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University Planning Council

UNIVERSITY POLICY

Policy Title: CLICK OR TAP HERE TO ENTER TEXT.

Policy Number: [Assigned by UPC Subcommittee on Policies]
Campus: ☐ Lisle  ☐ Mesa  ☐ Both
Policy Status: ☐ New policy	☐ Continuing/active policy		☐ Archive policy
Supersedes: (if applicable)

Policy Origination/Approval Date: Click or tap to enter a date.
Review Period: Choose an item.
Last Revision Date: Click or tap to enter a date.
Last Review Date: Click or tap to enter a date.
Next Scheduled Review: Click or tap to enter a date.

Associated Division(s): Choose an item.
Responsible Office(s): Click or tap here to enter text.
Name(s) of Designated Policy Owner(s): Click or tap here to enter text.

Approved By:
· University Planning Council Subcommittee on Policies:
Names – UPC Co-Chairs  	Click or tap to enter a date.
· President:
Name				Click or tap to enter a date.


Template Use Instructions
· All new or revised policies must be formatted using this template.
· Drafts should be submitted to the University Planning Council Subcommittee on Policies for review (upc@ben.edu) .
· Policies must be written in clear, accessible language that reflects Benedictine values of stewardship, community, and respect for persons.
· Approved policies will be posted in the official University Policy Repository and made available to the campus community.


1. Purpose
Briefly state why the policy exists. Explain its intent, connection to the University’s mission, and the issues or risks it addresses. Use clear, concise language that highlights how the policy supports Benedictine values and operational integrity.

Example: The purpose of this policy is to ensure that all University communications reflect Benedictine University’s Catholic and Benedictine values while maintaining accuracy, professionalism, and compliance with brand standards.

2. Scope
Define who and what the policy applies to. Identify whether it covers all faculty, staff, students, contractors, or specific departments. Include both campuses if applicable.

Example: This policy applies to all faculty, staff, students, and affiliates at the Lisle and Mesa campuses who engage in official University communications.

3. Definitions
Provide definitions for any key terms, abbreviations, or specialized concepts used in the policy. Alphabetize for clarity.

Example:
Responsible Office: The administrative unit charged with implementing and maintaining the policy.
University Community: Includes all students, faculty, staff, administrators, and affiliates of Benedictine University.

4. Policy Statement
Clearly state the University’s position or rule. This is the authoritative portion of the policy—what must or must not be done.

Example: Benedictine University requires all employees to complete annual training on data privacy and information security. Failure to complete required training may result in disciplinary action, up to and including termination.

5. Procedures
Outline how the policy will be implemented or followed. List procedural steps, responsible offices, and timelines. Procedures may be embedded here or attached as a separate document.

Example:
The Office of Information Technology will send annual training invitations to all employees.
Employees must complete the training within 30 days.
Non-compliance will be reported to Human Resources for follow-up.

6. Related Policies and Documents
List all other University policies, handbooks, or external regulations related to this one.

Example:
Employee Handbook
IT Acceptable Use Policy
FERPA (Family Educational Rights and Privacy Act)

7. Related Forms
List and describe any additional forms associated with this policy and their location.
Example: Check Requisition form, S:\University Info\Forms\Business and Finance 
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