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Policy Framework
Guideline

1 Intent
(A). The intent of this Guideline is to —

(1). provide an understanding of what the Policy Framework is; and

(2). provide information about why Policy is developed and managed the way that it is.
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2 Introduction to the Policy Framework

(A). The Policy Framework provides the University with an approved way of developing and managing Policy on behalf of the University Community.  

(B). The reason we need a Policy Framework is so that the University can manage the University Policy Library in a way that is both meaningful to the University Community and effective in contributing to the mission of the University: to provide world-class education, research and community engagement for the advancement of the prosperity and welfare of our communities.

2.2 How to Use This Guideline

(A). This Guideline has been written to help you understand what Policy is by —
(1). exploring the different parts of the Policy Framework; and

(2). explaining each component (or Policy Operator) of the Policy Framework in basic and technical language.
(B). Defined terms are capitalised throughout, as they are in Policies.  The first use of each term is written in bold.

3 Policy Framework Explained

(A). A Policy Framework (like any other framework) is an approved operating environment within which a Policy collection (in our case, the UWA Policy Library) is developed
 and managed
.  A Policy Framework is one of many frameworks that make up an organisation’s business framework.

3.2 Structure of the Policy Framework 

(A). The Policy Framework is a bit like a circuit board, each component has a specific role to play and they all operate together to make the system work; for this reason, each component is called a Policy Framework Operator, or Policy Operator for short, or simply an Operator.  

(B). Figure 1 the Policy Framework Structure Plan illustrates the composition and relationship between each Policy Operator within the Policy Framework.  The Policy Framework is composed of all the Policy Operators within it.  

(C). The Policy Framework Structure Plan also shows the condition of each Policy Operator e.g. if it is in need of being amended, is to be developed or has been approved etc.

(D). The list of Policy Operators within the Policy Framework can continue to change as time goes on.  For the current list of Policy Operators, please contact —

(1). Policy Office | policy@uwa.edu.au | 6488 8722

Figure 1: Policy Framework Structure Plan
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Structure Plans

(E). Structure plans illustrate structures.  Structure plans (plans as in maps, not plans as in methods), are used in Policy projects to show hierarchies, tired structures and other compositions.  The same key Figure 2 is used on all structure plans.

Figure 2: Structure Plan Key
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3.2.2 Policy Operator Relationships
(A). Figure 2 illustrates the relationships between each Policy Operator of the Policy Framework —

(1). transitions to indicates that a Policy Operator is changing from its current state, to its future state during a Policy project.

(2). affects indicates that the content of a Policy Operator instructs the content, or use, of another Policy Operator.

(3). achieves indicates that the content of a Policy Operator is necessary for the success of another Policy Operator.

(4). related indicates that all Policy Operators within the green bracket are Related Policy Operators.

(5). associated indicates that all Policy Operators within the orange bracket are Associated Policy Operators.
(B). This key is also used in situation maps (section 8.3) and implementation maps (section 8.4).

Policy Operator Types

Figure 2 illustrates the key used to show the types of Policy Operators —

(1). Strategy/Plans the formal but non-binding direction, based on current information, to drive performance from a current state to a future state, through the expression of outcomes, principles and approaches, across an agreed timeframe.
(2). Principal Policies are high-level policies that translate the strategic direction of the University into the Policy Framework.
(3). Policies are the formal and binding expression of behaviours or practices, expected by the University and University Community, on specific Policy Factors as published on the University Policy Library (section 8).

(4). Guidelines are the informal and non-binding information that supplements Related Policy Operators and/or Associated Policy Operators.

(5). Procedures are the formal and binding step-by-step, deliberate, comprehensive, self-explanatory and non-suggestive instructions on performing a specific task in relation to the purpose of a related Policy.  

(6). Databases are collections of data that are structured and organised in a way that provides intelligence for decision-making.
(7). Toolkits/School Protocols/Control Documents are necessary for the implementation of a Policy, may sit outside of the Policy Framework.
(8). Groups are any group of people that influence a framework, either through advice or decision making.
(9). Forms are any digital or printed tools required to standardise a step in a process.

(10). Software is any digital platform or program used to operationalise a Policy.

(11). Diagrams/Charts are any graphic or numeric information used to illustrate or calculate an expected behaviour or practice expressed in a Policy.

(12). Webpages are any part of the University’s website that contain information relating to Policy.
Operator Condition

(C). Figure 2 illustrates the condition of a Policy Operator —
(1). to be developed indicates that a Policy Operator, that does not exist currently, is required to help achieve the strategic plan.

(2). to be amended indicates that a Policy Operator, that already exists, is required to be updated to help achieve the strategic plan.

(3). to be rescinded indicates that a Policy Operator, that already exists, is required to be deleted as it is no longer useful for achieving the strategic plan.

(4). drafted indicates that the content of that Policy Operator has been developed or amended and is now awaiting approval.

(5). approved indicates that the content of that Policy Operator has been approved and is being delivered.

(6). non-specific indicates that that Policy Operator is either a group or type of Policy Operators (such as a template or regular report), or a Policy Operator that is constantly updated (such as a database).
Policy Operators

(D). Policy Operators perform different functions, for example —
(1). Policies express behaviours and/or practices that are expected by an organisation or by certain individuals;
(2). Guidelines provide background information, explanation, diagrams, tables of data and any information that is variable (such as tables of data that update regularly); and

(3). Procedures give step-by-step instructions to users so that they can perform specific tasks in the way their organisation requires them to.
(E). If you’ve ever a read a Policy and been unsure about what is expected of you in terms of your behaviour, or what is expected of your organisation in its practices towards you, or thought that it provided you with instructions rather than expectations, it’s because at least one of the following happened —

(1). the Policy was badly written;

(2). the Policy was actually a Guideline;

(3). the Policy was actually a Procedure; or

(4). the Policy was a mix of Policy, Guidelines and Procedures.

(F). If it can’t be breached, it’s not a Policy.  If it’s not providing you with instructions to do something, it’s not a Procedure.  

(G). For this reason, it’s best practice to present different types of Policy Operator with their own distinct style and language e.g. Policy uses the auxiliary verbs ‘will’, ‘must’ and ‘may’, whereas Guidelines might use ‘should’.

(H). To further help with the distinction between the different types of Policy Operators, the Policy Framework uses a colour-code for example — 

(1). Policy is blue;

(2). Guideline is green;

(3). Procedure is pink; and

(4). Control Documents are orange.
(I). Each type of Policy Operator should feel, look, sound and/or read differently.  This helps to reduce ambiguity.
Related and Associated Policy Operators

(J). Figure 3 illustrates some of the relationships and associations Policy Operators might have to each other.

Figure 3: Related and Associated Operators
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(K). In this example —

(1). Primary Policy 1 and Primary Policy 2 are both related to the same Principal Policy and sit inside the same Principal Policy Hierarchy;

(2). Primary Policy 1 and Primary 2 are associated because they are both related to the same Principal Policy.

(3). Policy 2A and Policy 2B are both related to the same Primary Policy.

(4). Policy 2A and Policy 2B are associated because they are both related to the same Primary Policy.

(5). Policy 1A is not associated to Policy 2A or 2B because it is not related to the same Primary Policy.
(L). Relationships go up/down.  Associations go left/right.

(M). Related and associated is an important distinction to make because a Policy cannot be added to the UWA Policy Library unless all necessary changes have been made to that Policy’s Related Operators i.e. those that sit in the same hierarchy to make them compliant with changes to that Policy.

(N). It is not a requirement for changes to be implemented in Associated Operators.  

(O). The provision of Related Operators and Associated Operators allows for the approval of a Policy without causing a long implementation cascade.  However, policies should not antagonise each other, and where possible, duplication and ambiguity should be addressed as soon as possible.  

(P). As more Policies are amended the less duplication and ambiguity between policies there will be.
4 Policy

4.1 What is Policy?
(A). Let’s have a look at our current definition —

(1). Policy means an approved document registered on the UWA Policy Library that expresses requirements for behaviour and practice.

(B). This means that for certain subject matters, policies tell us what is expected.  Expectations should become more details towards the bottom of a policy hierarchy.  

(C). Documents that have the word policy in the title that do not appear on the UWA Policy Library are not official policies.  These rogue policies will reduce over time as they get picked up in Policy projects. 

(D). The definition in the previous version of the Policy Framework Policy was more detailed —

(1). Policy means the formal and binding expression of behaviours or practices, expected by the University and University Community, on specific Policy Factors as published on the UWA Policy Library.

(E). Policy is formal and binding because there would be no point to it otherwise.  It is —
(1). formal because it is approved and done in a certain way that can be referred to again and again; and

(2). binding because it is both mandatory and unifying (i.e. it should inspire action and a shared sense of purpose).

(F). Policy cannot be verbal (at least within this Policy Framework), because a verbal Policy cannot be evidenced and referred to.

(G). We say Policy expresses behaviour and practice, because the verb ‘express’ means —

(1). clearly indicated, definite, explicit and distinctly stated, particularly through gestures and conduct.  

(H). When expressing behaviours and practices, there are three things to remember not to introduce into a Policy —

(1). ambiguity;

(2). duplication;

(3). mystery.

(I). There should be no doubt as to what the behaviours and practices required by the University and the University Community are.  It is unfair not to be clear.  Ambiguity is disempowering and leads to both unintended breaches of Policy and inaction from fear of not knowing the right thing to do.

(J). Duplication is where more than one Policy expresses the same behaviours and practices and/or terms.  Duplication often leads to ambiguity, especially where there is definition creep (slight changes to definitions in different Policies overtime) and localised (not centralised) Policy drafting.  Localised Policy drafting is also another cause of duplication.

(K). Mystery is perhaps the biggest threat to useful Policy (other than Policy not being enforced), for example —

(1). the principles of sustainability should be followed; or

(2). use health and safety best practice processes at all times.
(L). Unless the principles of sustainability are known and understood, and unless the specific best practice processes are provided, these vague rules direct individuals to behave or practice in the ‘unknown’.  

What is not Policy?

(M). Oftentimes, policy documents fill up with clichéd phases that have lost their meaning overtime through their misuse, leading to clauses such as —

(1). this Policy outlines the principles of …; or

(2). this Policy provides a framework for….

(N). Policy does not outline; to outline is to provide only the basics, a rough description, a general message or summary.  To be effective, Policy needs to be explicit; detailed enough so that you can see exactly what is expected of you and the University.
(O). Policy does not state principles; principles
 mean different things to different people, but let’s use a few dictionary definitions as examples —

(1). a fundamental truth or proposition that serves as the foundation for a system of belief or behaviour or for a chain of reasoning;

(2). a proposition or value that is a guide for behaviour or evaluation;

(3). a basic idea or rule that explains or controls how something happens or works.
(P). Principles then are foundational, a guide, a basis for something.  As such, principles do not provide enough detail about what is expected of an individual or organisation.  Principles work very well as exponents of strategy because they are good at framing a situation and providing a starting point.

(Q). Policy does not provide a framework, because Policy is only ever part of a framework.

(R). Policy might however —
(1). be used to enable you and the University to use a framework correctly by expressing the behaviour and practices that must be complied with when developing, managing or working in accordance with a framework;

(2). express a requirement for the University to manage behaviour and practices —

that go beyond the requirements of legislation;

to help drive performance against strategy; or

that respond to the expectations of our University Community.

4.2 How long should Policy be?

(A). Policies can be as long as is necessary to express all of the behaviours and practices that are required by the University and of the University Community on a particular subject matter.  Obviously, expressing Policy Factors in a way that uses far too many words than is necessary, is a waste of everyone’s time, so they should be as brief as is possible without being ambiguous or mysterious.  

(B). Arbitrary word or page limits are pointless and often damaging to the integrity of Policy development and management; this is particularly true where there are low levels of compliance.  

5 Policy Structure

5.1 Purpose

(A). The purpose is the first section of a Policy and is broken down into the following sub-sections —

(1). reason (why the Policy exists);

(2). function (what the Policy is doing); and

(3). interpretation (the other documents that should be read in conjunction with the Policy).

(B). This means that right from the start, you know what a Policy is about, if it’s the right Policy for you, and what else you might need to read to get a bigger picture.  The function sub-section also acts like a contents page to help with navigation (which is useful for longer Policies).  

5.2 Scope

5.2.1 Institutional scope

(A). The scope section should explain any geographical (at certain places), locational (within certain places), temporal (during certain times) parameters that the Policy is bound by.

(B). A particular Policy might apply only at night-time or only on a specific facility, where as another Policy might apply at all times, even at locations not owned by the University.

(C). As far as it makes sense to do so, a Policy at the University should apply to the entire University.
5.2.2 Individual scope

(A). The scope section should explain to which of you the Policy applies. 

(B). A particular Policy might apply to everyone, even by association, or just Students, or just Employees, or just some individuals performing specific tasks.  

(C). This section allows you to understand whether that Policy applies you or not.

(D). As far as it makes sense to do so, a Policy at the University should apply to the entire University Community.

Policy Factors

(E). Having expressed the purpose, provided an explanation about why, when and to whom the Policy is relevant, and defined what the Policy is about, what follows next needs to provide the formal and binding expressions of the expected behaviour and practice.

(F). It is best practice to group all expressions concerning a particular behaviour or practice together.  Each group is called a Policy Factor.  

(G). It is best practice to keep a register of all the Policy Factors contained within a Policy collection to avoid duplication.  The Policy Database is used as this register and is used in the planning of Policy projects to avoid duplication and ambiguity.

(H). Policy Factors help to support and uphold compliance with legislation and strategic planning; they therefore help to reduce risk.  

Definitions

(I). All defined terms used in Polices can be found in the Policy Definitions Glossary.

(J). The pluralisation of a defined term, does not alter the meaning of that term e.g. Policies is not a separate term to the term Policy.  
(K). It is necessary for Policy to define terms because words can take on different meanings within different organisations, or may mean different things to different people in the same organisation depending on their own experiences.  Defining a term in a Policy (not for example in a Guideline or Procedure), allows for that definition to become formal and binding and therefore removes any opportunity for dispute in relation to the meaning of certain words in a Policy.

(L). A single term, although it can be used in multiple Policies, is defined only once, in one Policy.  That Policy is the source Policy for that term.  This eliminates the chance for one term to be defined in more than one way.  It also means that if a term changes, only one Policy needs to be updated.

(M). There should only be one Policy about any one subject and one set of definitions for that subject matter, unless there is a legislative reason for there to be more than one e.g. in the case of “Misconduct” in our Conflicts of Interest Policy and our Fraud and Corruption Policy.

(N). The Policy Framework defines a term once and uses that definition consistently across all Policies.

(O). In written Policy Operators, terms should always — 

(1). be capitalised; 

(2). be in bold in the first instance; and

(3). defined only once.

(P). Listing all definitions in alphabetical order at the end of a Policy, to act as an index, is also good practice.  This way you can see all the definitions used in that Policy and in which section or in which Policy each term is defined.

6 Factor Management

(A). To ensure that we have the right Policy Factors in each Policy, a Factor Map is created in the project plan and continually developed as more stakeholders are engaged.

(B). Figure 4 illustrates the way the Policy Office captures relevant Policy Factors for each Policy —

(1). policy influencer – the current University Policy Library and relevant evidence from other universities are assessed and the relevant definitions and Policy Factors identified;

(2). legislative controls – any national or State legislation that the Policy needs to reflect is analysed and translated down into Policy Factors;

(3). policy effectors – any best practice, standards or other documentation from peak bodies, external expert agencies or other governments from around the world is captured as a Policy Factor;

(4). attachments – other Policy Operators that might form part of the interpretation of a Policy;

(5). internal challenges – any strategic, compliance, evaluation or operational issues that the Policy should address are captured as Policy Factors.

Figure 4: Factor Map
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6.2 Factor Alignment

(A). In minimising the amount of Policy in the UWA Policy Library, the Policy Office needs to make sure that the University Community is not exposed to undue risk.  During development, refresh and review, a process called factor alignment takes place to ensure factors are captured in the correct Policy and are not lost or duplicated.

(B). Figure 5 illustrates how factor alignment is recorded —

(1). common Policy Factors are identified;

(2). Policy Factors covered in existing Policies are identified and colour coded; and

(3). the remaining Policy Factors are rationalised into new or amended Policy.

Figure 5: Factor Alignment Example
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6.2.2 Common Factors

(A). Common factors are those common to more than one Policy and should be expressed as standardised clauses across the University Policy Library.

(B). Currently, common Policy Factors are not standardised and their wording varies throughout the UWA Policy Library.  Where common Policy Factors are discovered, their wording is assessed and any necessary updates are made across the UWA Policy Library.

(C). As we update our Policies, there will be less and less common factors.  Remember, we don’t like duplication.
7 Situation Mapping

(A). Situation maps illustrate the difference between the current name, number and condition of Policy Operators and the proposed name, number and condition of Policy Operators.  

(B). Figure 6 provides an example situation map.
Figure 6: Example Situation Map
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(C). In this example, a Policy review on a particular theme has identified that there are five Policies with similar subject matter.  

(D). In Policies 1, 2 and 3 there is a lot of duplication.  These three will be rescinded and will be replaced by Policy 6.

(E). Policy 4 is still of a similar subject matter, but for some reason, perhaps legislative, the Policy Factors should remain in a separate Policy.  The current Policy Factors in Policy 4 do not duplicate those in the proposed Policy 6 and so there is not change to Policy 4.

(F). Policy 5 is also of a similar subject matter and is required to be a separate Policy, but amendments are required at some point to avoid duplication and ambiguity with Policy 6 and Policy 4.   

(G). It is important that these changes be understood and agreed to before any drafting of Policies takes place.  This reduces the amount of time spent on redrafting.

8 Implementation Mapping
(A). Implementation maps illustrate the name, number, condition and relationship of Policy Operators required for the successful implementation of a single Policy within its Policy Hierarchy.

(B).  REF _Ref11662928 \h  \* MERGEFORMAT 
Figure 7 provides an example implementation map.
Figure 7: Example Implementation Map
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(C). In this example, a Policy Development to create a Policy A is taking place and illustrates that this new Policy is in response to a strategy that sits outside of this Policy Framework.
(D). We can also see that a new Procedure and a new Guideline must be developed, a training packing needs to be amended and a webpage needs to be updated to be compliant with the requirement of the new Policy.  The form that was being used incorrectly will be scrapped and the updated website will provide this functionality.  All of the Policy Operators are related to Policy A so will need to be developed, amended or rescinded and approved by the time the Policy goes live.

9 Policy Governance

9.1 Policy Approval

(A). A Policy Approver has a critical role in providing oversight to the development and management of Policy.  Their approval of the content of a Policy indicates to the rest of the University Community that the Policy is fit for purpose and represents excellence within reason.

(B). Excellence within reason simply means that the content represents excellence, as much as it can, within the financial, legal, structural and cultural constraints by which the University is bound.

(C). Best practice, better practice, good practice or a necessary practice can all be cited as excellence within reason, but practice has to be aligned to achieving the University’s strategic plan.  If best practice (or any other practice) exists but cannot be, or should not be achieved, an explanation as to why, should always be provided in a related Guideline.  

(D). Policy approval is required in phase 6 of a Policy project when the draft content has been endorsed by the Policy Administrator(s) and Policy Steward.

(E). The Policy Framework Policy allows for draft Policies that have been identified as Institutional Polices to become Administrative Policies in the first instance because there are only 5 Senate meetings each year.  This leaves very little opportunity for Policies to make Senate agenda.  This should not leave the University exposed to strategic risk, non-compliance or failure of any kind.
9.2 Policy Steward

(A). Because a Policy Steward is accountable for the success or failure of a Policy and its Related Operators, there can only be one Policy Steward per Policy, because accountability cannot be shared.  For this reason a Policy Steward always sits in a position of authority above any Policy Administrators, because responsibility and accountability need to be separate.  

(B). The level of engagement of a Policy Steward should be established during the drafting of the project plan. 

9.3 Policy Administration

(A). Policy Administrators can be spread across different Business Units within University, but they should be of a similar authority to each other to ensure that development, management and evaluation of a Policy is fair and balanced and that one Policy Administrator doesn’t overrule another.

(B). A Policy Administrator should be an expert in the subject matter for a Policy.

(C). The level of engagement of a Policy Administrator should be established during the drafting of the project plan.

Policy Framework Endorsement and Approval Matrix
(D). Figure 8 illustrates the endorsement and approval requirements for different documents in the Policy Framework.

(E). Approves have all the endorsement and approval authorities of Stewards and Administrators.

(F). Stewards have all the endorsement and approval authorities of Administrators.

Figure 8: Policy Framework Endorsement and Approval Matrix
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10 Policy Engagement

(A). In addition to Policy Approvers, Policy Stewards and Policy Administrators, other members of the University Community and participants from external agencies can be engaged as part of a Policy project.

(B). Figure 9 illustrates the different level of participation expected by each stakeholder.  Stakeholder participation is to be selected by a Policy Administrator(s) during the development of a project plan. 
Figure 9: IAP2 Spectrum of Public Participation
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(C). IAP2 Australasia is part of an international member association that seeks to promote and improve the practice of public participation or community and stakeholder engagement; incorporating individuals, governments, institutions and other entities that affect the public interest throughout the world.

10.2 Primary Stakeholders

(A). Primary stakeholders are members of the University Community that are identified by a Policy Steward and/or Policy Administrators as having a key role in the development of a Policy.

(B). Primary stakeholders should have a good working knowledge of the subject matter of a Policy as it applies to their area of the University.

10.3 Secondary Stakeholders

(A). Secondary stakeholders are members of the University Community that are identified by primary stakeholders as having a worthwhile input into the development of a Policy.

10.4 External Participants

(A). External participants are subject matter experts from external agencies that can provide valuable input and/or feedback into the development of Policy.

10.5 Boards, Committees, Panels and Groups

(A). Other boards, committees, panels and groups other than the Senate and Academic Board (which are already Policy Approvers) can be identified to be engaged.

11 Policy Project 

(A). The process (what is done) and practice (how it is done) for Policy projects has been standardised.

(B). Figure 10 illustrates the 9 standard Policy project phases as part of 4 standard project management stages.
Figure 10: Policy Project Phases
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(C). The practice for each phase has also been standardised to ensure consistency across the University Policy Library.
(D). A stage ends/begins with the transition between who signs off on the work that has been done, and the work that is still to be done.

(E). For more information about the processes for Policy projects see the Policy Management Procedure.
11.2 Triage

(A). Before a Policy project gets started, the Policy Office run all suggestions or requests for new and amended Policies through a triage process in accordance with the Policy Management Procedure.  The triage process identifies if the suggestion or request is valid according to the information held in the Policy Database, Compliance Register and the Strategic Plan, or whether an error in an existing Policy can to be corrected instead of an additional Policy being developed.  

(B). Triage processing is a necessary step in helping —

(1). to avoid duplication of Policy Factors and definitions across the UWA Policy Library;

(2). to avoid an unnecessary increase in the number of Policies.

(C). For more information about the triage process see the Policy Management Procedure.  
Project Brief
(D). A project brief establishes and records basic project initiation information, identifies stakeholders, deliverables and business benefits.  The business benefits begin the implementation and evaluation mapping exercises for the Policy project.

Project Plan
(E). A project plan is developed with the Policy Administrator(s) and identifies the gap analysis that will need to be undertaken in the next phase and who will do it and records the Policy’s —

(1). context;

(2). subject matter definition;

(3). scope;

(4). project definition;

(5). business benefits;

(6). factor map content;

(7). situation map;

(8). implementation map;

(9). project stakeholders;

(10). project dependencies; and

(11). inherent risk.
(F). A project plan has to be endorsed by the Policy Steward(s) and represents the start of the planning phase.
Gap Analysis
(G). Policy analysis takes place in this phase, with peer institutions, best practice, compliance and internal challenges investigated.  Engagement with primary and secondary stakeholders as well as any external individuals or agencies as might be necessary occurs in this phase. 

(H). This phase is complete when a draft set of Policy Factors is identified and endorsed by the Policy Administrators.  
Recommendation Report
(I). The findings of the gap analysis along with a set of implementation, evaluation and communication requirements are presented to the Policy Steward(s).
(J). A recommendation report has to be endorsed by the Policy Steward(s) and represents the end of the planning stage.

Drafting
(K). The drafting phase is about drafting and testing Policy content with the Policy Administrators.  

(L). A final draft has to be endorsed by the Policy Steward ready for approval by the Policy Approver. 

Delivery Plans
(M). Following the approval of a Policy, a set of delivery plans, based on the information endorsed in the recommendation report, are developed by the Policy Office and tested with the relevant stakeholders.

(N). The delivery plans are —

(1). an implementation plan that identifies all work necessary to make the University compliant;

(2). an evaluation plan identifies objectives, indicators and other monitoring tactics to evaluate the success of the Policy’s delivery (which becomes part of the Policy Evaluation Database); and

(3). a communications plan (developed by Government and Corporate Communications) identifies messages and target audiences.

(O). Evaluation plans identify a compliance, achievement and reporting timeline.  Some Policies may apply retrospectively, some may apply in stages, some may apply immediately.  The extent of disciplinary action should also be identified in the evaluation plan along a timeline.  Disciplinary action identified in the evaluation plan, should reflect the inherent risk rating provided in the project plan for the Policy. 

(P). Communication plans identify target audiences and communication tactics and techniques along a communications timeline to inform the University Community about the imminent changes to the University Policy Library.
(Q). The delivery plans have to be endorsed by the Policy Custodians, and in a perfect world should be endorsed before any delivery work begins.

11.3 Compliance
(A). The Policy Office can only upload Policies to the University Policy Library when the University is compliant to an acceptable extent as identified in the delivery plans.  The upload timeframe is agreed in the implementation plan.  

(B). Policies become active only after they are uploaded on to the Policy Library.  This allows us to have an approved Policy (so we can be certain of what we need to do) and time to get our house in-order.  This prevents hectic and rushed implementation and should ensure that everyone who needs to know about the changes is correctly informed and trained.
11.4 Project Close
(A). The Policy Office close a Policy project at the conclusion of the implementation plan and communication plan.  Evaluation is ongoing.
12 Policy Framework Website

(A). While the Policy Framework Website is under construction the Policy Office is happy to answer any of your Policy Framework questions, please contact —

(1). Policy Office | policy@uwa.edu.au | 6488 8722

13 Will, Must and May, and Other Words

(A). Policy is essentially the way something must/must not, will/will not, or may/may not be done, specifically a behaviour or practice.  

13.2 Must

(A). Policy uses ‘must’ when a behaviour is mandatory and constant, when to behave otherwise would represent a significant breach of the Policy.  For example: a member of the University Community must not smoke on campus.

13.3 Will

(A). Policy uses ‘will’ when a behaviour is either —

(1). mandatory and continuous but not constant (a behaviour or practice that is occasional or regular), when to behave otherwise would not represent a significant breach of the Policy.  For example: Financial Services will produce reports on the financial position and compliance of Business Units as directed by the CFO (while it is great to keep to deadlines, we don’t want to breach policy due to unforeseen circumstances);
(2). mandatory and progressional (a behaviour or practice that is occasional and builds upon or supersedes a previous one), but not constant, when to behave otherwise would not represent a significant breach of the Policy.  For example: the structure of the Policy Framework will be expressed in a Policy Framework Structure Plan.

13.4 May

(A). Policy uses ‘may’ when a behaviour is conditional and to behave otherwise would not represent a significant breach of the Policy.  For example:  The Policy Office may perform a Minor Amendment to the University Policy Library without engagement.

13.5 Express

(A). Express is used when a Policy is the only Operator used in controlling a formal and binding practice or behaviour.

13.6 Contribute
(A). Contribute is used when a Policy is not the only Operator used in controlling a formal and binding practice or behaviour.

13.7 Establish
(A). Establish is used when a Policy is expressing a practice or behaviour for the first time.

13.8 Promote

(A). Promote is used when a Policy is strengthening an existing practice or behaviour that is performing poorly.

13.9 Support

(A). Support is used when a Policy is the main but not the only Operator being used to drive performance against a practice or behaviour.

13.10 Uphold

(A). Uphold is used when a Policy is focussing/translating down legislative controls, strategic direction, values, outcomes and other exponents outside of the Policy Framework. 

End
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� the method behind how Policy is created, for example: gap analysis; design, stakeholder engagement; endorsing; and approving.


� the method behind how Policy is controlled once it has been created for example: making amendments in response to changes in legislation; strategic direction; or the will of the University Community.





� e.g. Archimedes’ Principle that the upward buoyant force that is exerted on a body immersed in a fluid, whether fully or partially submerged, is equal to the weight of the fluid that the body displaces and acts in the upward direction at the centre of the displaced fluid.
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