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DEVELOPING POLICING EXCFEFLLENCE



NOT PROTECTIVELY MARKED


1.0
POLICY IDENTIFICATION PAGE

THIS POLICY HAS BEEN DRAFTED IN ACCORDANCE WITH THE PRINCIPLES OF HUMAN RIGHTS LEGISLATION.  PUBLIC DISCLOSURE IS APPROVED UNLESS OTHERWISE INDICATED AND JUSTIFIED.





2.0
POLICY STATEMENTS/INTENTIONS

2.1
The principles and scope of the policy

(your organisation), the Central Police Training and Development Authority, defines, develops and promotes excellence.  Our vision is to be the leading police learning and development organisation, promoting the achievement of professional excellence and enhancing the operational effectiveness of the police services in the United Kingdom and internationally.  As such it is incumbent upon the organisation to reach and maintain the highest standards in all its work areas and display a common standard to all our customers.
This policy covers three main areas: version control protocols, Protective Marking and the British Dyslexia Association guidelines for written documents.
Data Protection and Intellectual Property Rights are excluded from the scope of this policy.
2.2
The aim of the policy

To introduce a common minimum standard for the creation, style, control and security of documentation within the organisation. 
3.0
INTRODUCTION
Background
As an organisation (your organisation) is constantly creating reports, programmes and products for use both within and outside of the organisation.  Most if not all of these items occur at some stage within the written form and can often undergo many changes and variations before being completed and or accepted by their intended recipient.  In order to ensure that the correct documents and files are easily identified, commonly used and understood, effective version control protocols are paramount.  
In addition to such version control techniques:

· In January 2001, the ACPO Community Security Policy required all community members (including (your organisation)) to adopt the ‘Protective Marking’ of all forms of data within their possession, including documents.

· In October 2004, the Disability Discrimination (Amendment) Regulations 2003 required that all public authorities (including (your organisation)) make ‘reasonable adjustment’ to ensure their products and services are accessible to all.
Taken together these needs require that a strict adherence to a common minimum standard for the production, style, security and dissemination of documents is maintained.
Appendices

A.
Handling of Protectively Marked Material

B.
Style Guidelines
4.0
IMPLICATIONS OF THE POLICY


4.1
Human Resources/Training

The policy has implications for staff writing documents or other material, and for any member of staff involved in the handling, transporting, storing or destruction of the material once it is ‘Protectively Marked’.

It is imperative that all Directorate staff are aware of this policy and use it consistently.  Instruction in applying the policy will form part of any Induction package, and associated procedures will be placed in the Staff Procedures file.  
Procedures will be reviewed/updated and staff practices audited at least annually to ensure compliance.  A schedule of review and audit is attached.  (This will be added when the policy is confirmed)
4.2
Diversity

This policy directly reflects (your organisation)’s commitment to fairness and equality within the workplace and the requirement under the Disability Discrimination (Amendment) Regulations 2003 to ‘make reasonable adjustment’.  
As part of the Directorate commitment to continuously improve, we have adopted the British Dyslexia Association guidelines on writing styles as a common minimum standard for all written material.

A Style Guide is attached (Appendix B) and this will form part of the Staff Procedures file.  This will be added to as further issues emerge.
4.3 
IT Infrastructure

Consideration must be given to the possibility of IT assistance in ensuring compliance with this policy. ie front end prompts for document marking (NOT PROTECTIVELY MARKED, RESTRICTED, CONFIDENTIAL etc).
The warning note on the initial log-in computer screen indicates the highest level of protective marking to be used – usually CONFIDENTIAL.

5.0
HUMAN RIGHTS CONSIDERATIONS


This policy has been drafted in accordance with the principles of the Human Rights Legislation.
Legality – The principles behind this policy are the compliance with national legislation in respect of disability and corporate needs in respect of data security.
Proportionality – Nothing within this policy extends beyond that required of a professional organisation intent on displaying a corporate image and style recognised by its customers, and to demonstrate compliance with the Protective Marking Scheme.

Necessity – The guidance provided within this policy is necessary in order to achieve the minimum standard required in order to achieve the aspirations espoused by (your organisation).

6.0
GUIDANCE 

6.1
Instructions on document formatting

a)
All material should be ‘Protectively Marked’ (positioned centrally within the header and footer) using the corporate designated system – (Appendix ‘A’).

N.B - NOT PROTECTIVELY MARKED – must be used on all documents that do not require special handling instructions.
b)
Unless specified by the sponsor, or required for specific purposes, all work should adhere to the agreed style as set out within the British Dyslexia Association Style Guide – minimum font size 12, Sans Serif (Arial or similar) minimum line spacing 1.5 - (Appendix ‘B’) 
c)
All work should be version controlled using the following method; 

Author name (initials only)/filename/*Version number/date (left hand side of footer) 

Page number (right hand side of footer), must also include the total number of pages ie Page 2 of 16.  (Although this is not a requirement of the protective marking system for designations below SECRET and TOP-SECRET, it will nonetheless be utilised on all documentation).
*Version number

The following convention will be used when applying a version number:

Until a new product is ‘signed off’ or otherwise authorised, version numbers will begin with the sequence 0.1, 0.2 etc clearly identifying which is the latest stage within the process.

Once a product is ‘signed off’ or otherwise authorised it will be designated Version 1.0.
In the event of any future amendments or inclusions, the document will then be designated 1.1, 1.2 etc until all further amendments or inclusions are themselves ‘signed off’ or otherwise authorised, when the product will be designated Version 2.0, and so on.

7.0
PROMOTION/DISTRIBUTION

8.0
MONITORING/REVIEW
Appendix ‘A’
(Insert after this point the 

‘Handling of Protectively Marked Material’

handbook)

Appendix ‘B’

 Style Guide

Font and presentation 

· Use Arial, minimum size 12pt. 

· Alternatives - Comic Sans, Verdana, Helvetica, Tahoma, Trebuchet    and Sassoon.
· Use lower case letters rather than capitals. 

· Don't write headings or sentences entirely in capitals.

· Limit lines to 60 to 70 characters. 

· Use wide margins and headings.

· Use plain line boxes for emphasis or to highlight important text.

· Avoid dense blocks of text by using short paragraphs.

· Use bold to highlight.

· Do not use italics, or underlining.

· Keep lines left justified with a ragged right edge.

· Use bullets or numbers rather than continuous prose.

· Don't hyphenate words that are not usually split in order to fill up line ends, eg ‘opera-
tion’.

· Use line spacing at 1.5 to 2.

Writing style

· Write in short simple sentences. 

· Be conscious of where sentences begin on the page.  Starting a new sentence at the end of a line makes it harder to follow. 

· Try to call the readers 'you'; imagine they are sitting opposite you and you are talking to them directly. 

· Give instructions clearly. 

· Avoid long sentences of explanation.

· Use short words where possible. 

· Keep your sentence length down to an average of 15 to 20 words. 

· Use active verbs as much as possible.  Say 'we will do it' rather than 'it will be done by us'. 

· Be concise.

· Flow charts are ideal for explaining procedures. 

· Pictograms and graphics help to locate information. 

· Lists of 'do's and 'don'ts' are more useful than continuous text to   highlight aspects of good practice.

· Provide a glossary of abbreviations and jargon.

· Include a contents page at the beginning and an index at end.

· Avoid light text on a dark background

The above tips are from the British Dyslexia Association ‘Dyslexia Style Guide’.
Further information

The following sites give comprehensive guidance:

· British Dyslexia Association see the ‘Dyslexia Style Guide’ at  www.bda-dyslexia.org.uk 

· Disability Rights Commission www.drc-gb.org 

Recent products with improved accessibility include:

· PCSO National Learning Programme and Sexual Offences Act -dyslexia friendly styles

· CLDP – large font

· IPCC – flow charts
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