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TEMPLATE INSTRUCTIONS 
This Guideline Template must be used for all SA Health system-wide guidelines. 
The headings in this template are standardised and must not be modified. 
A guideline must be written using plain and concise language, with clear linkages to the parent policy it relates to.
A guideline is not mandatory. It is intended to support implementation of a policy. For this reason, statements about mandatory requirements should not be included in a guideline, and no ‘must’ statements used. Instead, mandatory requirements must be outlined in the parent policy.
The purpose of a guideline is to provide more extensive guidance/advice/recommendations about best practice implementation of a parent policy. It should focus on assisting and supporting staff to implement the parent policy, rather than compelling them to adhere to the guidance provided.
Drafting instructions are provided under each heading throughout this template. All instructions and greyed out guidance notes should be deleted prior to finalising the guideline. 
For an example of a system-wide guideline, please refer to the Policy Governance Guideline. While each guideline will vary, this provides an indication about the format of a guideline and level of detail required.
For any questions about how to use this template contact: Health.dhwpolicyandcompliance@sa.gov.au 
For information about the SA Health policy development process, including approval requirements, refer to the SA Health Policy Framework and the Policy Governance Guideline.
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	Parent Policy
	<insert parent policy the guideline relates to>

	Guideline Owner
	Domain Custodian for the <insert Domain name> Policy Domain

	Chief Guideline Contact
	<Unit/Team Responsible for creation and amendment>

	Objective reference number
	<insert number>

	Review date
	<insert date>

	Contact for enquiries
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This section should list:
· The guideline owner as the Domain Custodian for the relevant Policy Domain.
· The next date the guideline is due to be reviewed. As per the requirements of the SA Health Policy Framework, new guidelines are required to be reviewed within 12 months of the date of approval, and for all other guidelines to be reviewed at least every 5 years after the first year of operation.
· The point of contact for day to day enquiries about the guideline. 
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This section is required to record the details of each time a new/revised version of the guideline is approved. Each record must include:
The version number of the guideline. Each new version will increase by a whole digit when the guideline is materially amended (e.g. version s1.0 changes to version 2.0), and by a point when it is non-materially amended (e.g. version 1.0 changes to version 1.1).
The date the new version of the guideline was approved.
The position title of the person who approved the guideline. This will be the Executive Lead, or the Domain Custodian if the guideline has only had a non-material amendment made.
A brief description of the relevant amendments made to the guideline. Material amendments should be stated at a high level (e.g. ‘guideline updated to reflect current best practice advice from the World Health Organisation about child health and development’). Non-material amendments should be referenced in general terms only (e.g. ‘minor )
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[bookmark: _Toc212042816]Name of Guideline
[bookmark: Text1]<Insert name of guideline>
The name of the guideline should be concise and clearly describe what the guideline is about. It should be closely linked to the parent policy to which it relates. It should not use a generic prefix such as ‘SA Health’, ‘Management of,’ etc and must be identical to the name on the front page of the policy.
[bookmark: _Toc56452965][bookmark: _Toc80596466][bookmark: _Toc212042817]Relationship to parent policy
The <insert name of parent policy> is the parent policy to this <insert name of this guideline>. 
This section must identify and include a hyperlink to the parent policy the guideline relates to.
[bookmark: _Toc212042818][bookmark: _Toc112159589][bookmark: _Toc138341381][bookmark: _Toc139974110]Guideline Statement
<insert guideline statement>
This section should clearly state in a short paragraph what the guideline is about, and its connection with its parent policy. Note that a guideline is not mandatory and therefore mandatory statements cannot be made about the adoption of the guideline. 
Things to consider when drafting this section:
What is the purpose of the guideline? A guideline focuses on encouraging, assisting and supporting staff to implement the parent policy in a certain way, rather than compelling them to adhere to the guidance provided.
Why does the guideline exist?
What is the nature of the relationship between the guideline and its parent policy? For example, does the guideline provide a best practice approach, current best evidence, useful information, or a set of principles that it is recommended are adopted to assist with implementing the policy? 
How is it expected that the guideline will ultimately assist with effective implementation of the policy?
[bookmark: _Toc212042819]Applicability
This guideline applies to all employees and contractors of SA Health; that is all employees and contractors of the Department for Health and Wellbeing (DHW), Local Health Networks (LHNs) including state-wide services aligned with those Networks and SA Ambulance Service (SAAS).
This section should state who the guideline applies to, consistent with the parent policy. As a general principle, all SA Health guidelines apply to all employees and contractors of SA Health, however the standard text above may be modified if a guideline only applies to a certain group/s.
· Note: Attached Offices are not included in the applicability of SA Health policy. These entities are responsible for determining their own applicability, either by formally opting in to the policy or by ensuring inclusion thorough a Service Level Agreement or other appropriate governance mechanism.
[bookmark: _Toc212042820]Guideline details
· This section should set out best practice actions/steps/advice that staff can follow to implement the parent policy. Guidelines are not mandatory.
· Information should be presented in clear statements. Sub-headings and sub-points should be used to present information in logical groupings, using ‘Heading 2’, ‘Level 1 bullet points’, ‘Level 2 bullet points’ and ‘Level 3 bullet points’ from the Styles gallery.
· The language used to describe the guideline should focus on encouraging, assisting and supporting staff to implement the parent policy to meet best practice standards, rather than compelling adherence to the guidance provided.
[bookmark: Text22][bookmark: _Toc212042821]<insert sub-heading if required>
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[bookmark: _Toc212042823]Supporting information
· <insert name of document/other information source and add hyperlink if available>
· <insert name of document/other information source and add hyperlink if available>
This section should list any information that supports or can be read with the guideline to assist with implementation of the parent policy. Things to consider when drafting this section:
· Are there checklists, tool kits, reports, websites etc. that will help staff to implement the guidelines and/or parent policy as intended? 
· Hyperlinks to supporting information sources should be included where possible. If a publicly available SA Health information source is listed, the internet link must be used so that it can be accessed by non-SA Health users. If an internal SA Health information source is listed, the intranet link should be used with the words ‘(for SA Health internal use only)’ placed after the title in brackets to indicate to non-SA Health users that they will not be able to access it.
This list should be in alphabetical order
[bookmark: _Toc212042824]Definitions
· [bookmark: Text4][bookmark: Text5]<insert term>: means <insert definition of term>.
· <insert term>: means <insert definition of term>.
· Statewide services: means Statewide Clinical Support Services, Prison Health, SA Dental Service, BreastScreen SA and any other state-wide services that fall under the governance of the Local Health Networks.
This section should define any key terms used within the guideline that are critical to staff understanding the guideline. Definitions should be listed alphabetically. Refer the reader to external sources for technical definitions where needed.
[bookmark: _Toc212042825]Appendices
1. <insert title of appendix. If no appendices delete number and mark as ‘Nil’>



DELETE SECTION IF NOT APPLICABLE

[bookmark: _Toc212042826][bookmark: Text12]Appendix 1: <insert name> 
1. <insert sub-heading if required>
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