

Metadata section, for internal use only
Procedure title	Comment by PPR: Instructions for the type and structure of content to use in a Procedure are in comments throughout this template. Authors should delete these comments as they develop their draft.

This PPR template uses MS Word styles. Things to be aware of:
 Font and paragraph groups are locked to ensure styles used across all policy and procedure documents are consistent. 
 Available styles can be accessed via the Styles pane under the "Home tab".
 To apply a Style: either highlight text and select the appropriate style, or select a style before you begin typing in a section. Shortcuts (e.g. CTRL + B) will not work - the Style must be selected.
 To apply hyperlink styling - insert a hyperlink in the usual way. Once the hyperlink is inserted, highlight the hyperlinked text and select either PPR_Hyperlink or PPR_Hyperlink-italics
 To copy and paste text into the template: this must be done as plain text and then appropriate styles must be added using the Style pane. 

Contact the PPR team for more information.
	Comment by PPR: Items to note for procedure development or review: 
 Before commencing development or review of this procedure the Policy management framework should be considered to determine the most appropriate policy instrument and policy hierarchy required to meet business objectives. 
 Refer to the Policy and procedure management policy and Policy and procedure development and improvement cycle procedure for the mandatory steps when developing/reviewing content. 
 Refer to the External consultation and publishing guideline for information about timeframes and PPR processes you may need to comply with.
 This procedure template has been approved by the Executive Management Board and cannot be modified. Only procedures in this approved template are published on the Policy and Procedure Register and have mandatory force.  
 If you are reviewing a current procedure please request the master copy from the PPR team.
 Consultation with the PPR team is required prior to final approvals of this procedure. The PPR team can provide support throughout the entire policy and procedure development and improvement cycle. 
 Drafting guidance is provided for each section below and further supporting materials are available on OnePortal (DoE employees only).

Version: x.x | Version effective: dd/mm/yyyy	Comment by PPR: These details are updated by the PPR team on publishing.
Audience	Comment by PPR: Who the procedure applies to. For example, Whole-of-government, Department-wide, All state schools, All early years.

Note: Department-wide applies to all Department of Education (DoE) staff (including contractors, volunteers or visitors on department sites providing services). PPR policies do not apply to the Office of Industrial Relations.

Department-wide
Purpose	Comment by PPR: One short paragraph explaining the reason for the procedure. For example:
This procedure outlines the responsibilities and processes for the consistent management of customer complaints across the Department of Education (the department). This procedure applies to schools and education centres, regions and divisions. 

This procedure provides a process for principals to assess the need for Closed circuit television (CCTV), apply for approval for CCTV use and to manage the collection and storage of personal information collected through CCTV.

Additional examples are linked in the Writing a policy or procedure fact sheet (DoE employees only).

The Purpose will also appear on the landing page for the procedure and in category pages on the PPR to provide a brief snapshot to help readers decide if the procedure is what they are looking for.

Style considerations: This section does not support the use of bullet points or hard returns (Enter to move down a line). Use PPR_Normal style with soft returns (Shift + Enter) to format.
The quick brown fox jumps over the lazy dog is an English-language pangram—a sentence that contains all of the letters of the English alphabet. Owing to its brevity and coherence, it has become widely known. The phrase is commonly used for touch-typing practice, testing typewriters and computer keyboards, displaying examples of fonts, and other applications involving text where the use of all letters in the alphabet is desired. 
Overview	Comment by PPR: Provide a brief summary or contextual picture explaining what the procedure is about. This will assist readers to know if this is the procedure they are looking for. Include any required contextual information such as its relationship with other procedures. It does not require a lot of information on the specific activities to be carried out. 

For example:
A complainant may request an internal review if they are dissatisfied with the outcome of their customer complaint and/or the way their customer complaint was handled by the Department of Education (the department). An internal review establishes if the customer complaint management process for the original complaint was appropriate and/or whether the outcome reached was reasonable.
This procedure should be read in conjunction with the:
 Customer complaints management framework and policy
 Managing unreasonable complainant conduct procedure.
The quick brown fox jumps over the lazy dog is an English-language pangram—a sentence that contains all of the letters of the English alphabet. Owing to its brevity and coherence, it has become widely known. The phrase is commonly used for touch-typing practice, testing typewriters and computer keyboards, displaying examples of fonts, and other applications involving text where the use of all letters in the alphabet is desired. 
Responsibilities	Comment by PPR: High level responsibilities for each party with a role in this procedure. This should be a high-level snapshot of the key responsibilities (functions, authorities, decisions, duties) so a responsibility holder can see at a glance their role in this process before reading through the process steps.

Responsibilities should ideally be set out in an order that aligns with your Process steps, as this improves clarity for readers. However, avoid including detailed process information/steps in Responsibilities (e.g. items that say a person must do something within a certain amount of time in a particular way).

Include relevant delegations where necessary. 

Examples of how responsibilities might be framed include:
 provide advice and support to content authors and content owners on the development and management of policies and procedures 
 ensure identified local risks are recorded in a risk register
 create and maintain an accurate register of CCTV equipment installed in all schools
 escalate risks assessed at extreme and high to executive management 
 provide advice and guidance to staff involved in customer complaints management
 maintain appropriate records to support each step in the customer complaints and human rights complaints management processes and enable departmental reporting. 

Styling considerations: 
 For each party with a role, use PPR_H3_Sub-heading
 For each party's responsibilities, use PPR_BulletedList_1
Position 1
The quick brown fox jumps over the lazy dog 
The quick brown fox jumps over the lazy dog. 
Position 2
The quick brown fox jumps over the lazy dog
Process	Comment by PPR: This is the core of the procedure and should be drafted as a series of distinct and sequential activity-based actions or steps that need to be completed by the different parties with a role in your procedure. 

Each process step should be logical and reflect a key activity within your process (e.g. planning, approving, implementing, reporting, reviewing, etc). 

Tips for completing your Process section include:
 Outline your entire process from start to finish so everyone with responsibilities can see what they need to do, when and how they need to do it, and what others will be doing.
 Make it clear who is completing each step
 Write as though you are explaining your process to someone unfamiliar with your initiative or work area (e.g, parents, students).
 Refer to "employees" and "they" rather than "you" and "us".
 Include key mandatory actions, decision-making criteria/considerations and timeframes, with enough information so a reader can understand how to complete the step. Use attachments or links for additional information or system work instructions.
 Write in plain English and use active language.
 A simple overarching flowchart or diagram may accompany the process to map key steps and decision points

Styling considerations: 
 For each Process step in this section: Apply PPR_H3_Process_heading style. This creates an underlined process step heading.
 For information within each Process step: use PPR_Normal, or PPR_BulletedList. PPR_NumberedList may be used only if the Process step is not numerical. 
 Alphabetical lists are not supported.
[image: ]
Image 1 – Sample image	Comment by PPR: An optional image to illustrate the process flow, such as a cycle diagram or simple flow chart.

It must be in an image format such as .jpg or .png. Right click on the image to add descriptive Alt Text for improved accessibility.

Make sure that the image is easy to read when the document is at A4 size. For example, the font is at least as large as surrounding page text, and high contrast colours or shading are used.
Step 1
The quick brown fox jumps over the lazy dog
The quick brown fox jumps over the lazy dog. 
Definitions	Comment by PPR: Terms that are unfamiliar, have particular meanings/connotations in the context of the procedure, or are technical in nature, should be listed. 

Only include terms used in the procedure. Terms that only appear in other definitions should ideally not be defined.

Styling considerations: 
Use the PPR_Table_content styles. 
PPR bullets and PPR numbered lists are also supported, if required.
Alphabetical lists are not supported.

	Term
	Definition

	Term 1
	The quick brown fox jumps over the lazy dog. 
The quick brown fox jumps over the lazy dog. 
The quick brown fox jumps over the lazy dog. 

	Term 2
	The quick brown fox jumps over the lazy dog is an English-language pangram—a sentence that contains all of the letters of the English alphabet. Owing to its brevity and coherence, it has become widely known. The phrase is commonly used for touch-typing practice, testing typewriters and computer keyboards, displaying examples of fonts, and other applications involving text where the use of all letters in the alphabet is desired. 


Legislation	Comment by PPR: This is the legislation that provides authority for the procedure. If certain provisions are relevant, they should be stated. Include hyperlinks. For example:  
Human Rights Act 2019 (Qld) part 2 and sections 58(1), 63, 97

Ensure the current/in force version of the legislation is linked to:
 Do not link to an Act as made, Acts/SL as passed, or Bills.
Check the legislation does not have an old 'reprint' date or does not say 'superseded' - this means it is not the most current.

Link to an authoritative legislation source:
Queensland: Office of the Queensland Parliamentary Counsel - refer to 'In force legislation' for current Acts/Regulations
Commonwealth: Federal Register of Legislation - refer to 'Acts in Force'

Styling considerations: 
 Legislation needs to be listed in bullet points using PPR_BulletedList_L1
 Legislation should be hyperlinked using the appropriate PPR hyperlinking style:
 For Acts - use PPR_Hyperlink-italics
 For Regulations or anything that is not an Act - use PPR_Hyperlink
 To apply hyperlink styles - insert your hyperlink in the usual way, then select the hyperlinked text and select the appropriate style from the Style pane.

Nil 
Link 1 
Link 2 
Delegations/Authorisations	Comment by PPR: Only insert the title(s) of the Delegation/Authorisation instruments that directly relate to this procedure. Include hyperlinks. Leave ‘Nil’ if not applicable.

Styling considerations: 
 Delegation/authorisation instruments need to be listed in bullet points using PPR_BulletedList_L1
 Instruments should be hyperlinked using the PPR_Hyperlink style
 To apply hyperlink style - insert your hyperlink in the usual way, then select the hyperlinked text and select PPR_Hyperlink style from the Style pane.
Nil
Link 1 
Link 2 
Policies and procedures in this group	Comment by PPR: This refers to the policy hierarchy for this document. That is, the policy that this procedure sits under, and any other procedures under that policy. 

For example, the policy hierarchy for Customer complaints management is:
 Customer complaints management policy
 Customer complaints management procedure 
 Customer complaints management - Internal review procedure
 Customer complaints management - Managing unreasonable complainant conduct procedure

Other policies and procedures that are 'related' but are not part of an established hierarchy under the Policy Management Framework must be listed in "Other resources".

The PPR team can be contacted for advice about hierarchies.
Nil
Link 1 
Link 2 
Supporting information for this procedure	Comment by PPR: These are the attachments to this procedure, i.e, forms and other documents that are published with this procedure on the PPR.

Other related information not published on the PPR with this procedure should be listed in "Other resources".
Nil
Link 1 
Link 2 
Other resources	Comment by PPR: Information, forms and websites that assist the reader with understanding this procedure, but are not part of the hierarchy group nor published on the PPR with this procedure. 

This may include links to other policies or procedures, internal or external websites, documents, forms, etc.

Please keep the list as short as possible. Longer lists may be divided by sub-headings using PPR_H3_Sub_heading .
Nil
Link 1 
Link 2 
Contact	Comment by PPR: The departmental business area responsible for the procedure and will be able to answer related enquiries. A generic email or phone number is preferred.

Style considerations: This section does not support the use of bullet points or hard returns (Enter to move down a line). Use PPR_Normal style with soft returns (Shift + Enter) to format.
For further information, please contact:

Team/unit name
Email:   
Review date	Comment by PPR: The review date for a new or fully reviewed procedure can be set at a maximum of 3 years. If a shorter time period is required, please specify this. Otherwise, the PPR team will set the review date at 3 years from the date the procedure is published. 

Note the review date can only be updated when a full review of the procedure has been undertaken in accordance with the policy and procedure development and improvement cycle.
dd/mm/yyyy  
Superseded versions	Comment by PPR: These are the previous versions that have been replaced by the current procedure document. The PPR team will complete this prior to publication.
Previous seven years shown. Minor version updates not included.
X.X The quick brown fox jumps over the lazy dog
Creative Commons licence	Comment by PPR: This shows readers how they may use or reproduce the content of this procedure. Select an appropriate licence at Creative Commons Australia.

CC BY is most commonly used by the department.
Attribution CC BY
Refer to the Creative Commons Australia site for further information
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Content metadata, to be completed by author in consultation with the PPR team- Information not visible on published content	Comment by PPR: This metadata supports record keeping and the correct function of the procedure document when published on the PPR site. 
	Title
          Populates from content
	Procedure title

	Content version number
          Populates from content
	x.x
	Version effective
          Populates from content
	dd/mm/yyyy
	Creative Commons licence
                 Author to complete
	Attribution CC BY

	Primary category
                 Author to complete
	Choose an item.
	Primary subcategory
                 Author to complete
	Choose an item.
	Secondary category
                 Author to complete
	-
	Secondary subcategory
                 Author to complete
	-
	Keywords
                 Author to complete
	Keyword 1; keyword 2; Keywords 3;
	Division
                 Author to complete
	Choose an item.
	Branch
                 Author to complete
	Choose an item.
	Business unit
                 Author to complete
	Click or tap here to enter text.
	Content owner
                 Author to complete
	Choose an item.
	Content author
                 Author to complete
	Click or tap here to enter text.
	Nominated approver(s)	Comment by PPR: These are the positions that the content owner has nominated to approved changes on their behalf. Authors of new content should highlight these in their briefs and obtain specific approval. Authors of existing content can view the current nominations at CM 20/519237 (DoE employees only).

See the Publication approval schedule for more information.
                 Author to complete
	-
	Description
          Populates from content
                   (Purpose section)
	The quick brown fox jumps over the lazy dog is an English-language pangram—a sentence that contains all of the letters of the English alphabet. Owing to its brevity and coherence, it has become widely known. The phrase is commonly used for touch-typing practice, testing typewriters and computer keyboards, displaying examples of fonts, and other applications involving text where the use of all letters in the alphabet is desired.


	Updates page description	Comment by PPR: Complete this section with a brief (approximately 50 words) description of the change to be published on a PPR update page.
                 Author to complete
	-
	Contact information
          Populates from content
	For further information, please contact:

Team/unit name
Email: example@qed.qld.gov.au 




Content metadata, to be completed by PPR team - Information not visible on published content
	Content type
           PPR team to complete
	Procedure
	Review date
           PPR team to complete
	dd/mm/yyyy
	HPRM record number
           PPR team to complete
	xx/xxxxxx
	Published HPRM record number
           PPR team to complete
	xx/xxxxx
	Hierarchy ID
           PPR team to complete
	-
	Risk control
           PPR team to complete
	false
	Risk number
           PPR team to complete
	-


Attachment metadata, to be completed by PPR team - Information not visible on published content
One table for each attachment plus one for content PDF. To add more tables click + on bottom corner
HPRM no	           PPR team to complete	Click or tap here to enter text.
Content type	           PPR team to complete	Content PDF
Title	                Author to complete	Click or tap here to enter text.
Description	              Author to complete
(Repeat title if not applicable)	Click or tap here to enter text.
File name	           PPR team to complete	Click or tap here to enter text.
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