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List information that supports the policy.  These documents can be internal policies and procedures or external codes, procedures and legislation.
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Policy purpose
What to include 
The information in this section answers the question as to why the policy exists. Key areas that may be addressed include: 
• legal or regulatory reasons 
• description of conflict or problem the policy will resolve 
• overall benefits 

What not to include 
This section should not include the history as to how the policy was developed nor should it contain any procedural steps. 


2. [bookmark: _Toc490748571]Policy Statement
What to Include 
This section should provide specific direction for the intended audience. Questions that are typically answered through the policy statement include: 
• Who is the primary audience? (Who needs to follow the policy?) 
• In what situation(s) does this policy not apply? 
• What are the major conditions or restrictions? 
• What is expected of the employee or trustee? 
• Are there exclusions or special situations? 

Rules for the policy owner/writer to follow when drafting the policy statement: 
• Sentences and paragraphs must be clear and understandable. 
• Acronyms may be used if included in the glossary of terminology section. 
• Use strong action words (will, must, are responsible for, etc.). 

What Not to Include 
The policy statement should not include background details on the policy nor should it contain procedural steps. Avoid using a specific label, such as the name of a software product or a person. Use generic terms and job titles that are more sustaining and require less maintenance. 


3. [bookmark: _Toc490748572]Related Policies
Include a list of all the policies and procedures that are related to the Policy.

4. [bookmark: _Toc490748573]Non-compliance with the Policy
The statement below must be included in all policies:
Non-compliance with this Policy and the procedures described in it by any Trustee will be dealt with in accordance with Chapter 7 of the Board Charter.

5. [bookmark: _Toc490748574]Acceptance of the XX Policy
The statement below must be included in all policies:
As part of the Trustee induction each new Trustee shall be required to review a copy of this Policy and to acknowledge in writing that he/she has reviewed the Policy, understands the content and agrees to be bound by it.



6. [bookmark: _Toc490748575]Policy Review and Evaluation
This Policy will be reviewed as and when required, but at least every three-years.

The (Include name) Committee is responsible for implementing, updating and reviewing this Policy.

Any changes to the Policy shall be communicated immediately to all Trustees.

7. [bookmark: _Toc490748576]Interpretation

In the event of any inconsistency between this Policy and the Rules of the Fund, the Rules shall prevail.
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