational Documentation 

Overview or Background This area outlines the reason, history, and intent that led to the creation of the policy. This information is often quite valuable when policies must be evaluated or ambiguous situations require clarification. 
Purpose: A simple statement of what the policy will achieve. For example “To outline the process of screening for a mental illness” 

Definitions in this area organisations might define the terms contained within the policy. In the instance of a policy on supervision one might define Organisational Supervision and Clinical Supervision. The definition could also indicate what is not included or conditions surrounding the policy. For example, “Supervision is provided for all staff who provide counselling for clients”  
This area might include the tools that will be used, for example “XY screening tool will be implemented to all clients at intake....” 
In this area the organisation can define the language used in the documentation. In some instances, diagrammatic schema may be included to illustrate processes and/or  timelines
Procedure This section may contain instructions required to carry out the policy. An outline of necessary steps or a flow chart may also be included. Legislation, tools, clinical guidelines templates should be referred to. 
Scope Those staff the policy relates to, as an example “This policy pertains to all staff “ or This policy applies to those staff in the Intake Team”.  In other words it describes who the policy affects and which actions are impacted by the policy. 
The scope may expressly exclude certain people, organisations, or actions from the policy requirements. 
Other Relevant & Associated Organisational Documentation In this area organisations would reference other material related to the policy such as guidelines, operational statements, work instructions, advice/information sheets, Strategic Plans, Governance Policies, forms to be completed
Relevant Legislation should be listed. For example The following legislation is relevant to the Alcohol and Other Drug sector. Alcoholics and Drug- dependent Persons Act 1968, Alcoholics and Drug-Dependent Persons Regulations 2002, Drugs, Poisons and Controlled Substances Act 1981, Health Records Act 2001, Human Services (Complex Needs) Act 200,3 Mental Health Act 1986, Information Privacy Act 2000, Medical Treatment Act 1988, Health Records Regulations 2002 
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Date 





September 2008

Version No





No 4

Review Date





September 2011

Coordination Responsibility





Clinical Services Manager

Authorisation 







Service Location 





Residential Withdrawal 

