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Policy Style Guide 
Introduction 
[bookmark: _GoBack]The Saint Louis University Policy Program was created to provide structure and clarity to the review and approval process for policies at Saint Louis University.  The policy program is guided by the University Policy on Policies.  The Office of Compliance and Ethics is dedicated to providing guidance to SLU personnel who create or update policies and/or procedures at the University. 
The style (how the document is formatted) and the content (what the document states) are both significant.  This guide provides instructions for both in order to assist policy owners in creating a policy that is consistent and easy for the University community to understand.  This guide cannot be comprehensive; please reference the latest edition of the Publication Manual of the American Psychological Association not specifically addressed herein.
Definitions 
Department Policy:  Department policies are limited in scope to that of a single University department.  These policies are approved by the appropriate person within each department. 
Policy Owner: Responsible for ensuring that proposed policies do not duplicate existing policies.  Required to amend policy instead of create new policy.  Responsible for ensuring policy meets new SLU policy template requirements, all appropriate parties have reviewed prior to approval, and responsible university official has sponsored policy.  
Policy Contact: The Policy Contact has day-to-day responsibility for implementation of the policy.  Any questions regarding the policy after adoption should be sent to the Policy Contact. 
Procedure: A procedure is a documented series of interrelated steps taken to assist in the implementation of a policy.
Responsible University Official: The Responsible University Official is responsible for reviewing the proposed policy to ensure consistency in format, compatibility with other University policies, compliance with laws and regulations, and consistency with the mission of the University. Each policy must be sponsored by a Responsible University Official to move through the initial review and approval process.  A Responsible University Official is a Vice President or the Provost.
University Policy: A University Policy is a statement of University philosophy and direction established to provide guidance and assistance to the University community in the conduct of University affairs.
Unit Policy: Unit Policies are limited in scope to that of a single University operating unit.  They are approved by the Provost for academic units, or by the University Vice President responsible for their non-academic units. Unit policies may not conflict with University policies or interim University policies. 
Policy vs Procedure vs FAQ
	Policy
	Procedure
	FAQ

	A statement of philosophy and direction
	A series of documented steps to accomplish task
	A series of questions documenting how a program runs (including requirements)

	Supports University mission, values, and/or applicable laws/regulations
	Supports the process for implementing policy
	Explains how business is conducted 

	Describes what and why
	Describes how, when, and who
	Directs to policy, procedure, or office

	Broadly written
	Provides specific directions
	Provides answers



University Policy vs Unit/Department Policy
	University Policy
	Unit/Departmental Policy

	Applies across the University 
	Applies only to unit/department

	Notifies people outside unit of rights and responsibilities 
	May not conflict with University Policy

	Defines rules and regulations between units of the University
	



Writing Standards
1. Title
Policies and procedures should reflect the following naming conventions. 
a. University policies and procedures will be named such that someone 
searching could easily find the document.
 Examples:  	Non-Retaliation Policy
Reporting Concerns of Misconduct Policy 

b. Unit/department policies and procedures:  These documents will clearly mark their Unit and/or department to delineate the document from a University policy or procedure.
Examples: Controlled Drug Storage Policy, Department of Pathology. 
c. The “Policy” or “Procedure” is required within the name of the document.
Examples: Non-Retaliation Policy
	       Security Incident Procedures
d. All letters of the title of the document must be capitalized. 
e. When referring to policy titles in a document, the title should be in italics.

2. Document Area in PolicyStat

b. University-wide policies are placed in the document area of their responsible official. 
Examples: Vice President of Compliance and Ethics
                  Provost
c. Unit policies will be listed in document areas for schools or divisions
Examples: Office of General Counsel 
                  School of Medicine 
d. Department policies will be listed in document areas for their departments
Examples: Pathology
                  Psychology  

3. Headings

Follow the tab indentation in PolicyStat for each Heading and Subheading

4. Font (For upload into PolicyStat) 
a. Use Arial font
b. Use 22.5 font size for headings.
c. Use 10.5 font size for paragraphs. 

5. Review Date

b. Policies will be set to be reviewed on a triennial basis. 
c. Exceptions to this process can be approved by the Policy Review Committee (PRC).  

6. Use Gender-Neutral Language

The policy will avoid any gender-specific language (unless needed for the policy or stated in regulation).  Especially avoid gender-specific pronouns (he, him, and his) and use gender inclusive pronouns (they, them, their).   

7. Capitalization 

a. Capitalize “University” only when it refers to Saint Louis University.
b. Capitalize “Policy” only when it refers to the title of a policy. 

8. Oxford Comma

a. Use the Oxford (serial) comma, i.e., place a comma before ‘and’ or ‘or’, after the second to last item in a list of three or more items. 

9. Readability 

a. Policies must be written with the entire SLU community in mind, not solely for those with expertise in the area.  Define industry terminology and avoid specific technical language, unless necessary for the policy.     
b. The policy library (PolicyStat) is accessible to everyone in the SLU community; therefore, all policies must be able to be read and understood easily.    

10. Consistency 

a. Use the same word throughout a document in reference to the same concept; avoid using them interchangeably in a single document (i.e. university vs institution). 
b. Spell out acronyms the first occurrence, Policy Review Committee (PRC).  After the initial occurrence, the acronym may be used alone. 
c. List definitions and references in alphabetical order.
d. Use of Saint Louis University, SLU, refer to MARCOM “SLU Writing Style Guide” 
Saint Louis University: The "Saint" in Saint Louis University is always spelled out, and the entire name of the University is always used on first reference. You may use "the University" (note the capital) or "SLU" on second reference.

11.   References
Use these headings: University Policies, University Resources, and External Resources, as appropriate. 

12.  Scope 
If not listed, the scope does not include the Madrid campus, it must be directly stated to include the Madrid Campus 

a. Including all SLU personnel and Madrid: 
This policy applies to all operating units of Saint Louis University and Saint Louis University-Madrid including all faculty, staff, students, and other workforce members not otherwise covered.
b. Including all SLU personnel, but not Madrid. 

This policy applies to all operating units of Saint Louis University including all faculty, staff, students, and other workforce members not otherwise covered.

c. Policies including only a one group listed or a combination, the above scopes should be adapted to fit. 
d. “Other workforce members not otherwise covered” includes volunteers, consultants, and those employees not listed and this term should be used instead of those specific terms, when appropriate. 

13.  Sanction 
Use recommended language below for sanction section, which was created in consultation with the Office of General Counsel (OGC): 
Individuals who fail to comply with this policy and the procedures associated with it may be subject to disciplinary actions guided by the University's Staff Performance Management Policy, SLU Faculty Manual (St. Louis Campus), or Student Handbook. Non-compliance with this policy may result in disciplinary action, up to and including separation from the University

Resources
Office of University Compliance and Ethics resources available for creating or editing policies: 
Policy Program website
PolicyStat: Centralized Policy Library
Additional questions, comments, or concerns: Contact Michael Reeves, Ph.D., Chief Policy and Export Control Officer, 314-977-5880, michael.reeves@health.slu.edu 	


