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[bookmark: _Hlk158291831]Purpose	Comment by Farhaana Ali: Purpose - The reason(s) for the policy. Is it to comply with regulations/laws, establish clear requirements to address an operational need, etc.? 

Consider - Are there multiple audiences of the policy? If so, who is the primary and secondary reader?	Comment by Farhaana Ali: Body Font - Arial Size 10
Policy	Comment by Farhaana Ali: Policy - A high-level description of the policy that establishes the rule, expectation or guidelines to be followed. 

Considerations - The policy section should state the department(s)/Office(s) responsible for overseeing the policy.

For purposes of creating a searchable feature in the repository, please create a list of key terms for this policy. [This can be included in a comment in the policy draft]	Comment by Farhaana Ali: Policy Language 

- Write in clear and plain language. Use simple and common words, short and active sentences, headings, bullet points, numbered lists, consistent formatting, and relevant charts/tables.

- Consider when authoritative (binding) language is needed (i.e., "must," "shall," "required," "necessary,") vs. non-binding language  (i.e., "may," "can," "could," "should," etc.)
Scope	Comment by Farhaana Ali: Scope - Who does this policy apply to? 

Standardized scope for policies that apply institution-wide: "This policy applies to all Weill Cornell Medicine (WCM) workforce members as defined in this policy."

Note - Add specifications to the scope if the policy applies, or partially applies, to certain group(s) of individuals (i.e., students, faculty, volunteers, researchers, etc.)
This policy applies to all Weill Cornell Medicine (WCM) workforce members as defined in this policy. 
Definitions	Comment by Farhaana Ali: Definitions - Define words/phrases used throughout the policy to help the reader clearly understand the policy. 

Include relevant legal/regulatory definitions, acronyms, uncommon terms, jargon, repeated terminology, etc.

Note - Always include the "Workforce Members" definition if that is in the scope.

Note - Review definitions to ensure consistency with other policies.
Workforce Members – any faculty, staff, students, volunteers, trainees, and other persons whose conduct, in the performance of work for WCM, is under the direction and control of WCM, whether they are paid by WCM.
[bookmark: _Hlk158292628]Procedure 	Comment by Farhaana Ali: Procedure - The process/steps/action items that must be taken to implement or comply with the policy. Procedures must be tailored to the scope of the policy. 

Considerations: 
- Outline the Procedure section based on main topics and sub-topics. Create a section for each main topic. Order the sections based on chronology, importance, etc. 
- Procedures must be generally applicable to the audience defined in the scope. If the procedures are specific to one department or group of individuals, then consider drafting internal SOPs or guidelines. 
A. [Main Section Title]
a. [Subsection Title]
b. [Subsection Title]
c. [Subsection Title]

B. [Main Section Title] 
a. [Subsection Title]
b. [Subsection Title]
c. [Subsection Title]

Compliance with this Policy
All WCM Workforce Members are responsible for adhering to this policy. Failure to comply will be evaluated on a case-by-case basis and could lead to corrective action, up to and including termination, consistent with other relevant WCM and University Policies.  Instances of non-compliance that potentially involve a lapse of professionalism may lead to engagement of the Office of Professionalism for evaluation and intervention.

Contact Information	Comment by Farhaana Ali: Contact Information - The department/office that owns the policy and enforces it? Do not include individual names. If necessary, use titles. 

Additional contact information may be included if relevant stakeholders may be contacted about this policy as well.  
[bookmark: _Hlk158292645]References	Comment by Farhaana Ali: References - List relevant WCM, Ithaca and NYP Tripartite policies as well as pertinent laws/regulations driving the policy.
[bookmark: _Hlk158292665]Policy Approval	Comment by Farhaana Ali: Policy Approval - This section will be completed after the policy has received final approval.
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