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	TITLE



	Introduction and Aim
Provide brief details of what is contained in the document and its purpose. This should refer to the relevant policy that it supports.

For example:
This procedure seeks to:

· Confirm the principles that guide…

· Establish standardised procedures to ensure that…

This procedure ensures that PHW:

· Has a clear process for…
· Clearly defines the role of those who have a role in…

· Clearly outlines the requirements for…


	Linked Policies, Procedures and Written Control Documents

All corporate policies and procedures are available on the Public Health Wales website
Identify interdependencies with other Policies, Procedures and other written control documents (Link to internet policy main page)


	Scope

Outline who the policy is applicable to and who the intended audience is.
For example:

· This procedure is applicable to all staff with responsibilities for….

or

· This procedure is applicable to all Public Health Wales Staff, including those with honorary contracts. 

You should also include here any elements that the document does not apply to, that are outside the scope. 


	Equality and Health Impact Assessment 
	Had an EHIA been completed? Yes / No
If yes, this should be appended to the document as an attachment. 

If no, please explain why. 
EHIA are mandatory for all Corporate procedures and other written control documents, however if one has been completed for the overarching corporate policy, and the impact is the same then you can reference that EHIA here.


	Approved by
	Board/Committee



	Approval Date
	TBC

	Review Date
	TBC

	Date of Publication:
	TBC


	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.
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1 Introduction

Provide a brief overview of the procedure/written control document and explain why it is needed in the appropriate context. 
This should refer to the relevant policy.
When writing the document every effort should be made to use plain English and Welsh – particularly avoiding acronyms, abbreviations and specialist terminology which is not explained.
2 Roles and responsibilities

	This section outlines the roles and responsibility for:

· 


Outline the specific duties of individuals and groups in carrying out the procedure/written control document. For example:
2.1 Public Health Wales Board
The Public Health Wales Board will either approve policies, or delegate this responsibility to a Committee.

The approval of policies can only be delegated to committees or sub-committees of the Board. Some Policies, Procedures and other written control documents can only be approved by the Board, in line with Standing Orders and Public Health Wales Scheme of Delegation and Reservation of Powers.  

2.2 Lead Executive Director / Director

The Executive Lead is responsible for making sure that:

· The appropriate arrangements are in place for ….

2.3 Author / Lead

The Lead will act as the Process Manager and is responsible for

· Providing advice as required on the process…
· Managing…

· Ensuring the arrangements are in place for…

2.4 …
3 Definitions
Include here any terms used in the document that you need to clarify for the user. 

This could include any technical terms that may require further explanation, or to clarify what is meant by a specific term used in the document. 
4 Procedure/Process/Protocol

In this section you should detail how you will accomplish the aim of the overarching policy.  
You can include more headings if you require to break up the process appropriately. 

This should detail the steps within the process for the users of the procedure/written control document and should be written in a clear and concise way in a framework that outlines a logical, progressive process.
Within this section you should address the following:

· The process

A step by step guide that clearly outlines what is required at each stage. 
· Training requirements

Authors are to conduct a training needs analysis, is any training required for those identified in the previous section to implement the procedure/written control document? If so, how will this be provided and who will provide it?

· Monitoring compliance 

Set out the compliance monitoring arrangements for the document, how will it be reviewed? and how will compliance against it be monitored?

5 Appendices

These can include diagrams, flowcharts or background information relating to the procedure.
The Equality Health Impact Assessment must also be one of the appendices. 
�To be obtained from Board Business Unit once approved


�Add the version number if you are updating a previous version,. 





If it’s a new document, this should be version 1. 


�This will be 3 years from the approval date, this will be added by the Board Business Unit once approved. 


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


�The Board Business Unit will advise who the approving body should be.


�Leave these as TBC until approved. The Board Business Unit will add this following approval, 


�Complete with details of any previous reviews of any previous documents (including this document).


�Include a contents page for the document, to make it easier to navigate through the document. 
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