
POLICY FORMAT 
(Title of policy, omit HS/EHS, centered, Arial font face, 12 font size, bold and all caps) 

 
Policy Number: Effective Date: Policy Council Approval Date: 

 
One space between policy title and boxes.  Arial font face, content of boxes 10 font size, 
boxes created with ‘Table Quick Create’ icon, 3x1 for above table, for those polices 
required ESC board approval or Health Services Advisory Committee approval use 2x2 
table that follows) 
 

Policy Number: Effective Date: 

Policy Council Approval Date: ESC Board Approval Date: 

 
Policy number (example AD9905) derived by taking the letters of the section it is found 
in, (AD=Administrative and Management Services), the year the policy was originally 
written (1999) and then the chronological number within the section (5th policy within 
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