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Insert Name of Policy Here



Instructions for using this template
To ensure accessibility
Do not apply any new formatting within this document. Examples include highlights, underlines, changes to font color or size, or changes to the font. 
When copying and pasting text into this document, make sure you are not also copying and pasting the formatting from the original document. You can do this by choosing to paste as plain text, selecting the text and clicking the “clear all formatting” button in your menu bar, or by selecting “match destination formatting” on the dropdown menu that appears beside recently pasted text.
Please follow the numbering process outlined in the template. Please do not add bullet points or use a different numbering process. 
When creating links, highlight text you want to link and right click. Then choose “hyperlink” and drop your link into the dialogue box that appears. Do not rely on Word to create the hyperlinks automatically for you by copying and pasting, as these are often not tagged appropriately for screen readers. 
Do not use all caps except when typing acronyms. 
When finalizing your file, be sure to assign it a title. To do this, click on the “File” menu then select “Properties.” Navigate to the “Summary” tab and insert a title into the “Title” field. This title will be used by screen readers to identify the document, so provide a descriptive and grammatically correct title.  For more information, watch the video on how to add a title to a Word document.


Policy Purpose
This policy specifies Insert remainder of policy statement. 
[bookmark: _GoBack]Applicability
This policy applies to Insert Applicable Constituents (faculty, staff, students, visitors, third party vendors etc.).
Responsible Official, Office, and Interpretation 
[bookmark: _Hlk170830310]The Insert: Title of Department Head of Responsible Office is responsible for the review and revision of this policy. For questions about this policy, please contact Insert: Responsible Office. The Insert: Title of Senior Administrator over division (e.g. President, Provost, CFO, COO, CIO, VP of SLE, VP of Advancement)  in consultation with the Office of University Counsel, has the final authority to interpret this policy. 
Defined Terms
A defined term has a specific meaning within the context of this policy. 
Defined Term #1
Insert definition here. 
Defined Term #2
Insert definition here.  
Defined Term 3
Insert definition here.  Copy and paste this formatting to keep adding terms and definitions as needed. 


Policy
[bookmark: _Hlk170722279]Insert and Underline Title of Section.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.

Insert and Underline Title of Section.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.

Insert and Underline Title of Section.
Insert Title of Subsection.
Insert Title of Subsection.
Insert Title of Subsection.
[bookmark: _Hlk192770928]Procedures
1. Insert and Underline Title of Section.
1.1. Insert Title of Subsection.
1.1.1. Insert Title of Subsection.
1.1.1.1. Insert Title of Subsection.
1.2. Insert Title of Subsection.
1.2.1. Insert Title of Subsection.
1.2.2. Insert Title of Subsection.
1.3. Insert Title of Subsection.
1.4. Insert Title of Subsection.

2. Insert and Underline Title of Section.
2.1. Insert Title of Subsection.
2.2. Insert Title of Subsection.

3. Insert and Underline Title of Section.
3.1. Insert Title of Subsection.
3.2. Insert Title of Subsection.
3.3. Insert Title of Subsection.


Applicable Forms and Websites
Insert links to websites and forms. 
Authority and Revisions
Authority:  Insert Applicable State and Federal Laws
Previous Policy:  Insert Title of Previous Policy or N/A
The ETSU Board of Trustees is charged with policy making pursuant to TCA § 49-8-203, et seq. On March 24, 2017, the Board delegated its authority to ETSU’s President to establish certain policies and procedures for educational program and other operations of the University, including this policy. The delegation of authority and required process for revision to this policy can be found on the Policy Development and Rule Making Policy webpage. 
To suggest a revision to this policy, please contact the responsible official indicated in this policy. Before a substantive change to the policy section may take effect, the requested changes must be: (1) approved by the responsible office; (2) reviewed by the Office of University Counsel for legal sufficiency; (3) posted for public comment; (4) approved by either Academic Council or University Council; and (5) approved by ETSU’s President.
Policy Effective Date: Insert • Policy Revised: Insert
Procedures Effective Date: Insert • Procedures Revised: Insert
Policy Effective Date: Insert • Policy Revised: Insert
Procedures Effective Date: Insert • Procedures Revised: Insert
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