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Policy Template with Guidance

Use this template as a guide. 
Policy Title
Provide the official title of the policy. Keep it short, clear, and descriptive (e.g., 'Data Protection Policy').
Policy Number (Optional)
If your organisation assigns numbers to policies, include it here for easy reference.
Effective Date
Indicate when the policy takes effect. Example: 'Effective Date: January 1, 2025'.
Review Date
Specify when this policy should next be reviewed (e.g., annually or biennially).
Purpose
Explain why this policy exists and what it aims to achieve. Example: 'This policy provides guidance on data handling to ensure privacy and compliance with legal standards.'
Scope
Describe who and what the policy applies to. Example: 'This policy applies to all employees, volunteers, and contractors handling company data.'
Definitions (if applicable)
Define key terms or abbreviations used in the policy to ensure clarity.
Policy Statement
State the main principle or rule. Example: 'All staff must comply with GDPR and company data protection standards.'
Procedures / Guidelines
Detail the steps or actions required to follow the policy. Use bullet points or numbered lists for clarity.
Roles and Responsibilities
Outline who is responsible for implementing, monitoring, and enforcing the policy (e.g., HR, IT, Managers).
Compliance and Monitoring
Explain how compliance will be monitored and what happens in case of non-compliance (e.g., audits, disciplinary actions).
Related Policies or Documents
List other documents or policies related to this one (e.g., 'Code of Conduct', 'IT Security Policy').
Approval
Include names, titles, and signatures of approving authorities.
Version Control
Track changes or revisions to the policy. Example: 'Version 2.0 – Updated January 2025 to include remote work guidance.'
Application Process and Deadline (if applicable)
Provide guidance on how staff or departments should apply the policy or submit required documents, including relevant deadlines.

	www.fiftyfour.global

image1.png
rour

GUIDING YOU j TO GREATER IMPACT





image2.png
rour

GUIDING YOU j TO GREATER IMPACT





