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IMPORTANT: Please do not edit or remove the fonts, formatting, headings, or other content in this template except in the editable fields. If you do not have content for a particular section/field, leave that section/field blank.

Responsible Office: Enter the responsible office name here. 

General instructions:
1. Complete this template following the instructions for each section and using the Style Guide for Writing University Policies.
2. Share the draft with the policy library coordinator and stakeholders to collect feedback.
3. Seek approval for the policy from the approval authority.
4. Send the approved final draft to the policy library coordinator. 

For questions about or assistance in completing this template, please email the policy library coordinator.

Policy Title

Enter policy title. 

Instructions:
· Search the policy library to ensure the policy title is unique. 
· Do not use “UW-Madison” or “policy” in the title since the policy template already indicates that it is a UW–Madison policy.
· A policy title must be concise and use as few words as possible to capture essential information. At the same time, the title must include key terms that might be commonly used to search for the policy. 
· If the policy impacts certain areas or individuals within the university, the title must reflect this. For example, the University Smoke-Free Policy is general in scope, but the Housing Smoking policy impacts only those who live in or visit university residence halls or apartments. The latter policy is titled, “University Housing Smoking Policy.”
· Avoid using acronyms in policy titles.
· Ensure the title does not use old or outdated terminology (e.g., classified staff).
Rationale/Purpose of the Policy

Add a summary of the policy’s primary objectives. 

Instructions:
· The rationale is intended to be two or three sentences.  
· Do not include conditions, restrictions, exceptions, or exclusions of the policy in the rationale.

[bookmark: _Hlk185579689]Examples:
In alignment with [e.g., HIPAA, Title IX, UW System], this policy . . . 
To comply with [e.g., the Board of Regents, FMLA, Title IV], this policy . . . 
The [e.g., Higher Learning Commission, U.S. Department of Education] requires . . . 
To ensure [e.g., compliance, proper notice], this policy . . . 
The [e.g.,intent, purpose] of this policy is to . . . 
This policy establishes standards for . . . 
This policy specifies . . . 





[bookmark: Definitions]Definitions
Add explanations of key terms or concepts specific to the policy. 
Instructions
· Include definitions of key terms the reader must understand to comply with the policy. 
· Do not repeat the key term in the definition (e.g., Remote Work: Remote work is . . . )
· List definitions in alphabetical order.
· Capitalize and bold each key word being defined (e.g., Job Title).
· If the definition is a common word or one that is used across multiple policies to mean different things, begin the definition with, “For purposes of this policy, . . . “ 
· The policy library maintains a glossary of definitions used across all policies.

[bookmark: Scope]Scope
Add a statement as to who and/or what the policy applies to. 

[bookmark: _Hlk185586089]Instructions:
· List specific groups who must know and adhere to the policy. 

Examples:
Academic divisions and units
All campus units
All students
All employees 
Faculty, Academic Staff, Limited Appointees, and University Staff
Graduate students 

[bookmark: Policy_Details]Policy Details
Add policy content. 

Instructions:
· Include conditions and restrictions, when and under what circumstances the policy applies, as well as any exclusions or exceptions. 
· Include hyperlinks to other policies, documents, or websites when necessary. Anything linked in the policy must also appear under the Related UW-Madison Policies; Related UW-Madison Documents, Web Pages, or Other Resources; or External References sections.
· Use ordered lists to organize the main concepts of the policy in a specific order:
I. Level 1 (uppercase Roman numeral)
A. Level 2 (uppercase letter)
1. Level 3 (Arabic numeral)
a. Level 4 (lowercase letter)
i. Level 5 (lowercase Roman numeral)
· Use unordered lists when the order is not important:
· Level 1 (filled circle)
· Level 2 (open circle)
· Level 3 (filled square)
· Additional levels use the filled square.
· Ensure that for every Level 1 (i.e., I.), there is a second Level 1 (i.e., II.), and for every Level 2 (i.e., A.), there is a second Level 2 (i.e., B.), and for every Level 3 (i.e., 1), there is a second Level 3 (i.e., 2.), and so on. Unordered lists must also have two items per level.
· Do not include processes or steps for implementing or complying with the policy. 


[bookmark: Related_UW–Madison_Policies]Related UW–Madison Policies
List all related UW–Madison policies numerically.

Instructions:
· Include the policy number and title, with no comma in between, and add a hyperlink.
Example: UW-5059 Leave for Voting and Serving as an Election Official
· Once all related university-level policies (beginning with UW) are listed, add any related school/college/division-level policies in numerical order.
[bookmark: Related_UW–Madison_Documents,_Web_Pages,] 
Related UW–Madison Documents, Web Pages, or Other Resources
[bookmark: List_and_provide_the_link_(for_a_PDF,_Wo]List related UW–Madison documents, web pages, or other resources alphabetically. 

Instructions:
· Ensure the title listed matches the document or webpage and add a hyperlink. 
Example: Office of Strategic Communication Tools and Applications for Communicators and Marketers 

[bookmark: List_related_documents,_web_pages,_and_o][bookmark: External_References]External References

List related external references such as federal and state laws or Board of Regents or UW System policies alphabetically. 

    Instructions:
· Add a hyperlink to all external references, including regulations and statutes.
· Use concise, descriptive, and meaningful names for external references.
[bookmark: _Hlk183608830]	Example: Higher Learning Commission, Revised Criteria for Accreditation	
· References to Wisconsin Statute:
· For an individual statute citation, use a single section symbol: Wis. Stat. § XXX(X).
Example: Wis. Stat. § 16.417(2)(b)
· For multiple statute citations, use two section symbols: Wis. Stat. §§ XXX(X) and XXX(X).
Example: Wis. Stat. §§ 19.45(3m) and 19.56(3)
· For a complete statutory chapter, use the format: Chapter XXX, Wis. Stats., [Chapter Title].
Example: Chapter 125, Wis. Stats., “Alcohol Beverages”
· References to Wisconsin Administrative Code: 
· Use Wis. Admin. Code § XXX.
		Example: Wis. Admin. Code UWS § 21
· References to UW System Board of Regents policy: 
· Cite as Regent Policy Document XX-XX, [Policy Title].
		Example: Regent Policy Document 20-21, University Personnel Systems
· References to UW System policy: 
· Cite as UW System Administrative Policy XXX, [Policy Title].
		Example: UW System Administrative Policy 1230, Workplace Safety
· References to the Code of Federal Regulations: 
· Cite as [Title Number] C.F.R. § [Section Number].
Example: 20 C.F.R. § 404.260 
· Hyperlink to Electronic Code of Federal Regulations (eCFR) website.
· References to the United States Code: Cite as [Title Number] U.S.C. § [Section Number] ([Year]).
		Example: 42 U.S.C. § 3601 (2010)
· Hyperlink to United States Code website.

[bookmark: Policy_Administration]Policy Administration
Approval Authority
Indicate a single position or title with the right to issue, approve, and/or enforce the policy. This is usually at the Vice Chancellor level or above.
Policy Manager
Indicate the position or title responsible for the development and administration of the policy. 
Policy Contact(s)
Indicate the full name, position title, email address, and phone number of the individual who serves as the subject matter expert and point of contact for the policy.  

	Policy History
	

	Effective Date
	Enter the date (MM/DD/YYYY) the policy became/becomes effective.  

The effective date can be a past, present, or future date.

	Date Issued
	Enter the date (MM/DD/YYYY) the policy was originally released as approved.  
If no date is indicated here, the date issued will be assumed to be the same as the effective date.

	End Date
	Enter the date (MM/DD/YYYY) the policy is no longer in effect.  

If there is no end date indicated, then the policy is considered to still be in effect.

	Next Review
	Enter the date (MM/DD/YYYY) the policy is next scheduled for review.  

The policy should be reviewed periodically to ensure currency with governing laws, rules, regulations, policies, and technologies. Review must be appropriate to the type and nature of the document and sufficient to comply with governing laws, rules, and regulations.


Revised Dates
Chronologically list all dates the policy was revised (MM/DD/YYYY).  

Reviewed Dates
Chronologically list all dates the policy was reviewed (MM/DD/YYYY).  
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