
 

Guidance for Writing a Definition 
This guide seeks to ensure consistent terminology is applied across all University policy 
documents by maintaining a single, authoritative source of defined terms. It should be 
read in conjunction with the Policy Management Policy and Policy Management 
Procedures.  

Glossaries that exist outside the Policy Directory will include the following disclaimer: 

This glossary provides a general definition of terms commonly used at the University and 
is intended as a guide only. 

What are Definitions: 

Definitions are key terms that: 

a. are unique or unfamiliar; 
b. give meaning to a word or expression; 
c. assist a reader’s understanding of Policy Instruments ; 
d. provide clarity and reduce the potential for confusion amongst Library users; 
e. limit or extend the meaning of a word or expression.  

Definition Application 

Definitions are developed and reviewed in the context of policy documents only and are: 

a. terms used frequently throughout the Policy Directory; 
b. relevant to the majority of Policy Directory users; 
c. reflective of common language used across the higher education sector; 
d. consistent with regulatory compliance documents (if not, the definition in the 

relevant document will prevail); 
e. developed to avoid ambiguity and legal challenge; 
f. used to avoid duplication throughout policy documents; 
g. provided in the definitions table of the relevant policy document. 

When considering whether a new definition is needed Responsible Officers should 
consider existing definitions and if required consult with the Governance and Policy 
Division. 

In the first instance Responsible Officers are encouraged to use suitable alternative terms 
already defined in the Policy Directory. 

Amendment 

If a defined term requires amendment Responsible Officers should identify all other policy 
documents using this term and consult with the Responsible Officer of the identified 
policy documents to: 

a. determine if the proposed change adversely impacts the intent of the identified 
policy documents; 

b. confirm that the proposed change is supported 
c. •include in the track changes version of the policy document to ensure 

appropriate consultation, endorsement and approval. 

Development of New Definitions 

When a key term has not been published in the Policy Directory but has been identified 
for development, the Responsible Officer will add the key term and definition to the policy 
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document. This Definition will then be included in the standard consultation, 
endorsement and approval process which may include benchmarking and University 
wide feedback. 

Removal of Definitions 

If the Responsible Officer has confirmed that a definition included in the Policy Directory 
is no longer current, they should:  

a. identify all other policy documents using this term;  
b. consult with the relevant Responsible Officers to initiate an amendment to the 

impacted policy documents. 

Approval of Definitions 

Amendment of any definition in a policy document must be consulted, endorsed and 
approved in accordance with the Delegations of Authority Policy, the Policy Management 
Policy and the Policy Management Procedures. 

Drafting Definitions 

Use of verbs  

In Definitions the words commonly used to allocate meaning are:  

a. ‘means’ – indicating that the provision is exhaustive;  
b. ‘is’ – indicating that the provision is exhaustive;  
c. ‘includes’ - indicating that a definition is not exhaustive or is being used to enlarge 

the ordinary meaning of a word and should not be used in conjunction with 
‘means’ or ‘is’.  

If a Definition contains a series of paragraphs the following practice will be applied:  

a. Use ‘or’ between each paragraph if the verb allocating meaning in the Definition is 
‘means’ (i.e. an exhaustive list). Example: ‘Authorised Delegate means: (a) X; or (b) 
Y; or (c) Z.  

b. Use ‘and’ between each paragraph if the verb allocating meaning is ‘includes’ (i.e. 
a list that is not exhaustive). Example: ‘Authorised Delegate includes: (a) X; and (b) 
Y; and Z.  

c. Do not use ‘and’ or ‘or’ if the general words before the list uses ‘following’ to 
introduce the paragraphs. Example: ‘Authorised Delegate means any of the 
following: (a) X; (b) Y. 
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