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[bookmark: _Toc205295638]Purpose
Explain the objectives of this procedure. What is intended to achieve?
[bookmark: _Toc205295639]scope
Define where and to whom the procedure applies (e.g all staff, all users, department, role)
 
[bookmark: _Toc205295640]Definitions (if applicable)
List an define any technical terms, abbreviations/acronyms, or jargon used in the procedure

[bookmark: _Toc205295641]roles and responsibilities
Outline the roles responsible for executing and ensuring compliance with the procedure.

	Role

	Responsibility


	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc205295642]Procedure Steps
Detail the step-by step instructions clearly and in logical order.

Step 1 – 
Step 2 – 
Step 3 – 

(include screenshots diagrams, or flow charts if needed)
[bookmark: _Toc205295643]Risk compliance Monitoring and Review
	Risk

	List addressed by this Procedure

	Compliance 

	List any Legislation, Regulations, Policies, Codes etc that this procedure must comply with. 

	Monitoring

	Compliance with this procedure is monitored how and when.

	Review

	List who is responsible for the review, what matters would trigger an adhoc review to ensure the procedures reflect current practice and scheduled review period.

	Stakeholder Engagement
	List stakeholders that should be engaged in the review process.




	 
[bookmark: _Toc188953354][bookmark: _Toc205295644]breach of these procedures

	Non Compliance

	What constitutes a breach of this procedure

	Reporting a Breach

	Who do breaches get reported to and how.

	Responding to a Breach

	How will the breach be responded to.

	Consequences
	Repeat or Severe breaches may result in ………..






[bookmark: _Toc205295645]References and Related Documents

Legislation 

Charter of Human Rights and Responsibilities Act 2006
Gender Equality Act 2020 
Climate Change Act 2017
Child Wellbeing and Safety Act 2005 (Amended)
Local Government Act 2020.


Related Council and Other Policies, Procedures, Strategies, Protocols, Guidelines 
List relevant documents – provide links

[bookmark: _Toc205295646]Updates

Summary of Updates
Procedures must be updated to reflect any changes to processes, technology or legislation, to ensure procedures to ensure continued compliance below is a summary of key updates
	Date
	Update

	
	




Communicating Updates
Relevant staff must be notified of any changes and the updated procedures made available immediately upon approval to ensure
Re-Training 
If changes to procedures are substantial, re-training of relevant officer maybe necessary
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