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1. Introduction
Victorian Women with Disabilities Network (VWDN) needs a clear process for creating, approving and implementing policy to guarantee consistency.  Policy documents should be based on a uniform template to ensure they are accessible to people with disabilities.  Policies should be collated and stored in the Policy and Procedure Manual.  
2. Purpose
The purpose of this policy is to:

· Define a template for all policies;

· Outline a standard procedure for a policy to be taken from its first draft through to implementation; and

· To illustrate typical usage of the policy template
3. Policy

Written policies are developed for all major operational roles and functions of VWDN to ensure that services are delivered in alignment with the values, legal requirements and strategic priorities of the organisation.

Policies are developed and reviewed regularly in consultation with VWDN stakeholders including the board, staff, and where relevant members and volunteers.
3.1. Format

VWDN policy documents will adhere to a standard policy template, which this document is based on.  VWDN Policy documents will be written in order to meet the communication needs for persons with disability, in accordance with VWDN board policy (page 6) which states: 

“Writing” and “Written” includes printing, typing, large font, computer with screen reader and other mode of producing words in a visible form or such other form as is appropriate for a person’s disability.

VWDN policies will be provided in alternative formats upon request.
The policy template will include 15 standard headings.  The headings are:

· Policy number

· Policy name

· Version number

· Drafted by

· Issue date

· Responsible person

· Review date

· Introduction

· Purpose

· Policy

· Procedure

· Responsibilities
· Related documents

· Dissemination

· Authorisation
3.1.1. The policy number refers to the unique policy document number, starting at 001.  The policy number is referred to in the contents page of the policy manual.
3.1.2. The policy name heading describes the general subject matter of the policy.
3.1.3. The version number heading is used to identify the status or progression of the policy. When a policy is being drafted, its version number is 000.  Once passed at a board meeting, it becomes version 001.  Following scheduled or other revisions, this number increases by one.
3.1.4. The drafted by heading is used to identify the person, group of people or subcommittee that drafted the policy.  These people may be contacted prior to any future changes being made, or regarding any confusion around the original intent of the policy.
3.1.5. The issue date heading is used to record the date that the Board approved the policy.
3.1.6. The responsible person heading is used to record the person or position responsible for the usual implementation of the policy.
3.1.7. The review date heading records the date set by the board for review of the policy.  Policies will be reviewed at least every two years from the issue date, or whenever the board determines that a need has arisen.  Reviews must follow the same development procedure as new policy proposals.
3.1.8. The introduction heading is used to give background information on why this policy exists.  
3.1.9. The purpose heading is used to outline what the policy seeks to achieve.
3.1.10. The policy heading contains the content of the policy and details the position held by the organisation on the topic.  A policy document may include several sub-headings under this topic, depending on the complexity of the policy matter.
3.1.11. The procedure heading outlines how the policy is implemented in the organisation.
3.1.12. The responsibilities heading is used to identify who is responsible for adhering to, monitoring and implementing the policy or procedure.
3.1.13. The related documents heading will identify other documents that are relevant or important to the policy.  While all written material within the organisation is related in one way or another, there will often be particular documents that should be read in conjunction with the policy.  Examples may include other policies, forms, federal and state legislation, the organisation’s constitution (or sections of relevant text), etc.  Not all policy documents will have related documents.
3.1.14. The dissemination heading will identify who the policy is available to and where it will be located.  For example, available to members and posted to the website or available to staff and located on the J drive, or in the Policy and Procedures Manual.
3.1.15. The authorisation heading is completed when the board certifies that the policy has been through all necessary procedures and is now in force. The authorisation heading includes the signature of the policy officer, name of the policy officer and the date.
3.2. Time allocation
In the development of a policy document sufficient time must be given for consultation with all relevant stakeholders and full deliberation by the board.

3.3. Acknowledgement

Where applicable, if a significant amount of content has been drawn from another source it will be referenced under the acknowledgment heading in order to comply with copyright laws.  The acknowledgment heading will be inserted as the second last heading on policy documents – sitting between Dissemination and Authorisation headings.
4. Procedures

4.1. Development of Policy
4.1.1. The board, a sub-committee, staff member, or a general meeting will identify the need for a policy document, and identify an author or authors.
4.1.2. The author will consult with interested members, relevant staff, and persons knowledgeable in the area.  Consultation may take the form of casual conversations, formal meetings, policy development workshops, email forums etc., and at least brief minutes of such consultations should be recorded.
4.1.3. The draft policy will be developed using the VWDN policy template and in accordance accessibility guidelines outlined in the VWDN Clearinghouse Information Resources Accessibility Policy. (both attached)
4.1.4. The draft policy will be circulated to interested parties and relevant stakeholders for comment.  The author should also consider practical implications on how the policy would be implemented and seek feedback on this.
4.1.5. The author will consider any feedback received and will create a final draft for presentation to the board.  This should be accompanied with notes for implementing the policy and feedback that was unable to be incorporated, to allow consideration of issues raised but not included. Policy documents generated by a staff member should present the final draft to the Executive Officer, who will then table at the next board meeting.
4.1.6. The board will accept the policy, defer it, reject it, return it to the author for amendment, or assign revision to other authors.
4.1.7. Following acceptance by the board the policy shall be added to the Policy and Procedure Manual and recorded as Version 1.
4.2. Post approval process

When the policy is approved, the Administration and Information Officer:
4.2.1. Prints a copy of the policy and files in the VWDN Policy and Procedure Manual
4.2.2. Updates the table of contents in the VWDN Policy and Procedure Manual
4.2.3. Archives the old policy if updating an existing policy
4.2.4. Alerts VWDN staff and relevant WHV staff (as appropriate) that the policy is now implemented by circulating the policy to all staff on the distribution list.
4.2.5. Ensure VWDN staff acknowledge that they have read and understood the policy by signing the distribution list.  Where required, staff will receive training and education relevant to the policy. The signed distribution list is forwarded to the Administration and Information Officer for filing.
4.2.6. Undertakes any adaption to procedures required by the policy.
4.3. Review

All policies will be subject to review.  The timeframe set for review will vary depending on the nature of the policy.  The maximum period for review is two years.  The format and communication of the policy will also be reviewed to ensure it is consistent with best practice, drawing on government guidelines, other relevant organisations and feedback from clients, members and staff.
5. Responsibilities

The Executive Officer, or her delegate as appropriate, is responsible for ensuring that proper procedure for the development, consultation, acceptance, recording, and implementation of the policy is adhered to.
6. Related Documents

· Attachment A – VWDN Clearinghouse Information Resources Accessibility Policy
· Attachment B – Policy Template

· Inclusive consultation and communication with people with a disability guidelines (January 2008), Victorian Department of Planning and Community Development, Office for Disability
· Convention on the Elimination of all Forms of Discrimination Against Women (CEDAW)

· Victorian Charter of Human Rights and Responsibilities

· United Nations Convention on the Rights of Persons with Disabilities

· Racial Discrimination Act 1975 (Commonwealth)

· Disability Discrimination Act 1992 (Commonwealth)

· Sex Discrimination Act 1984 (Commonwealth)

7. Dissemination

This policy applies to all staff and is located in the Policy and Procedure Manual.

8. Acknowledgement
· Our Community website

9. Authorisation
Signed by Keran Howe, Executive Officer
Date:
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Attachment A – VWDN Clearinghouse Information Resources Accessibility Policy
Insert copy of the Clearinghouse policy here
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Attachment B – Policy Template

Insert policy template here
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