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1. Policy Statement
This section broadly describes policy’s core provisions, or requirements.  This section should
generally be very brief.

2. Reason for Policy
This section should state the purpose, rationale and justification, citing any legal or regulatory
reasons for this policy.  This section should generally be very brief.

3. Who Should Read this Policy
In this section, please list the broad job classifications of the individuals who should comply with the
policy requirements, individuals who must understand the policy in order to do their jobs, and
individuals who are affected by the policy.  In many cases, it will be “all members of the Gordon State
College community.”  However, some other examples are listed below:

 All members of the Gordon State College community
 All faculty and staff members
 All faculty and staff members including student employees
 Supervisors
 Faculty and staff members with managerial or supervisory responsibilities for staff or operations
 Vice Presidents
 Deans, directors, chairs, and department heads
 Departmental administrators

4. Resources
This section may list resources including links to related policy documents, other related documents
or contacts in addition to the one listed in the header under “Contact” from Responsible Office.
a. College documents such as policies, guidelines, manuals, contracts, etc.
b. Other documents such as laws, regulations, statutes, etc.
c. Departmental websites where procedures are maintained
d. Contact information for relevant subject matter experts

5. Definitions
Define any specialized terms used in the policy.  List terms alphabetically using the format below.

[Term] 
[Insert definition here.] 

6. The Policy
Insert the policy in this section.  Please use a standard outline format (i.e., I.A.1.a).

Optional Table of Contents 
Include a table of contents only for those policies that are complex, longer than 8 pages.  Not all 
policies will require a table of contents. 




