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This document is a template for those who would like to initiate or make amendments to a policy
of the University of Waterloo, per Policy 1, Initiation and Review of University Policies.

Please read the following general instructions before using the template.

1.

Square bracketed text indicates information to be supplied by the user of the template.

2. [Italicized text is information intended to assist the user of the template.

3.

Policies should comply with the Waterloo Writing Style Guide published by Marketing
and Strategic Communications.
Policies should be formatted as follows: Times New Roman, 12 point font, single line
spacing.
Sections and subsections should be numbered as follows:

7. General title

7.1 Precise subtitle
Policies are listed numerically, by class (see Policy 1), and alphabetically. Therefore, the
first word of the title of the policy should use a key descriptor (e.g. Sabbatical and Other
Leaves for Faculty Members).
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4 WATERLOO

Policy 0 — Title

The policies found on the website of the Secretariat are compulsory rules for the University community. The
authoritative copies of the policies are held by the Secretariat and bear the seal of the University. The online version
accessible through the website of the Secretariat is available for information purposes only. In case of discrepancy
between the online version and the authoritative copy held by the Secretariat, the authoritative copy shall prevail.
Please contact the Secretariat for assistance if necessary.

Established:

Revised:

Mandatory Review Date:

Supersedes:

Class:

Responsible/Originating Department:

Executive Contact:

[Insert date of final approval in accordance with Policy
1.]

[If a new policy, insert N/A. If revised, insert date of
final approval in accordance with Policy 1.]

[Insert every revision date.]

Type of revision [Check one]:

o Housekeeping o Broader revision

[If a new policy, insert the second anniversary of the
establishment date. If revised, insert the fifth
anniversary after the date when last revised. ]

[If this policy replaces an existing policy
/guideline/procedure/provostial statement, then list
here. If not, insert N/A.]

[To be assigned by the SoOGC accordingly to Policy 1.
— To verify before starting consultation. ]

[Insert department primarily responsible for
administering and ensuring review of the policy.
Capitalize the first letter of each word.]

[Insert title of Executive Council member responsible
for the above department. Capital first letter of each
word.]

Related Policies, Guidelines and Procedures:

[Number the list: 1., 2., 3., ...]

[List related policies, guidelines, procedures and provostial statements (excluding those
superseded by the policy). These will be hyperlinked on the webpage of the SoGC.]

Note:

o all superseded documents will be removed from the webpage of the SOGC;

o the documents listed here are not an exhaustive list;

o the policy should be read while making any required adaptations due to future changes in
internal regulation of the university. Section 3 of the Policy Template is intended to list the
most pertinent applicable legislation (that is law made by the Federal or Provincial
government) to ensure that readers understand the legislative framework of the policy.

Note:

o a Glossary, if necessary, may be found at the end of the policy, as Appendix A.
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1. Introduction
This section is a high-level statement about the policy and how it ties into the mission,
values and priorities of the university.
This section aims at enabling the reader to understand the context and the history that led to
the initiation or amendment of the policy. Though such changes may derive from
modifications to legislation, a simple reference should suffice (see Section 3 of the Policy
Template).

This section differs from section 4. Principles (see comments in section 4).

2. Scope

This section addresses:

o to whom the policy applies: staff, faculty, undergraduate students, graduate students,
individuals on contract, visitors to campus, etc.;

o to what type of activity the policy applies;

o when relevant, the location(s) to which the policy applies (e.g. on-campus, off-campus
with/without qualifications, e.g. activities under the university’s authority, sponsorship or
supervision,).

Note: keep in mind that the university has the authority to regulate the behaviour of members
of its community and individuals who come onto its property.

3. Legal Framework
This section provides, as precisely as possible, the legal framework of the policy. It requires
research to ensure that the university complies with the appropriate legislation, such as acts,
regulations, municipal bylaws. This section serves an educational purpose for the reader and
also aims at ensuring that the policy does not need to be updated every time that a legal
provision changes the legal framework. It is not necessary to quote legislation.

[In addition to the abovementioned “Related Policies, Guidelines & Procedures”, the policy

must be construed in accordance with the following legal provisions:

o [Examples:

o Employment Standards Act, 2000, S.O. 2000, c. 41 (“ESA”);

o Broader Public Sector Accountability Act, S.O. 2010, c. 25 (“BPSAA”);

o Human Rights Code, R.S.O. 1990, c. H.19 (“OHRC”);

» Statute Labour Act, R.S.0. 1990, c. S.20 (“SLA”);

o The University of Waterloo Act 1972, S.0., 1972, c. 200 (“The University of Waterloo
Act 19727).

If any of these legal provisions are modified, abrogated, superseded, or added to, the policy
shall be interpreted in accordance with this new legal framework.]

4. Purpose
This section focuses on why the university has the policy.
It should not repeat sections 1, 2, or 3.

[Examples:

This policy addresses the manner and extent to which the university allows...

The objective of this policy is to establish the roles and responsibilities of...

The objective of this policy is to promote / to inform / to favour communication between /
to identify standards of behaviour to be observed by...

This policy is not intended to establish...



The purpose of this policy is to establish efficient processes and procedures for the
university’s ...]

. Principles
This section talks about the basic principles or philosophy that are the foundation of the

policy.

A policy should be written while keeping in mind that the principles set goals, which should
be assessable quantitatively or qualitatively by the unit or authority responsible for that

policy.

Other sections

A policy should comprise at least one section that details specifics about, for example,
o how the policy will be applied in different circumstances;

e authority to take certain actions;

e consequences for failure to comply with the policy, etc.

Note: matters of procedure should be kept high-level in the policy, so that the university has
the flexibility to change details when needed. It is recommended that detailed procedures be
included in a guideline separate from the policy, because amendments to guidelines do not
require following Policy 1.

. Roles and Responsibilities

Define in here whom and/or what unit will be responsible, and held accountable, for some or
all aspects of the policy. Remember to check other policies, procedures, guidelines,
provostial statements, to ensure that these responsibilities are not already attributed to other
persons or units.

The Executive Contact is not necessarily responsible for all aspects of the policy. Their role
is to make sure that the policy is set forth, updated, or repealed, depending on the case.

Do not name persons, as they may change over the course of time, instead, use titles.

Example:
[7. Roles and Responsibilities
7.1 Vice-President Academic and Provost
7.2 Associate Provost, Human Resources:
The associate provost, human resources (APHR) is responsible for establishing any guideline
pursuant to the policy.
a) Subsection (e.g. Role of a Director under the APHR)
b) Subsection
o list;
o list;
o list
- sublevel list;
- sublevel list.]
Example of an Appendix

Appendix A — Glossary



[In a policy, the use of different words will be construed as though these words having a different
meaning, even if the context in which they are used is similar. To avoid any lack of clarity, some
words must be used repeatedly and consistently. To do so, define them in this appendix and
capitalize them where they appear in the text of the policy.]

Policy — the present policy, titled “XXX”.

University — the University of Waterloo as defined under 7he University of Waterloo Act 1972,
including all properties owned or leased.



