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POLICY: <<NAME OF POLICY>>

Implementation and Communication Plan

This form is to assist staff members in implementing and planning communication strategies when creating or reviewing a policy document. 

	Policy Custodian
	<Position title and email address of the officer sponsoring this policy>

	Policy Author
	<title and e-mail address of the position responsible for drafting and actioning the policy according to this plan>

	What is the policy for?
	<Describe Purpose>

	Who is the policy for?
	<Describe Audience>

	Stakeholders
	<Name the positions/groups affected by the policy, for example, general staff, postgraduate students, external visitor>
<Name any areas/units or systems for which or for whom this policy may have implications.>
<Once stakeholders are identified, consider the consultation mechanisms that have been used in development of this policy (see over page)>

	When does the policy / amendment come into effect?
	<Detail Date of Commencement>


	What are the potential barriers to successful implementation?
How will they be overcome?
	<Identify Issues and Potential Solutions and incorporate in strategies detailed over page>

	What is the impact of the policy / amendment on other policies?
	<List the nature of impact and policies that are affected and how this is to be managed> 


	Related policy documents and/or other supporting documents?
	<List related policy documents and consider whether any changes are required to these documents>








	Implementation and Communication Strategies 
(attach a separate sheet if necessary)
	Officer Responsible
	Critical Deadlines

	Prepare in chronological order (including steps already taken)

Include:
· Procedures and resources (including financial/systems/personnel) related to implementation
· Methods of dissemination and communication
· IT systems changes (prioritisation and indicative roll-out process)
· Administrative changes (who, when, how)
· Training, induction, briefings (who, when, how)
· Measures to support ongoing enforcement of the policy
· [bookmark: _GoBack]Monitoring and measuring implementation and effectiveness of policy
· Other




	
	

	With respect to the above policy/policy revision, I certify that:

· All necessary arrangements to implement the policy have been included in this plan
· All necessary training and induction arrangements have been included in this plan
· Stakeholders have been consulted during the development of the policy and their feedback has been considered
· All initial and ongoing strategies for communication of the policy have been included in the plan 
· Resources (including financial/systems/personnel) required to implement this policy and associated procedures are available.


Signed:  …………………………………………………                           Date……………………..
	  (Policy Author/Custodian)


Approved:  ………………………………………………                         Date…………………….
	(Senior Executive Member)
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