[Agency Name]  |  Policy [ID]: [Title]
[AGENCY NAME]
BOARD POLICY MANUAL
[Policy Title]
1.0  Policy Header
	Policy Title
	[Short, descriptive title]

	Policy ID
	[Series-Number, e.g., 500-03]

	Effective Date
	[Month Day, Year]

	Adopted
	[Month Day, Year], [Board name] (Minutes, Item [#])

	Last Revised
	[Month Day, Year, or N/A]

	Review Cycle
	[Annual / Every 3 years]   |   Next review: [Month Year]

	Companion Procedure
	[Procedure ID, or None]



	DRAFTING NOTE  Delete this box before adoption.
1. Use your series numbering (100 Governance, 200 Administration, 300 Finance, 400 Personnel, 500 Students, 600 Instruction).
1. The adoption date must match the board minutes.
1. Give a real next review date, not just "annual."


2.0  Purpose
This policy [establishes / sets out] [what the policy does]. Its objective is to [the goal it achieves or the problem it prevents].
	DRAFTING NOTE  Delete this box before adoption.
1. Two to three sentences. Say why the policy exists.
1. Tie it to your mission or a legal requirement.
1. No rules, deadlines, or consequences here.


3.0  Scope
This policy applies to [who: students, employees, board members, visitors, contractors] [where and when: on site, off site, online, during agency-sponsored activities]. It covers [which activities, programs, or devices].
This policy does not apply to [exclusions, or delete this sentence].
	DRAFTING NOTE  Delete this box before adoption.
1. Answer who, what, where, and when.
1. State exclusions in writing; silence creates gaps.


4.0  Definitions
For purposes of this policy:
1. [Term]: [One clear meaning.]
1. [Term]: [One clear meaning.]
1. [Term]: [One clear meaning, or "as defined in [statute or rule citation]."]
	DRAFTING NOTE  Delete this box before adoption.
1. Define only terms the policy uses, in alphabetical order.
1. Capitalize defined terms and use them exactly the same way throughout.
1. Use or cite a statutory definition when one exists. Never put a rule inside a definition.


5.0  Policy Statements
5.1  [Subject]. The [position title] shall [required action].
5.2  [Subject]. [Who] shall not [prohibited action].
5.3  [Subject]. The [position title] may [permitted action] when [condition].
5.4  Implementation. The [Head Administrator / Executive Director] shall adopt procedures to carry out this policy.
	DRAFTING NOTE  Delete this box before adoption.
1. One rule per numbered item. Use "shall" for duties, "shall not" for prohibitions, and "may" only for real discretion; avoid "should" and "will."
1. Name a position title, never a person. Use active voice.
1. Keep the what and why here. Forms, rooms, and step-by-step instructions go in the procedure.


6.0  Consequences and Enforcement
6.1  Classification. A violation of Section 5.0 shall be handled under [code of conduct, personnel policy, or other governing document].
6.2  Notice and Opportunity to Respond. Before imposing a consequence, the [position title] shall notify [the person, and parent or guardian if a student] and give an opportunity to respond.
6.3  Range of Consequences. Considering the severity of the violation and any prior violations, the [position title] may impose:
1. First violation: [consequence]
1. Second violation: [consequence]
1. Repeated or severe violation: [consequence or referral]
6.4  Special Considerations. [For example: students with an IEP or Section 504 plan, employees under a collective bargaining agreement. Delete if not applicable.]
	DRAFTING NOTE  Delete this box before adoption.
1. "Shall" for the process, "may" for the range of consequences, so the decision-maker keeps judgment.
1. Build in notice and a chance to respond.
1. Check for conflicts with any collective bargaining agreement or special education requirements.


7.0  Authority and Related Resources
1. Legal authority: [Statute or rule citations, e.g., NMSA 1978 § __; __ NMAC; federal citations]
1. Related policies: [Policy IDs and titles]
1. Related procedure: [Procedure ID and title]
1. Forms: [Form number and title]
	DRAFTING NOTE  Delete this box before adoption.
1. Have counsel confirm every citation.
1. Re-check citations at each review; statutes get amended and subsections renumbered.
1. Give each form a unique number.
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