
It is helpful if a consistent structure is used. The following is the structure 
suggested/expected in one province but schools may organise the contents in the way 

they deem appropriate for their needs. Not all sections are always included in every 
policy. 
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1. Title page with the name of the school, logo, address, full title of the policy and date 
of approval

2. Table of contents

3. Title of policy

4. Effective date 

5. Date of next review

6. Revision history (record of reviews/amendments)

7.
Introduction/preamble which would give some background (briefly) to the context 
of the policy, for example: legal requirement that prompted the policy, social needs, 
school values, and general principles 

8. Purpose of policy – can list specific objectives 

9. Definitions and acronyms 

10. Scope of applicability 

11. Legislative framework and guidelines (relevant statutes (Acts), regulations, policies, 
circulars and guidelines) - if preferred, these items could be listed in an Annexure

12. Policy statements - the actual content of the policy presented in a logical way using 
subheadings. This will be the biggest section.

13. Procedures (if included as part of the policy) or a reference to the relevant section/s 
in a School Procedures Manual 

14. Short Title (if desired) 

15.

Approval details: 
• names and signatures of those authorised by the SGB to sign–usually the SGB 

Chairperson and the Principal
• the date on which the policy was signed

16. Annexures (e.g. schedules, forms and tables referred to in the policy or the 
procedures) 


