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Policy Framework
Policy

1 Purpose

The purpose of this Policy is to —

express how Policies are developed, approved and assessed;

promote the achievement of the University’s strategic plan;

promote the achievement of operational efficiencies; and

contribute to the reduction of institutional risks.
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This Policy is to be read in conjunction with the following —

Policy Framework Guideline;

Policy Management Procedure; 

Policy Assessment Control Document; and

Policy Management Control Group Terms of Reference.

2 Scope

2.1 Institutional Scope

The scope of this Policy applies to the entire University.

2.2 Individual Scope

The scope of this Policy applies to all the entire University Community.

3 Policy 

This Policy is approved by the Senate and applies to all Policies, Procedures and subordinate documentation developed within the University.  All Policy is subordinate to the University of Western Australia Act 1911 and the UWA Statute.

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

Policies will —

address legislation and regulations relevant to the subject matter of each Policy; 

consider national standards where they exist;

meet compliance requirements; and

help to achieve the University’s strategic plan; 

respond to the needs of the University Community; and

be implemented, disseminated and communicated University-wide through appropriate means.

3.1 Policy Development

Policy Development means the creation of a new Policy.

The Policy Control Management Group must endorse all requests for new Policies.

Policy Development will be done in accordance with the Policy Management Procedure at the request of a Policy Steward.

Policy Refresh

Policy Refresh means an amendment to an existing Policy that includes, but is not limited to upholding changes to legislation, strategic direction, business planning and organisational structure and may involve —

amending the wording of, combining or deleting, or introducing new content;

amending the name of a Policy; and

removing non-Policy content.

Policy Refresh will be done in accordance with the Policy Management Procedure at the request of the Policy Steward.

Minor Amendments

Minor Amendment means an amendment to an existing Policy that includes but is not limited to —

correcting mistakes;

updating naming conventions;

updating proper nouns;

updating definitions;

reformatting; and/or

altering the interpretation section of a Policy.

Minor Amendments will be done in accordance with the Policy Management Procedure at the request of the Policy Administrator. 

Policy Review

Policy Review means a thematic assessment of the UWA Policy Library on a given topic, that may include, but is not limited to —

Policy Development;

Policy Refresh;

Policy Rescission; and/or 

Minor Amendments. 

Policy Review will be done in accordance with the Policy Management Procedure at the request of the Policy Steward.

Policy Rescission

Policy Rescission means the removal of a Policy from the UWA Policy Library.

Policy Rescission will be done at the request of the Policy Approver.

Policy Type

The UWA Policy Library will contain three types of Policy —

Institutional Policy means a Policy that contributes directly to the safeguarding of the reputation and security of the University;

Academic Policy means a Policy that contributes directly to the maintenance of world-class teaching, learning and research outcomes for the University; and

Administrative Policy means a Policy that contributes directly to the efficiency and effectiveness of the systems and services that support the endeavours of the University.  

4 Policy Endorsement and Approval

Policy Approvers

Policies must be approved by the relevant Policy Approver —

Senate for Institutional Polices;

Academic Board for Academic Policies; or

Vice-Chancellor for Administrative Policies.

The Vice-Chancellor may delegate the approval of Administrative Policies to Executive Members.

Approval delegations for Administrative Policies will be listed as the Policy Approver at the bottom of the Policy.

Policy Stewards

Policy Stewards must endorse a Policy before it can be approved.

The Policy Steward for —

all Institutional Policies must be the Vice-Chancellor;

Academic Policies must be either —

the Chair of Academic Board;

the Senior Deputy Vice-Chancellor;

the Deputy Vice-Chancellor Education; or

the Deputy Vice-Chancellor Research.
Administrative Policies must be either —

an Executive Member in a relevant portfolio; or

Director in a relevant portfolio.

Policy Administrators

Policy Stewards must identify at least one Policy Administrator for each Policy that they endorse.

Policy Administrators will be responsible for actioning —

Policy Development;

Policy Refresh;

Minor Amendments; and

Policy Reviews.

Policy Management Control Group

The Policy Management Control Group will be managed by its Terms of Reference.

5 Policy Management

The Policy Office will —

co-ordinate and manage the Policy Framework;

manage the UWA Policy Library; and

provide support to Policy Administrators;

The Policy Office will co-ordinate the assessment of Policies in accordance with the Policy Assessment Control Document.

Policy Administrators will be responsible for the assessment of their Policies, which may lead to —

approval of a Policy with no amendments;

Policy Refresh;

Minor Amendments;

Policy Review; or

Policy Rescission.

Policies must be written clearly and concisely, using plain language and simple structures.  Policies must be readable and be easily understood by the people who will use them.   Policies must be written in a way which avoids unnecessary length and complexity.

Policies must be assessed at least every three years.

5.1 Policy Delivery

The Policy Office will not publish new or amended Policies on the UWA Policy Library until the deliverables identified in the following documents for that Policy project have been delivered —

implementation plan;

evaluation plan; and

communication plan.

6 University Procedures

University Procedure means an approved public facing document that enables compliance with policy by providing step-by-step instructions on how to action specific parts of a Policy.
Policy Administrators will be responsible for assessing University Procedures against the latest version of a Policy.

Procedures must be approved by the Policy Steward.

7 Operational Procedures

Operational Procedure means an approved internal document that enables compliance with Policy by providing step-by-step instructions on how to action specific parts of a University Procedure and/or Policy.

Process Experts will be responsible for assessing Operational Procedures against against the latest version of a Policy.

Operational Procedures must be approved by the relevant Process Owner.

Process Expert means an individual that has a deep understanding of a specific process.
Process Owner means an individual that is accountable for a specific process.

8 Control Documents

Control Document means an approved document maintained by Business Units to support operational processes.

Policy Administrators are responsible for the development and management of Control Documents.

Control Documents must be approved by a Policy Steward or Policy Approver as stated on the Control Document.

9 School Protocols

School Protocol means an approved document maintained by individual Schools to provide more specific detail about the interpretation of a Policy.

Heads of School will be responsible for the development and management of their School Protocols.

School Protocols must be approved by the Senior Deputy Vice-Chancellor.

10 Guidelines

Guideline means a document that provides additional explanatory information about a Policy including but limited to variable data, diagrams and charts, that may be updated frequently.

Policy Administrators are responsible for the development and management of Control Documents.

Guidelines must be approved by either a Policy Steward or Policy Approver as stated on the Guideline.

11 Control Hierarchy

Documents lower in the control hierarchy must be subordinate to, and align with, those higher in the control hierarchy, which is as follows —

legislation and subsidiary legislation;

the UWA Statute;

Policy;

Procedures; and

School Protocols and Control Documents.

12 Commonly Used Terms

Academic Employee is defined in section 3 of The University of Western Australia Academic Employees Agreement 2017.
Appointer means the individual who appoints an external contractor and/or individuals acting in the name of the University on a Financial Commitment. 

Authority Band means the range of powers, authorities, duties, functions or commitments a Delegate is authorised to carry out as identified in a relevant Instrument of Delegation.

Business Day means any day spent undertaking University Business.

Business Unit means any academic or administrative area of the University with its own University cost centre.

Business Visitor means a visitor who is an invited guest from overseas for the purposes of observing or attending the University to undertake business visitor activities. This does not include work of any kind.

Casual Employee means an Employee who is a casual employee as defined in the Fair Work Act 2009 (Cth), who is engaged by the hour and paid on an hourly basis in accordance with an applicable enterprise agreement.
Child Care Employee means an individual employed by the University to which The University of Western Australia Child Care Employees’ Collective Agreement 2015, as amended or replaced from time to time, applies.
Close Relative means a person who is an Employee’s Immediate Family Member or who is related to the Employee according to Aboriginal or Torres Strait Islander Kinship rules.
Commencing International Student means an International Student who is starting the first Teaching Period of a new Course.

Conference means attendance, or presentation of a paper at a conference.

Continuing International Student means an International Student who is enrolling into a subsequent Teaching Period.
Committee Member means an individual who is a member of a University Committee.

Contractor means any individual (excluding Employees) or an organisation working under contract with the University. 

Controlled Entity means incorporated or unincorporated bodies, that are legally recognised as being under the control or significant influence of Senate or Employees.

Digital Environment means a website, Social Media, web-conferencing, chatroom or online learning platform.

Discloser means any individual that makes a Disclosure.

Disclosure means the sharing of information about Concerning Behaviour that does not start an investigation.
Discrimination means means behaviour that treats an individual or group of individuals less favourably on the basis of certain personal characteristics including but not limited to —

age;

breastfeeding;

disability;

gender identity; 

intersex status.
marital status;

pregnancy;

race;

religious beliefs;
sex; and/or

sexual orientation.

ELICOS Employee means an individual employed by the University to which The University of Western Australia ELICOS Teachers Agreement 2018, as amended or replaced from time to time, applies.
Employee means an individual employed by the University.
Executive Member means any of the following positions —

· Vice-Chancellor

· Senior Deputy Vice-Chancellor

· Deputy Vice-Chancellor (Research)

· Deputy Vice-Chancellor (Education)

· Chief Financial Officer.

External Organisation means a corporate, public or community sector organisation which the University recognises will provide a development opportunity for an employee (while enhancing organisational relationships).
Family and Domestic Violence means violent, threatening or other abusive behaviour by a Close Relative of an Employee that —
· seeks to coerce or control the Employee; or 
· causes the Employee harm or to be fearful.

FAR Employee means an individual employed by the University under the terms of a fixed annual remuneration contract.

Fieldwork means work at nominated field locations for the purposes of research and/or teaching at the University.
Full-time Equivalent full-time equivalent hours (calculated at 37.5 hours per week).
Honorary, Adjunct, Clinical (excluding Clinical Academic) or Emeritus Appointment means an appointment held by an individual with the University that recognises an affiliation with the University and does not attract any remuneration from the University.

Immediate Family Member means but is not limited to —

(1). a spouse (including a former spouse, a de facto, a former de facto and a current or former same sex partner);

(2). a child or adult child (including an adopted child, a step child or an ex nuptial child) of the Employee;

(3). a parent, parent in law, foster parent, grandparent, grandchild or sibling of the Employee;

(4). a child or adult child (including an adopted child, a step child or an ex nuptial child) of the spouse;

(5). a parent, parent in law, foster parent, grandparent, grandchild or sibling of the spouse; or

(6). a person who lives with the Employee in the same household or whose care is the Employee’s responsibility.
Note —

· The University recognises Employees may have a wide range of relationships and structures which may include one or more of the following: extended family, friendship and dependency. The University retains discretion to extend the meaning of Immediate Family Member to encompass these relationships and structures, where reasonable and appropriate.  
International Higher Degree by Research Student means an International Student who is enrolled on an HDR Course managed by the Graduate Research School.

International Student means a Student who is not an Australian citizen, Australian permanent resident, or a citizen of New Zealand.
Manager means an individual who is responsible for the management of an Employee.

Person of Concern means an individual involved in an incident which has been reported to the University.

Professional and General Employee is defined in section 3 The University of Western Australia Professional and General Employees Agreement 2017.
Prospective Employee means a person who has applied for employment at the University or is negotiating with the University in relation to possible employment.
Qualifying Service means the period of service with the University required in order to qualify for certain benefits and/or payments at the University.

Registered Health Practitioner means a person registered under state or territory legislation to practice medicine or another health profession.

Regular Casual Employee means a Casual Employee who has been employed by the University on a regular and systematic basis.
Report means to provide a formal account or statement about Concerning Behaviour made to a Supervisor or Manager.

Reporter means an individual who makes a Report to the University.

Senate is defined in the University of Western Australia Act 1911 (WA).

Senate Member is defined in Part 4 section 8 of the University of Western Australia Act 1911 (WA).

Senior Leader means a University Officer on the contact directory List of Deans, Heads and Other Significant Positions. 

Staff Member means an individual employed or engaged by the University and includes —

(7). Employees; 

(8). Clinical Academics;

(9). Contractors;

(10). Honorary, Adjunct, Clinical (excluding Clinical Academics) or Emeritus Appointments;

(11). Committee Members;

(12). individuals acting in the name of the University on a Financial Commitment; 

(13). adjunct or honorary lecturers, emeriti, and employees of third-party organisations teaching or delivering services in partnership with the University; and

(14). employees of third-party organisations teaching or delivering services in partnership with the University.

Student means an individual enrolled at the University in one or more units towards a higher education award course or an enabling course, or undertaking units through University Extension other than on an audit only basis.

Supervisor means an individual who is responsible for day-to-day supervision of a member of the University Community.

Third Party means any individual other than a Student or Employee, or any organisation that is not the University. 

Unaffiliated Group means incorporated or unincorporated groups of people who operate on University Property, use University Property, or have a reference to the University but are outside the control or influence of Senate or Employees.

University is defined Part 1 section 2 of the University of Western Australia 1911 (WA).

University Activity means studying and/or working at the University, and/or taking part in recreation or other activities organised by the Guild and/or University; and/or any services and/or performance of official duties of the University, regardless of location.
University Business means any work or official duties performed on behalf of a Business Unit regardless of location.
University Community means all individuals who engage in University Activity and/or use University Property.

University Officer means any of the following —

· Senate Members and members of committees of the Senate

· Employees 

· Clinical Academics

· Contractors

· Honorary, Adjunct, Clinical (excluding Clinical Academics) or Emeritus Appointments

· Committee Members

· individuals acting in the name of the University on a Financial Commitment.

University Property means tangible and non-tangible things, belonging to, or contracted to the University or members of the University Community, including campuses, facilities and services.

University Time means the hours of work stipulated in the employee’s contract of employment or relevant Agreement as amended or varied from time to time.

Volunteer means an individual who freely offers to take part in a University Activity.

13 Delegations for this Policy

The Senior Deputy Vice-Chancellor will act on behalf of the Vice-Chancellor as the Policy Steward for this Policy.

Definitions

Academic Policy is defined in section 3.6

Administrative Policy is defined in section 3.6

Control Document is defined in section 8
Institutional Policy is defined in section 3.6

Guideline is defined in section 9
School Protocol is defined in section 7
Minor Amendment is defined in section 3.3

Operational Procedure is defined in section 7

Policy is defined in section 3 

Policy Development is defined in section 3.1

Policy Refresh is defined in section 3.2

Policy Rescission is defined in section 3.5

Policy Review is defined in section 3.4

Process Expert is defined in 7

Process Owner is defined in section 7

University Procedure is defined in section 6
End
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