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PURPOSE
Brief explanation of the purpose of the policy: why it is needed and what/whom it covers. Reason the policy exists.

SCOPE 
To whom/what areas of the college does this policy apply? To whom does the policy NOT apply, if there are exceptions?]

DEFINITIONS
List and define applicable words that aid in understanding the policy. Define clearly what is meant by specific terms not commonly understood. 

List defined terms in alphabetical order (do not number) 
• Bold the term being defined, and Capitalize principal words (nouns, verbs, adjectives and adverbs), followed by a colon
• Begin the definition with a Capital letter 
• Use phrases, rather than complete sentences 
• Wherever possible, avoid using the term being defined in the definition, to avoid circularity 
• Leave one line space between defined terms 
• Capitalize each instance of every defined term throughout the policy 

Generic format: 
Word or Phrase Being Defined: Definitional statement.

POLICY STATEMENTS or PRINCIPLES
Insert policy details here, using complete sentences. Ensure that statements are clear and accessible, written in plain language that is jargon-free, concise, inclusive and reflective of Northern Lights College Values. It may include sub-headings such as roles and responsibilities, exceptions, etc. to facilitate quick reference.

Statements of key importance that articulate policy values and outline the parameters of the policy. 

SUPPORTING FORMS, DOCUMENTS, WEBSITES, RELATED POLICIES 
· List by bullet points any policies, procedures, forms, documents or websites that are cross referenced in the policy and/or directly related to it. 
· Hyperlink a list of related policies, associated procedures, and relevant documents (can be both external documents and internal documents).
· Consider whether new templates, forms or worksheets should be created to aid users in applying the policy. 

RELATED ACTS AND REGULATIONS 
· List in alphabetical order and by bullet points, and link to any specific legislation or regulations that enable or are related to any requirements set out in the policy. 
· Use the complete title when citing legislation, and link via the BC Laws or Canada Laws website, as appropriate. 
· Italicize titles of Acts or other documents but not webpages; follow documentation conventions such as use of square brackets around statute status and date, and lower-case ‘c.’ for chapter number. 
· If none, enter N/A. 
RELATED COLLECTIVE AGREEMENTS 
· List by bullet points and link to any specific references to current collective agreements that enable or are related to the policy. 
· Link via NLC Staff-Only Website – HR - BCGEU 
· If none, enter N/A.
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