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I. POLICY STATEMENT (A well-articulated statement that is the governing principle, plan, or understanding that guides the action.  It states what we do, but not how we do it.  The policy statement should be brief and is supplemented by the information within the rest of this form.):
II. PURPOSE (Brief summary to inform readers why the policy was issued and what it is designed to ensure.  A concise summary of the objectives of the policy.):
III. APPLICABILITY/SCOPE (Identify who this policy would affect.):

IV. DEFINITIONS (Unique terms that, by being defined, add to the reader’s understanding of the policy.):
V. RESPONSIBILITIES (Identify name and title of person(s) who will be responsible to execute this policy.):
VI. PROCEDURES (Describe how the policy is to be implemented.  The action steps included here should clearly and accurately describe the process and responsibilities for accomplishing tasks governed by the policy.  Procedures are the required process for the specific situation.  As appropriate, include guidelines, forms and associated instructions that directly support the policy.  Guidelines provide suggested methods for accomplishing tasks governed by the policy.):
VII. REFERENCES (Provide links to the sources upon which the policy section is based, including federal and state laws, system-wide policies and procedures or other relevant references.  In addition, list other UH policies and procedures that are related or affected by this policy.):
VIII. HISTORY (Record of past practices regarding this issue, if any.):

