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Assessment 3: Email Policy Notification Template
	Student Name
	



Subject:  

To: [Insert stakeholder name or group – e.g., All Staff / Community Elders / Board Members]
CC: [Insert relevant team members or departments]
From: [Your Name]
Date: [Insert date]

Dear [Stakeholder Name / Team],



New and Updated Policies

1. [Policy Title 1]
   - Purpose: [Brief summary of the policy’s purpose]
   - Key Changes/Features: [Highlight any new procedures or responsibilities]

2. [Policy Title 2]
   - Purpose: [Brief summary of the policy’s purpose]
   - Key Changes/Features: [Highlight any new procedures or responsibilities]

These policies were developed in consultation with community members and stakeholders to ensure they reflect our shared values and support our operational goals.

The Board has reviewed the policy amendments and has approved them.

Next Steps, including documentation and storage:


[Your Full Name]
[Your Role/Position]
[Organisation Name]
[Contact Information]
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