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Policy Statement and Purpose

The Policy Statement describes the purpose, key requirements, and expectations of the policy and may include reference to consequences of noncompliance, including disciplinary actions, when appropriate.

Noncompliance with this policy may result in disciplinary action up to and including termination. VCU supports an environment free from retaliation. Retaliation against any employee who brings forth a good faith concern, asks a clarifying question, or participates in an investigation is prohibited.
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Who Should Know this Policy

[Specify groups] are responsible for knowing this policy and familiarizing themselves with its contents and provisions.

Definitions

Word/Term
Definition
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Policy Name:		Approval Date:
Policy Name:		Approval Date:

Word/Term
Definition

Contacts

[Name of Responsible Office] officially interprets this policy. [Name of Responsible Office] is responsible for obtaining approval for any revisions as required by the policy Creating and Maintaining Policies and Procedures through the appropriate governance structures. Please direct any policy questions to [Name of the Responsible Office] and title/position of the person to contact]

Policy Specifics and Procedures

[Procedures are mandatory actions to establish required actions and processes to comply with a policy, support compliance with applicable laws and regulations, and mitigate risk. The following procedure outline is provided for reference, but may be changes as appropriate to best communicate the required steps.]

1. Title of Procedure: Explanation of procedure
a. Step 1
b. Step 2
c. Step 3
2. Title of Procedure: Explanation of procedure
a. Step 1
b. Step 2
c. Step 3
3. Title of Procedure: Explanation of procedure
a. Step 1
b. Step 2
c. Step 3

Forms

[List forms in this order: 1. as referenced in the policy, 2. VCU forms in alphabetical order, and 3. the rest in alphabetical order. Link to VCU forms. Do not link to external forms, but list their URL. If there are no forms, insert the following statement: “There are no forms associated with this policy.”]
1. Title of Form
2. Title of Form


Related Documents

[Related documents are critical to the development of corresponding policies and procedures. Related documents include federal regulations, state regulations, state policies, and VCU policies and procedures. List the documents/resources in this order: 1. as referenced in the policy, 2. VCU policies in alphabetical order, and 3. the rest in alphabetical order. Link to VCU policies. Do not link to external resources, but list their URL. If there are no documents, insert the following statement: “There are no related documents associated with this policy.”]

Revision History

This policy has been revised on the following dates:

Date of Revision				Type of Revision (Substantive/Minor/Name Change)


FAQ

[If there are no FAQ, insert the following statement: “There are no FAQ associated with this policy.”]

1. Question
Answer

2. Question
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