Policy Scope Statement
The purpose of the Policy Scope Statement is to guide the development of a policy, provide a summary of a proposed policy, and ensure that those who might be affected by a policy are identified, considered, and consulted. As you complete the statement, delete the italicized guiding language. Submit completed scope statement to the University Policy Specialist via e-mail at policy@nd.edu.
Policy Title:
Date: [Date submitted to Policy Specialist]

Responsible Executive: [Sponsoring Member of the Officers Group]
Responsible Office:
Responsible Office Contact: [Name, title, e-mail]


A. Background
Describe briefly what led to the desire for this policy. Is there a new process or service, or one that has not been documented? Is there a new compliance requirement, or a need to update an existing policy?
B. Policy Statement
A draft statement of the desired policy, subject to later revision.
C. Reason for Policy
The purpose of this policy is …(legal, financial, operational, or other requirements addressed)
The intent of the policy and associated procedures is …
D. Overview of Policy Content
A comprehensive description of the policy, including why it is needed, how the policy will meet the need or solve the problem, what procedures may be required, what operational activities may be affected, and in which areas. 
E. Consistency with Notre Dame’s Mission and Goals, Other Policies, and Related External Documents 

Sets a context for this policy in terms of University goals, related policies, State or Federal regulations. Lists related policies or regulations. Relates policy to University or department mission, strategies, etc. 
F. Entities, Offices, and Other Notre Dame Community Members Affected by this Policy
Example: All units of the University must comply with this policy.

G. Impact on University
Identify what resources (human, financial, physical, operational, technical, etc.) will be needed to implement and maintain compliance with this policy.
H. Stakeholders to Consult in Developing This Policy

List stakeholder University constituents most affected by this policy that you will consult in formulating this policy. Some examples might include:

· Data Oversight Committee

· University Committee for Academic Technology

· Office of Human Resources
· Office of General Counsel

· Risk Management & Safety Department
I. Systems Changes Required
Examples: Custodians may have to make system changes to implement technical procedures to comply with the policy; The Provost’s Office may have to change procedures for… (etc.)

J. Communications and Training Activities Needed to Create Awareness and Facilitate Compliance
Who will oversee the policy and arrange for training and documentation?
K. Compliance Mechanisms Existing or to Be Created
Example: Audit & Advisory Services, in consultation with the Office of General Counsel and the Institutional Risk & Compliance Committee, will monitor compliance with policy and legal requirements.  

L. Timing Requirements for this Policy
Examples: The University must promulgate this policy as soon as possible to comply with recent Indiana governing law; This policy brings the University into compliance with provisions of the [PCI DSS/GLBA/HIPAA/etc.], required by [date]. 
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