UNIVERSITY POLICY TEMPLATE
[image: ]
OFFICE OF LEGAL COMPLIANCE AND POLICY COORDINATION
University Policy Template Guide
Instructions for drafting, review, and submission

Use this document: Complete the guide steps, replace every double-bracketed placeholder, and remove all gold instruction boxes before the final document is submitted for approval or publication.
Before You Draft
Complete the Policy Request Review Form and obtain the sponsoring Vice President’s written endorsement before drafting begins.
Confirm with the Compliance Partner Network (CPN) that the proposed document is needed and does not duplicate or conflict with an existing policy or procedure.
Use this template without changing the standard section names, metadata fields, margins, logo, colors, or heading hierarchy.
Consult affected divisions early and document the feedback received and the revisions made.
Drafting Standards
Write in plain language and use consistent defined terms.
Use “must” or “will” for mandatory requirements, “may” for discretion, and “should” only for recommended practices.
State who is responsible for each requirement or action.
Identify legal, regulatory, accreditation, operational, technology, staffing, training, records, and communication implications.
Use links for related forms, procedures, offices, and governing authorities; verify each link before submission.
Do not include confidential, personally identifiable, privileged, or case-specific information.
Submission Check
☐  All [[double-bracketed placeholders]] have been replaced.
☐  All gold drafting-instruction boxes and the guide page have been removed.
☐  The Policy Owner, Responsible Division, approval authority, effective date, review cycle, and next review date are complete.
☐  Supporting procedures, forms, FAQs, training, communication, and recordkeeping needs are identified.
☐  The sponsoring Vice President has endorsed the draft in writing.
☐  The final draft and supporting materials are ready to send to cpn@depauw.edu.
Resources: Compliance Partner Network  |  cpn@depauw.edu
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UNIVERSITY POLICY
[[Policy Title]]
Official University Policy Template

REMOVE BEFORE PUBLICATION: Replace every placeholder and remove all drafting instructions before review and publication. Keep the metadata labels and section headings in the order shown.
	Policy Title
	[[Insert official policy title]]

	Policy Owner
	[[Insert office or position; do not use a person’s name unless necessary]]

	Policy Contact
	[[Insert position/office and contact information]]

	Responsible Division
	[[Insert division]]

	Effective Date
	[[Month Day, Year]]

	Review Cycle
	[[Every three years, unless another cycle is approved]]

	Next Review
	[[Academic year or specific date]]

	Approved by President’s Cabinet
	[[Month Day, Year]]



1. Policy Statement
Drafting instruction: State the University’s governing rule or principle in direct, mandatory language. Keep this section concise; implementation details belong in the related procedures.
[[DePauw University (the “University”) ...]]
2. Policy Scope
Drafting instruction: Identify the people, programs, locations, systems, transactions, and circumstances covered. State any material limits on scope.
[[Insert text here.]]
3. Purpose for Policy
Drafting instruction: Explain why the policy is needed, the institutional objectives it advances, and the principal legal, compliance, operational, safety, financial, or reputational risks it addresses.
[[Insert text here.]]
4. Definitions
Drafting instruction: Define only specialized or potentially ambiguous terms used in the policy. Alphabetize definitions. If no definitions are needed, state “None.”
[[Defined Term: Concise definition.]]
5. Policy Requirements
Drafting instruction: State the substantive requirements and prohibitions. Organize related requirements under descriptive subheadings. Identify the responsible actor for each mandatory action.
[[Insert text here.]]
5.1 [[Requirement Area]]
[[Insert the requirement, responsible party, timing, and any required documentation or approval.]]
5.2 [[Requirement Area]]
[[Insert additional requirements as needed.]]
6. Roles and Responsibilities
Drafting instruction: Identify the offices or positions responsible for administration, implementation, communication, training, monitoring, interpretation, and enforcement. Avoid assigning duties to named individuals.
[[Office/Position: Describe responsibility.]]
7. Exceptions
Drafting instruction: State approved exclusions or the process and authority for requesting an exception. If no exceptions are permitted, state that clearly. Do not create exceptions that conflict with law or governing authority.
[[Insert text here.]]
8. Compliance and Enforcement
Drafting instruction: Describe monitoring expectations, reporting channels, and potential consequences or corrective action. Cross-reference existing complaint, discipline, or enforcement processes rather than duplicating them.
[[Insert text here.]]
9. Related Implementation Procedures and Documents
Drafting instruction: List the implementation procedure, forms, FAQs, training resources, related policies, handbooks, and external authorities. Use live links where available.
[[University Policy Implementation Procedure title and link]]
[[Related policy, form, handbook provision, law, regulation, or accreditation standard]]
10. Questions and Interpretation
Drafting instruction: Identify the office authorized to answer routine questions and the office responsible for coordinating legal or policy interpretation.
Questions regarding this policy should be directed to [[Policy Contact]]. Questions involving legal compliance or institutional policy interpretation should be coordinated with the Office of Legal Compliance and Policy Coordination.
11. Policy History
Drafting instruction: Document adoption, each formal review (including reviews with no change), substantive revisions, and retirement or replacement. Add rows as needed.
	Action
	Date
	Approved/Issued By
	Summary

	[[Adopted/Revised]]
	[[Date]]
	[[Approving Body]]
	[[Brief description]]


Final check: Search this document for “[[” and for “Drafting instruction” before submission. Remove this guide page and every instruction box, update the Policy History table, and confirm that all links work.
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