[image: image1.png]lechyd Cyhoeddus
Cymru

Public Health
Wales



                                           Mae'r ddogfen hon hefyd ar gael yn Gymraeg 

                                          This document is also available in Welsh 

	[image: image2.png]o

ymraeg




	Reference Number: xxxx

Version Number: xxx
Date of next review: xxx

	POLICY DOCUMENT TITLE



	Policy Statement
Provide brief overview of the policy, and explain why it is needed in the appropriate context.
This should include

· The rationale of why the organisation is issuing the policy, what does the policy cover?
· What the desired effect or outcome of the policy should be
· Include any references to Public Health Wales strategic priorities and objectives where appropriate.
· Reference to any underpinning procures (which detail how this policy will be used in the organisation)

For example: 

This Policy will ensure Public Health Wales delivers its aims, objectives, responsibilities and legal requirements transparently and consistently relating to …..(describe the  area it covers)
We will develop and describe our “ways of working” in… (reference underpinning procedures and guidance documents)


	Policy Commitment

Explain the purpose/aim of the policy. 
· What is the policy trying to achieve? What are the intended outcomes? 
· What are we committing to?
· Provide details of any applicable legislation.
· Include statements of what this document is committing to, see below for examples
For Example:

Our documents will be written in plain language so that all staff, stakeholders and where appropriate people using our services, are clear about what is expected. It will be possible to find them easily on our internet and/or intranet sites. 
(NAME OF GROUP) will provide central management of the document database and monitor compliance with this policy.
There will be clear and appropriate approval mechanisms that reflect the scope and content of the document. 



	Supporting Procedures and Written Control Documents
All corporate policies and procedures are available on the Public Health Wales website
This section is to list the following:

· Underpinning procedures, and what they describe

· Identify interdependencies with other policy/control documents.
For example: 

This Policy will be supported by the (NAME) Procedure, which describes the process for .... 
Other supporting documents are:

· List here



	Scope

Outline who the policy is applicable to and who the intended audience is. Also use this section to clarify what the policy covers, including any areas that are outside the scope of the document  
For example:

This policy applies to all of our staff in all locations including those with Honorary Contracts.  


	Impact Assessments 
	List here all the impact assessments that have been completed for the Policy including:

· Equality Health Impact Assessment (EHIA)
· Welsh Language Impact Assessment (WLIA)
· Data Impact Assessment 

Also include if these have not been completed, and the reason for this.  (For example its not required)

For example:

Welsh Language Impact Assessment (WLIA) has been completed and this found there to be a positive impact. Key actions have been identified and these have been incorporated within the Procedure developed in support of this policy. 


	Approved by
	Board/Committee
The Board Business Unit will advise who the approving body should be. 

	Approval Date
	TBC

	Review Date
	TBC

	Date of Publication:
	TBC


	Group with authority to approve supporting procedures 
	Insert name of Executive/Management Group

	Accountable Executive Director/Director

	Insert name and title of Executive Director.

	Author

	Insert job title.



	Disclaimer
If the review date of this document has passed please ensure that the version you are using is the most up to date either by contacting the document author or the Board Business Unit.
This is a controlled document, the master copy is retained by the Board Business Unit

Whilst this document may be printed, the electronic version posted on the internet is the master copy.  Any printed copies of this document are not controlled. This document should not be saved onto local or network drives but should always be accessed from the internet.




	Summary of reviews/amendments


	Version number
	Date of Review
	Date of

Approval
	Date published
	Summary of Amendments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


�If this is a new Policy , a number will be issued by the Board Business Unit once approved. 





If this is an existing policy, this will be the same as the previous version. 


��Ensure that the policy type is included in the title e.g. policy, procedure, protocol etc.


�These will be the date once approved, until its approved, you can leave this as TBC


�This section is for any reviews of the document that follow in  the future, to capture a summary of what is changed. You can leave this blank if this is a new policy. 
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