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GUIDELINES

Title:	<guidelines title>
This is a draft guidelines document under development and is subject to review. It should not be construed as an approved University guidelines document or acted upon as such. Any template or branding updates will be made and finalised before publication. Any comments on this draft should be directed to the listed All Enquiries Contact or Guidelines Owner.

Guidelines Owner:	<position title>
Keywords:	<keywords>
Supports:	<policy or procedure the guidelines support>
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Organisational Scope
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1. [bookmark: Intent]INTENT 
The purpose of these guidelines is to support and operationalise the <insert name of relevant policy or procedure or both>. 
2. [bookmark: OrgScope]ORGANISATIONAL SCOPE
These guidelines apply to <insert scope>.
3. [bookmark: Definitions]DEFINITIONS
The University Glossary and the following definitions apply to these guidelines:
	Term:
	Definition:

	<defined term>
	<definition>

	
	

	
	


4. [bookmark: PolicyContent]GUIDELINES CONTENT
Heading
4.1. Guidelines statement 1
4.2. Guidelines statement 2, with list:
a. List item 1; and
b. List item 2.
Heading 2
4.3. Guidelines statement 3
5. [bookmark: Accountabilities]ACCOUNTABILITIES AND RESPONSIBILITIES
The <insert position title> is the Guidelines Owner and has overall responsibility for the content of these guidelines and their operation, and has the authority per the Policy Governance Policy to amend or rescind these guidelines.
The <insert position title> is responsible for currency of information and provision of advice relating to operationalising these guidelines.
6. [bookmark: RelatedDocs]RELATED DOCUMENTS
Legislation
<insert relevant legislation>
By-Laws, Statutes and Rules
<insert relevant by-laws, statutes and rules>
Policies
<insert relevant policies>
Corporate Governance documents
<insert relevant corporate governance documents>
Operational Documents and Resources
[bookmark: ContactInfo]<insert relevant operational documents and resources>
7. CONTACT INFORMATION
For queries relating to this document please contact:
	Guidelines Owner
	<insert position title>

	All Enquiries Contact
	<insert position title>

	Telephone
	<insert telephone number of contact>

	Email address
	<insert email address of contact>


8. [bookmark: Approval]APPROVAL HISTORY
	Approval authority
	The Guidelines Owner as listed in this document

	Date guidelines first approved
	<insert date when the guidelines were first approved, in the format D MMM YYYY, e.g., 1 March 2025>

	Date last modified
	<insert date when the guidelines were last modified, in the format D MMM YYYY, e.g., 1 March 2025>

	Revision history
	<this section reflects approvals to the guidelines and a brief summary of the approved changes>

	Next revision due
	[bookmark: _Hlk209703254]<this is set at the discretion of the Guidelines Owner, generally up to a maximum of 3 years and ideally standardised to 1 June 20xx to align with the policy review cycle.>
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