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A Guide to writing Union policies

January 2006

General Summary
Policy (Noun). – a: definite course or method of action selected from among alternatives and in light of given conditions to guide and determine present and future decisions b : a high-level overall plan embracing the general goals and acceptable procedures especially of a governmental body. (Webster’s Dictionary 2006)
Policies reflect the "rules" governing the implementation of the Union processes. Procedures, on the other hand, represent an implementation of policy and should evolve over time as new tools emerge, new processes are designed, and the risks associated with an area changes in response to internal or external environmental changes. (In fact, there should be an expectation that individuals will “challenge” outdated procedures and call them to the attention of their owners.) As a consequence, rather than combine “policies,” “procedures,” and “guidelines” in a single document, it is recommended that as a general rule policies and procedures appear as separate documents.

Guidance for writing policies, procedures, guidelines & protocols

_ Step One – How to decide whether a policy is necessary

_ Step Two – Decisions before developing a policy

_ Step Three – Policy Development

_ Step Four – Process for seeking approval

The following guidance should be used by officers when developing and writing policies, procedures, guidelines and protocols for use within the Union.

Background

The implementation of professional governance arrangements, the Human Rights Agenda and other legislation, have increased the importance of ensuring that policies written for the Union comply with professional standards. This guidance has been developed to assist in the development of policy documents.

· Step 1 provides advice on how to decide whether or not a policy is required.

· Step 2 outlines issues to be considered prior to commencing policy development.

· Step 3 is a template detailing all of the sections to be included in a policy document.

· Step 4 outlines the process for approval of the policy.

Although the following guidance has been written specifically in relation to policy development, many of the principles can also be used when developing protocols, procedures, guidelines and protocols.

This document should be read in conjunction with the checklist for the

development of policies to ensure compliance with Equality and Human Rights legislation. 

STEP ONE - How to decide whether a policy is necessary

1. Decide whether or not a policy document is required.

Is there an area in which the Union’s position is not clear, or officers and staff are unclear of how to deal with an issue that would benefit from the development of a policy.

2. Decide what is required, i.e. policy, protocol, procedure or

guidelines.

The following definitions may assist:-

Policy

A policy is a guiding or governing principle, and meets all or most of the following criteria:-

a) It is a governing principle that mandates or constrains actions

b) It has Union wide application

c) It will change infrequently and sets a course for the foreseeable future

d) It helps to ensure compliance to overarching principles/legislation/professional guidance

OR

It helps to reduce organisational risk

e) It requires approval of the Union’s governing boards

Procedure

A procedure is a series of interrelated steps that are taken to help implement a policy.

Protocol

A protocol outlines the correct way to act in specific situations.

Guidelines

Guidelines provide advice on how something should be done.

3. Does a similar policy already exist?

If yes – why is this policy no longer applicable? Does it need updating or has something changed that makes the existing policy inappropriate, e.g. new legislation.

At this stage, you should now be in a position to decide if it would be appropriate to develop a policy.

STEP TWO – Decisions before developing the policy

1. Who should develop the new policy?

Who would be the most appropriate person to draft a proposed policy?

Could an individual draft the policy, for comment by a larger group, should a group be convened to draft the policy?

2. Who should be consulted during the development of the new policy?

Who should be consulted during the development phase of the new policy? Consideration should be given to consulting with user groups, staff, professional bodies etc. 

3. Who should approve the new policy?

For example, it may be appropriate for the policy to be approved at a number of levels:-

· Referendum of Ordinary Members

· General Meeting

· Student Governing Council

The levels of approval required will be determined by the level of impact of the policy.

STEP THREE – Policy Development

The following template should be completed during the development of the policy.

1. Policy Title

Be clear about an appropriate title for the policy.

2. Responsible Officer/Committee

The position of the individual or the name of the committee responsible for developing the policy should be stated clearly.

3. Date

The policy will be dated on the day on which the appropriate meeting approves the policy (this will be the effective date unless otherwise stated).

During drafting stages, the date on which the draft was issued should be indicated, alongside the word DRAFT as a means of version control.

4. Review Date

Stipulate the date on which the policy should be reviewed. 

5. Effects

Where appropriate include details of staff or services affected by the policy and those to whom it does not apply.

6. Background/Reason for policy

The first section of the policy should indicate clearly the reason for the policy being in place, and any background information which relates to the policy. For example, as a result of a piece of legislation such as the Human Rights Act, a professional issue, Professional Governance, in order to reduce risk, protection of members/staff etc.

7. Objectives of the Policy

This section should indicate what the purpose of the policy is, and what it is trying to achieve, and the area which it covers.

8. The Policy

This section should detail the governing principle(s) and framework of the policy. It should clearly indicate the responsibility placed on individuals, and departments, and how these should be fulfilled. In essence it will outline what the Union’s position is in relation to a particular issue. It is important to acknowledge under this section, any

circumstances when the policy would require discretion or referral to another officer. This section must be clear, and include any constraints and limitations, and if possible should be presented as bullet points.

In some circumstances it may be appropriate that staff sign that they have received and understood the policy. If this is the case, this factor should be indicated here.

9. Who should have knowledge of this policy?

This section should list the following groups, as relevant, such as:-

• Who should observe the policy and follow its procedures

• Who must understand the policy in order to do their job

• Who may be affected by the implementation of this policy

10. Responsibilities

This section should outline the responsibilities of any particular individuals in relation to the policy outlined above.

11. Reference

This section should include references to

• relevant legislation

• relevant procedures, which are initiated by the impact of this policy

• relevant forms

• relevant guidance notes

• other relevant documentation

Where references are included, consideration should be given to attaching these to the policies as Appendices.

13. Signature

This section allows for the appropriate signatures e.g. Union Chair, Proposers/Seconders

STEP FOUR – Process for seeking approval

After the policy has been drafted, it should be signed off by either the President or Union Chair before being taken to the appropriate meeting. Consideration should also be given to providing proposals on the following, which will also form part of these discussions:-

1. Consultation Arrangements

Proposed consultation arrangements, including

• Bodies to be consulted (e.g. Staff groups, Professional bodies, external

organisations etc)

• Consultation methods (circulation of document, meetings etc)

• Consultation timescales

2. Communication Arrangements

Proposed communication arrangements should be outlined, consideration should be given to the following:-

• Distribution List

• Publication of an article in Huddersfieldstudent

• Raising the issue at Staff Meetings

• Inclusion in induction training for new staff

• Inclusion in induction checklist for new staff

• Additional training requirements to support the implementation of the policy.

3. Equality and Human Rights Screening

All new policies must be screened where necessary impact/risk assessments must be carried out. 

Final Stage: Writing a motion for presentation at a meeting (including motions for Union policy)
To write a motion that is to be presented to an Exec, SGC or General Meeting, you will first have to do some research – how much research depends on what the motion is and how complex it is going to be. If you have undertaken all of the above stages carefully, you will be in a knowledgeable position to inform and influence those whose approval you are looking for.
Get all the facts and figures you can to support your argument, if it is a contentious policy, people will want to argue the case with you and you will need to defend your point of view. The actual policy motion itself can be quite short, but the thought and effort you put into the background and the presentation of the case may need to be extensive.

If you propose a motion, you will have the opportunity to speak in its favour at the beginning of the debate, and the right to summate for the proposition before the vote is taken. You will therefore be able to put your case across to persuade people to vote in favour.

Format

Although it is not compulsory, it is usual to submit motions in the recognised format of a numbered list of points, under the section headings, 'This Union Notes,' 'This Union Believes,' 'This Union Resolves,' and 'This Union Resolves as a Matter of Union  Policy'. The creation of a new union policy requires a section headed by the latter. 

The 'Notes' heading is used only to introduce a list of facts to remember which are relevant to the motion. The 'Believes' section contains a list of opinions, which the motion believes to be the case, but are subjective. 

The 'Resolves' section describes what should practically happen if the motion is passed. 'Resolves as a Matter of Union Policy' describes the effect of the new policy.

Occasionally, other headings may be used: for example, 'Condemns' may be used to strongly denounce something; 'Instructs' or 'Mandates' may be used to force an officer of the union (especially one of the Sabbatical Officers) to do something specific; 'Censures' would have the effect of giving a named person or body a strong criticism and reprimand (though is less severe than the passing of a motion of no-confidence, which has the effect of forcing a person to resign from their office). In fact, as there is no specific requirement to use any particular phrase (other than 'Resolves as a Matter of Union Policy' for policy motions), you can use pretty much any verb you like for the effect you want. Motions may also be brought which would amend the Union Constitution or Standing Orders, 

Each motion must be proposed by one student and seconded by at least one further member of the union. As well as individuals, motions may also be proposed (or seconded) by the Sabbatical Officers, Union committees, SGC or one of the Clubs or Societies. 

Debating the Motion

At the meeting itself, when the meeting gets onto the relevant item on the agenda, the proposer of the motion will be asked by the Chair to stand up and make a speech in favour. The Chair will then ask if there is any formal opposition to the motion. If there isn't any, any last points can be made and the meeting will move straight to the vote. If there is formal opposition, the opposer will then have the opportunity to speak against the motion, and then the debate will be opened up to the whole floor. 

Everyone then has the right to make any points on the issue that they want. When the debate has gone on long enough, or there are no more points to be made, the Chair will propose that the meeting moves to the vote. The person making formal opposition then has the right to summate for the opposition, and the proposer may summate for the proposition. 

The vote is then conducted. Throughout the debate, the proposer may be allowed to speak in reply to any particular points raised, or may be asked to save all their responses for their summation.

Amendments to Motions

You may propose or second amendments to motions on the agenda in exactly the same way if you want. The deadline for amendments for a General Meeting is five days before the meeting; for a motion at Council, amendments may be proposed up until the beginning of the discussion of the motion. 

Amendments contain a description of the changes the amendment would make to the main motion, and, if the meeting votes in favour, they become a part of the whole motion (the substantive), on which further amendments may be moved. It's useful to have a pen with you to make changes to the motion on your copy of the agenda.

Below are some examples of motion papers;

All General & Local Elections (Passed May 02)

This Union Notes:

1. We live in a society where the government is elected democratically.

2. The right of every student registered on the electoral role to vote.

3. Political parties have ample opportunities to communicate their Party policies, manifestos etc. to students using the media and postal services.
This Union Believes:

1. That not all political parties have the best interests of students in mind.

2. That not all students want to take part in the political process.

3. That the Students’ Union should remain neutral as far as general and local elections are concerned.
This Union Resolves:

1. Not to allow Political parties to advertise themselves within the Students’ Union during all General and Local elections.

2. Not to undertake an advertising campaign on behalf of any Political party (including the use of Student media or Students’ Union staff for the purpose of flyering or delivering political material( during all General and Local elections.

3. To not accept funding from any Political party in return for undertaking tasks which may aid their campaigns during all General and Local elections.
Proposed:
Mark Smith
Seconded:
Ian Ball

Identification (Passed 14/1/92, Re-ratified 17/2/98 SRC97-98/5)

This Union Believes:

1.
That it would be better served by members of executive who are recognisable to the general membership.

This Union Instructs:

1.
That all members of Executive wear a name and title badge, (metal or plastic) at all times while in their official capacity, i.e. in the presence of students and/or staff on campus.

Proposed:
Andrew Bennett
Seconded:
Adam Swallow

STAFFING POLICY(Passed 10th May 2004, SGC/06/17.5.04 )

This Union notes:

1. The Students Union is comprised of full and part time staff.

2. Both Sabbatical Officers and these full and part time staff work in the same environment.

3. Sabbatical officers work to a schedule and job description quite different to that of a full or part time employee

This Union believes:

1. The Students’ Union contains a business which relies on the expertise of full and part time staff.

2. To ensure good working practice the Students Union requires good lines of communication.

3. In order for staff to work and communicate a system needs to exist in order to maintain internal control.


4. The line management structure exists along with grievance guidelines to promote a good working environment.

This Union instructs:

1. Sabbatical officers along with full and part time staff to maintain good working relationships with each other.

2. The line management structure be strictly followed during all working tasks.

3. Sabbatical officers note that ordinary staff are under the working jurisdiction of the General Manager (or their deputy during absence) and all working tasks to potentially involve the staffing structure be communicated through the General Manager.

4. The General Manager to oversee all staff job descriptions are followed, thus holding the last word on what is considered a reasonable request from one member of staff or sabbatical re directed to another member of staff.

5. Commercial Managers hold full control of their department and all decisions and activities undertaken in order to produce a surplus in accordance with that deemed reasonable by the General Manager with advice from the finance department.

6. Sabbatical Officers are left to work independently on tasks for those they represent.

PROPOSED

David Kinsella

SECONDED

Claire Lishman

VOTE:

Unanimous

Accepted by Unanimous vote at the Student Governing Council meeting of 10th May 2004

Appendix A

 
Policy Approval form
This form should be completed, and then accompany all polices being passed to SGC for approval

	Policy Title


	

	
	

	Policy Author (s)


	

	
	

	Proposer


	

	
	

	Seconder


	

	
	

	Date submitted for approval


	


	How does this qualify as a policy using the definitions on page 2?


	


	Who else has been directly involved in the development of this policy?


	


	Has the appropriate 
	Yes
	
	No
	

	policy form been completed and attached?
	
	
	
	


	Have consultations 
	Yes
	
	No
	

	with relevant groups, organisations or individuals taken place?
	
	
	
	


	If ‘Yes’ which groups were consulted?

If ‘No’ why was consultation not thought necessary?


	


Please indicate the forms of consultation which took place.

	Letter
	

	Meetings with groups
	

	Meetings with individuals
	

	Surveys
	

	Focus group discussion
	

	Internet
	

	Other, please specify
	

	
	

	
	


	Consultation start date
	

	Consultation end date
	


	Was the consultation 
	Yes
	
	No
	

	period open for at least four weeks?
	
	
	
	


	Good practice would dictate that the consultation period should be at least four weeks.

 If the period was shorter than this, please outline why this was the case.
	


	Have all officers and 
	Yes
	
	No
	

	staff been provided with a draft copy of the new policy to make their own comments
	
	
	
	


	Name
	

	
	

	Signed
	

	
	

	Date
	


Please attach a copy of the policy for approval.

Draft Policy Document

	1. Policy Title

	


	2. Responsible Officer/ Committee
	


	3. Date
	


	4. Review Date
	


	5. Effects


	


	6. Background/ Reason for policy


	


	7. Objectives of the Policy


	

	8. The Policy

(Continue on a second sheet if necessary)


	


	9. Who should have knowledge of this policy?

	


	10. Responsibilities


	


	11. Reference


	


	12. Signature(s)

	


