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[bookmark: _Toc97727292][bookmark: _Toc488069307]Introduction
A brief introduction to the general topic. This section is to set the scene so that readers understand what the policy is for / about, why it is important and how it relates to the charity. 
We need to engage colleagues, therefore it must be written accordingly – not too long and in straight-forward, relatable language.

All content in size 11 Arial black.

[bookmark: _Toc97727293]Subtitle


[bookmark: _Toc97727294]Regulatory and legal requirements (optional)
List applicable regulation or legislation here.
[bookmark: _Toc97727295]Background
Where the introduction section is used to introduce the topic generally, this section can be used to describe the circumstances or environment that has brought about the need for the charity to implement the policy, including an explanation of the overarching regulatory or legal context (e.g – “this is a known area of focus for the regulator”.
[bookmark: _Toc97727297]Objectives
This section sets out the high level aims and goals of the policy (the results or outcome it is aiming to achieve).


[bookmark: _Toc97727298]Scope
Identifies to who (which areas of the charity/colleagues), what (which activities and/or systems), when (under what circumstances), how (in what way) and why (for what reason) the policy applies to.

[bookmark: _Toc97727299]Out of scope (optional)
for example: “This policy does not apply to issues that need to be reported through the charity’s Whistleblowing Policy”).
[bookmark: _Toc97727300]Policy statement
This section describes the activities or approaches that enable the charity to achieve its objectives. Consideration must be given to how the charity will manage key risks, ensure fair outcomes for clients/colleagues/partners, and comply with legal or regulatory requirements
In this section we describe the environment we aim to implement and the behaviours and culture that are required to underpin the execution of the policy. 
This section needs to be clear and comprehensive enough to enable detailed procedures to be written that accompany the policy. However, it is written at a high level and does not necessarily need to be lengthy. 
It covers what is done and why it is necessary or appropriate. It sets out required timeframes. It should not detail how things are done, who does them, and when.
[bookmark: _Toc97727301]Roles, responsibilities, and governance
The policy must make clear who is responsible and accountable for what. 
Most policies will be implemented via standards and operational procedures, and it must be clear who is responsible for each activity and who is accountable.
The policy will also need to describe the governance of the activity and ensure there is appropriate oversight and accountability at a senior leadership level.
The responsibilities of the policy owner and manager can be detailed here, as well as information regarding the level of approval required (e.g – endorsed by Executive Board before being submitted for review and approval at the Board of Trustees).
[bookmark: _Toc97727302]Definitions (optional) 
Required if the policy contains technical terms or terminology that may not be understood by all colleagues. 
It can also be helpful to set out some standard definitions to ensure all colleagues have the same understanding.
[bookmark: _Toc97727303]Non-compliance/breaches and escalation routes (optional)
This section explains the consequences of non-compliance with the policy. 
Depending on the severity of a breach and the individual circumstances, reports could be required to be submitted to the regulator and internal disciplinary action may be appropriate. 
If disciplinary action is included, this section must be reviewed and endorsed by Human Resources before being submitted for approval.
Add in escalation routes here.
Example: 

“Any wilful or deliberate non-compliance will be immediately escalated via The Risk & Compliance Team to ERCC.  

In some circumstances, a breach of this policy could lead to disciplinary action, up to and including dismissal.

Where systemic failings result in widespread or significant client detriment the matter will be immediately escalated to the Audit and Risk Committee (‘AARC’). 

A report to the regulator may be required in accordance with SUP 15.3.1R of the FCA Handbook, FCA Principle 11 and COCON. The Director of Risk and Compliance will be responsible for the decision to report to the regulator.”
[bookmark: _Toc97727304]Monitoring and assurance
It is important to ensure policy implementation is monitored appropriately e.g. – via mandatory annual colleague training, quality monitoring, compliance monitoring, scheduled spot checks, annual risk assessments.
[bookmark: _Toc97727305]Information and communication
The policy and any changes to it must be communicated across the charity as necessary. 
This may include updating SharePoint or KMS links or content, and training modules, communicating via a charity-wide email or team brief.
[bookmark: _Toc97727306]Related documentation (optional)
List any associated policies and procedures here. 
If a change to the policy is made, these documents will also need to be reviewed and updated as necessary. 
[bookmark: _Toc97727307]Document control
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