Annotated Template for University of Melbourne OHS & Environmental Procedures 
1. Basic template form

Copy the contents of this box into a new document to begin:
	[Procedure Title]

[Header information:]

· Subject: Occupational Health & Safety 

· Audience: 

· Commencement: 
· Review due by: 
· Review reminder: 
· Keywords: 
· Version:
· Approved by: 
· Approved on: 

· Further approval by: 
· Further approval on: 

[Procedure sections:]

1. PURPOSE
2. SCOPE
3. DEFINITIONS
4. PROCEDURE
5. RESPONSIBILITIES
6. REFERENCES
7. DOCUMENT CONTROL
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2. Explanations of template items

Procedure title
It is preferred but not compulsory to use a standard title form.  Standard title forms include:
· “[Noun phrase]: OHS Requirements” (eg First Aid: OHS Requirements);
· “OHS & Environmental [Noun phrase]” (eg OHS & Environmental Responsibilities);

· “[Noun phrase or adjective] Risk Management” (for procedures in the Managing Operational Risk section, eg Chemical Risk Management).

Please note: write either “OHS”, or “OHS & Environmental”, depending on whether the procedure applies to environmental matters.  The usages “EHS” or “Environment, Health & Safety” are deprecated, and should be replaced when revising a procedure, and not used in new procedures.
Header information
Melbourne Policy Library requires the following header information:
· Subject: Occupational Health & Safety
· Audience: [Choose all that apply, out of: Professional staff, Students, Researchers, Academics, Affiliates (Note: OHS procedures typically do not apply to Affiliates)] 

· Commencement: [for revised procedures, this is the original date the procedure was first published.  For new procedures, it is normally the same as the Further Approval date.]
· Review due by: [date, typically 3 years from further approval date.  For drafts, leave blank.] 
· Review reminder: [date, typically 4 months before Review due date.  For drafts, leave blank.]
· Keywords: [specify a few key words that a user would use to search for this procedure]
· Version: [for final published versions, this increments automatically and cannot be changed.  For drafts, include a manual version and a version date eg “consultation draft 1.0, 3 June 2010”]
· Approved by: [name of committee or officer.  For final published items, this is normally OHSC.  For drafts, leave blank.] 
· Approved on: [date.  For drafts, leave blank.]
· Further approval by: [name of committee or officer.  For final published items, this is normally “APPG & Senior Vice-Principal”.  For drafts or items with only one approver, leave blank.]  
· Further approval on: [date.  For drafts or items with only one approver, leave blank.]
Procedure sections

For standard wording for procedure sections, please refer to existing OHS procedures in the Melbourne Policy Library that have a recent date of publication.

The document control section has been mostly been rendered obsolete by the automated header in the Melbourne Policy Library.  It should now contain only the line “© The University of Melbourne - Uncontrolled when printed”.
3. Further information

Refer to EHS Policy, Procedure & Document Development (UOM0317).
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