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PURPOSE OF PROCEDURE 
[Delete after completing this section – Provide a clear and succinct statement of the 
purpose of the procedure, including the name of the policy the procedure supports.] 
 
[Type here] 
 
 
PROCEDURE 
[Delete after completing this section – This section should include the steps/actions that 
must be undertaken to implement a particular policy.  Not all policies will require a 
procedure, while others may require more than one. 
Please ensure you provide specific details on the actions related to each step of the 
procedure and the officer/unit responsible for each. Examples and scenarios may also 
be provided to enable understanding of the policy.] 
 
Step 1 -  
Responsible officer/unit -  
 
Step 2 -  
Responsible officer/unit -  
 
Step 3 -  
Responsible officer/unit -  
 
Etc. 
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