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Introduction:

Click and type: A brief statement of purpose, including scope of policy, e.g. organisation wide 

Definitions:

Click and type: Definitions of jargon or key words used in the policy or procedure
Policy Statement: 
Click and type:  Sub-heading 
Click and type:  Policy detail.  This section may include various sub-headings and be quite brief or stretch to several pages, depending on individual documents.  Delete section if not required.
Procedures / Guidelines:
Click and type: Sub-heading
Click and type: Best practice guidelines or procedural detail.  This section may include various sub-headings and be quite brief or stretch to several pages, depending on individual documents.  Delete section if not required. 
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Example (all bullets are like this – square)
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Related Policies, Procedures and Forms:

· Click and type:  List of any relevant policies, procedures or forms applicable to the policy or procedure.  Direct hyperlinks to these will be provided.  Delete section if not required.
Appendices:

· Click and type: Forms, templates and discussion documents, where relevant.  Delete section if not required.
Notes:

1. Click and type:  Notes included where necessary.  Otherwise, delete section.
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