HSE National Template for Developing HSE National Policies, Procedures, Protocols, Guidelines (PPPGs) and HSE National Clinical Guidelines
[bookmark: _GoBack]Revision 3 (Template last updated by HSE National Central Repository Team on 11/04/2024)
This guidance page should be deleted from your final document.

Who must use this template?  This Template for all HSE National Policies, Procedures, Protocols, Guidelines (PPPGs) and HSE National Clinical Guidelines.   

Access:  The National Template should always be accessed from the HSE National Central Repository to ensure you are using the current version.  

Consistency in naming of document types:  The defined ‘document type’ in the title, such as a policy or a guideline, must be referred to consistently as that ‘document type’ throughout.  

Style guide
It is important that the document is accessible to users in terms of layout and language.   
· Additional approved logos can be inserted on front cover in line with the established governance of the document.  Refer to HSE Visual Identify Guidelines here.
· The Template is formatted as follows and should not be amended.
Font is set at Arial, Font size is set at 12. Line spacing is set at 1.15
· Section Headings1 14 Bold, Headings2 and Headings3 are type size 12 
· Align the text throughout the document to the left 
· Section Headings are pre-set in bold sentence case for an automatic table of contents. Add any additional headings as required and number each.  
· Double click on header:  Insert the document title, version number, effective from date, next review due date.
· Prompt text in [brackets] should be deleted as you develop the document.
· Abbreviations and acronyms should be kept to a minimum and if used should be referenced with any definitions in your glossary of terms. 
· Minimise use of Latin terms (e.g./i.e./etc.) and try using “for example”, “such as” or “like”.
· Be consistent in terms used, including ambiguous terms such as ‘resource’, don’t assume the reader is familiar with local jargon.
· Due regard should be given to the Official Languages Act and National Adult Literacy Agency (NALA) guidelines for the benefit of all readers. 
· Update the table of contents when the document is completed.

Completing the publication information section (examples on page 3)
These details are required for the content management system on the HSE National Central Repository and are published with the document.  All fields of information must be completed.  

Title: This will appear at the top of the page and will be the title on Google or internal search results.
Ideal is 65 characters, so published title on the Repository may be shortened to aid reading on mobile devices.
Topic:  Add one topic tag only.
National Group:  This is the name of the group that developed the document.
Short summary: Ideal is 160 characters.  This should very briefly summarise the document, building on the words included in your title. This summary will also be visible as the description on Google or internal search results and on pages where the publication may be listed.
Description: Max 500 characters.  This can be longer than the short summary but should still be short. Focus on the key points you want someone to know about your document.
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1.0 [bookmark: _Toc157178888]Planning

1.1. [bookmark: _Toc157178889]Overview       
[Development Group may wish to insert an algorithm or process flow diagram here for the reader to help streamline/clarify the processes in the document in visual format. Delete if not required and update your contents page].  

1.2. [bookmark: _Toc157178890]Purpose
[Describe the overall purpose of this HSE National 3PG].

1.3. [bookmark: _Toc157178891]Scope
[List the target users and target population covered by the document and settings that apply – who does this document apply to].
[Be specific, such as includes Section 38/39, all HSE funded, all Community Healthcare Organisations].  
[Specify what is out of scope as appropriate].
  
1.3.1. [bookmark: _Toc157178892]Target users
[Describe here]

1.3.2. [bookmark: _Toc157178893]Target population
[Describe here]

1. [bookmark: _Toc135547246][bookmark: _Toc135675210][bookmark: _Toc135675282][bookmark: _Toc135823913][bookmark: _Toc137042639][bookmark: _Toc144382341][bookmark: _Toc144382392][bookmark: _Toc145596210][bookmark: _Toc145596261][bookmark: _Toc151118013][bookmark: _Toc151732189][bookmark: _Toc151732334][bookmark: _Toc151732429][bookmark: _Toc151895897][bookmark: _Toc151901996][bookmark: _Toc151902053][bookmark: _Toc151902433][bookmark: _Toc151902490][bookmark: _Toc152076343][bookmark: _Toc153904435][bookmark: _Toc153958059][bookmark: _Toc153958238][bookmark: _Toc157012744][bookmark: _Toc157013154][bookmark: _Toc157013245][bookmark: _Toc157015286][bookmark: _Toc157015425][bookmark: _Toc157178829][bookmark: _Toc157178894][bookmark: _Toc130135711]
1.1. [bookmark: _Toc135547247][bookmark: _Toc135675211][bookmark: _Toc135675283][bookmark: _Toc135823914][bookmark: _Toc137042640][bookmark: _Toc144382342][bookmark: _Toc144382393][bookmark: _Toc145596211][bookmark: _Toc145596262][bookmark: _Toc151118014][bookmark: _Toc151732190][bookmark: _Toc151732335][bookmark: _Toc151732430][bookmark: _Toc151895898][bookmark: _Toc151901997][bookmark: _Toc151902054][bookmark: _Toc151902434][bookmark: _Toc151902491][bookmark: _Toc152076344][bookmark: _Toc153904436][bookmark: _Toc153958060][bookmark: _Toc153958239][bookmark: _Toc157012745][bookmark: _Toc157013155][bookmark: _Toc157013246][bookmark: _Toc157015287][bookmark: _Toc157015426][bookmark: _Toc157178830][bookmark: _Toc157178895]
1.2. [bookmark: _Toc135547248][bookmark: _Toc135675212][bookmark: _Toc135675284][bookmark: _Toc135823915][bookmark: _Toc137042641][bookmark: _Toc144382343][bookmark: _Toc144382394][bookmark: _Toc145596212][bookmark: _Toc145596263][bookmark: _Toc151118015][bookmark: _Toc151732191][bookmark: _Toc151732336][bookmark: _Toc151732431][bookmark: _Toc151895899][bookmark: _Toc151901998][bookmark: _Toc151902055][bookmark: _Toc151902435][bookmark: _Toc151902492][bookmark: _Toc152076345][bookmark: _Toc153904437][bookmark: _Toc153958061][bookmark: _Toc153958240][bookmark: _Toc157012746][bookmark: _Toc157013156][bookmark: _Toc157013247][bookmark: _Toc157015288][bookmark: _Toc157015427][bookmark: _Toc157178831][bookmark: _Toc157178896]
1.3. [bookmark: _Toc135547249][bookmark: _Toc135675213][bookmark: _Toc135675285][bookmark: _Toc135823916][bookmark: _Toc137042642][bookmark: _Toc144382344][bookmark: _Toc144382395][bookmark: _Toc145596213][bookmark: _Toc145596264][bookmark: _Toc151118016][bookmark: _Toc151732192][bookmark: _Toc151732337][bookmark: _Toc151732432][bookmark: _Toc151895900][bookmark: _Toc151901999][bookmark: _Toc151902056][bookmark: _Toc151902436][bookmark: _Toc151902493][bookmark: _Toc152076346][bookmark: _Toc153904438][bookmark: _Toc153958062][bookmark: _Toc153958241][bookmark: _Toc157012747][bookmark: _Toc157013157][bookmark: _Toc157013248][bookmark: _Toc157015289][bookmark: _Toc157015428][bookmark: _Toc157178832][bookmark: _Toc157178897]
1.4. [bookmark: _Toc157178898]Objective(s)
[The objective(s) deals with the potential impact of the document on society and populations of staff, patients and service users.  The specific objective(s) of the document should be described in detail].

1.5. [bookmark: _Toc130135712][bookmark: _Toc157178899]Outcome(s)
[The expected or desired outcome(s) deals with the end result or the consequence of the document.  The expected benefits from the document should be specific to a problem or topic].

1. [bookmark: _Toc134885088][bookmark: _Toc134885147][bookmark: _Toc134885206][bookmark: _Toc135158598][bookmark: _Toc135490229][bookmark: _Toc135547252][bookmark: _Toc135675216][bookmark: _Toc135675288][bookmark: _Toc135823919][bookmark: _Toc137042645][bookmark: _Toc144382347][bookmark: _Toc144382398][bookmark: _Toc145596216][bookmark: _Toc145596267][bookmark: _Toc151118019][bookmark: _Toc151732195][bookmark: _Toc151732340][bookmark: _Toc151732435][bookmark: _Toc151895903][bookmark: _Toc151902002][bookmark: _Toc151902059][bookmark: _Toc151902439][bookmark: _Toc151902496][bookmark: _Toc152076349][bookmark: _Toc153904441][bookmark: _Toc153958065][bookmark: _Toc153958244][bookmark: _Toc157012750][bookmark: _Toc157013160][bookmark: _Toc157013251][bookmark: _Toc157015292][bookmark: _Toc157015431][bookmark: _Toc157178835][bookmark: _Toc157178900]
1.1. [bookmark: _Toc153958066][bookmark: _Toc153958245][bookmark: _Toc157012751][bookmark: _Toc157013161][bookmark: _Toc157013252][bookmark: _Toc157015293][bookmark: _Toc157015432][bookmark: _Toc157178836][bookmark: _Toc157178901]
1.2. [bookmark: _Toc153958067][bookmark: _Toc153958246][bookmark: _Toc157012752][bookmark: _Toc157013162][bookmark: _Toc157013253][bookmark: _Toc157015294][bookmark: _Toc157015433][bookmark: _Toc157178837][bookmark: _Toc157178902]
1.3. [bookmark: _Toc153958068][bookmark: _Toc153958247][bookmark: _Toc157012753][bookmark: _Toc157013163][bookmark: _Toc157013254][bookmark: _Toc157015295][bookmark: _Toc157015434][bookmark: _Toc157178838][bookmark: _Toc157178903]
1.4. [bookmark: _Toc153958069][bookmark: _Toc153958248][bookmark: _Toc157012754][bookmark: _Toc157013164][bookmark: _Toc157013255][bookmark: _Toc157015296][bookmark: _Toc157015435][bookmark: _Toc157178839][bookmark: _Toc157178904]
1.5. [bookmark: _Toc153958070][bookmark: _Toc153958249][bookmark: _Toc157012755][bookmark: _Toc157013165][bookmark: _Toc157013256][bookmark: _Toc157015297][bookmark: _Toc157015436][bookmark: _Toc157178840][bookmark: _Toc157178905]
1.6. [bookmark: _Toc157178906]Disclosure of interests
[If no conflicts of interest were declared, this should be stated here. Where conflicts / interests are declared, include a description of how the conflicts were managed.  A conflict of interest declaration form must be signed by each member of the Development Group and those who review and provide feedback during the consultation process (Appendix 3).  All signed forms should be retained in the document ‘master file’ held by the Document Owner].

1.7. [bookmark: _Toc157178907]Rationale / alignment with HSE national priorities
[Explain why this document is required, why was it commissioned? How this document aligns with HSE national priorities such as the Sláintecare strategy, National Quality Improvement Programme / National Clinical Programmes / corporate or service plans].  

1.8. [bookmark: _Toc157178908]Supporting evidence
[List relevant legislation / regulations / related 3PGs].
 

2.0 [bookmark: _Toc157178909]  Methodology
[Use the expertise of a librarian or other information specialist to complete this section].
2.1. [bookmark: _Toc157178910]List of key questions this National 3PG will answer  
[This will help guide the search plan to find the best available evidence related to your topic]. 

2.2. [bookmark: _Toc157178911]Describe and document the evidence search
[Provide a general outline of the search strategy followed]. 
[Outline a summary of the supporting evidence from the literature for the National 3PG].
[The resources searched such as online databases, dates of searches, limits applied should be documented and kept in a master file held by the document owner for reference, but does not need to be attached].  

2.3. [bookmark: _Toc157178912]Describe the method of screening and evidence appraisal
[Summarise how the evidence was screened and appraised and the decision making process the Development Group followed. There must be an explicit link between the guidance / recommendations developed and the supporting evidence].
2.4. [bookmark: _Toc157178913]Attach any copyright or permissions sought
[If none were required, please state no copyright or permissions are required in relation to this document].  

3.0 [bookmark: _Toc157178914]  Procedure  

[Outline the specific guidance / recommendations in the National 3PG and provide steps on how to make this happen operationally].
[Use process flow diagrams and tables to enhance understanding of the document. Keep it clear and concise using Plain English].   

3.1. [bookmark: _Toc157178915]Specific roles and responsibilities  
[Use separate headings for each role].

4.0 [bookmark: _Toc157178916]  Consultation

4.1. [bookmark: _Toc157178917]Stakeholder involvement  
3.0 [bookmark: _Toc135490244][bookmark: _Toc135547267][bookmark: _Toc135675231][bookmark: _Toc135675304][bookmark: _Toc135823935][bookmark: _Toc137042661][bookmark: _Toc144382360][bookmark: _Toc144382411][bookmark: _Toc145596229][bookmark: _Toc145596280][bookmark: _Toc151118032][bookmark: _Toc151732208][bookmark: _Toc151732354][bookmark: _Toc151732449][bookmark: _Toc151895918][bookmark: _Toc151902017][bookmark: _Toc151902074][bookmark: _Toc151902454][bookmark: _Toc151902511][bookmark: _Toc152076364][bookmark: _Toc153904456][bookmark: _Toc153958084][bookmark: _Toc153958263][bookmark: _Toc157012769][bookmark: _Toc157013179][bookmark: _Toc157013270][bookmark: _Toc157015311][bookmark: _Toc157015450][bookmark: _Toc157178853][bookmark: _Toc157178918]
[Describe the nature and extent of stakeholder consultation undertaken.  Include information on the national consultation and review process or separate stages of consultation.  Document all individual stakeholders involved in the development process. Describe how the views and preferences of the target group were sought / considered and what the resulting outcomes were].   

4.2. [bookmark: _Toc157178919]External review
[Provide information on the external review groups/independent experts (as relevant) prior to publication, who was this with; their relevant expertise outlined; the process by which they were selected; their direct input to be outlined].  


5.0 [bookmark: _Toc134284344][bookmark: _Toc134349673][bookmark: _Toc134349716][bookmark: _Toc134366752][bookmark: _Toc134366801][bookmark: _Toc134885113][bookmark: _Toc134885172][bookmark: _Toc134885231][bookmark: _Toc135158617][bookmark: _Toc157178920]  National implementation plan
5.1. [bookmark: _Toc157178921]Resource implications
[Provide direction on assessing any resources that may need to be in place in order to implement the National 3PG at the local level and whose responsibility this is. For example, conducting a self-assessment and gap analysis of the current situation to plan how to address each of their identified gaps and any barriers to implementation].  

5.2. [bookmark: _Toc157178922]Describe the structure and governance of your national implementation team.
[A national implementation team/contact must be in place and be available to communicate, disseminate and provide guidance, education materials and support to enable local teams to implement your National 3PG].

5.3. [bookmark: _Toc157178923]List tools and resources developed to support local implementation of your National 3PG.
[Advise local implementers in this section, that a sample implementation plan template is available in Appendix 4 of the National Template, available on the home page of the HSE National Central Repository]
[List where any tools and resources can be accessed and provide links. Examples: National memo’s/circulars, resources on websites, HSeLanD training modules, patient and service user information leaflets, training linked to CPD, e-learning, podcasts, study days, research, checklists, audit tools, seminars, conference, patient pathways, toolkits, algorithms, teaching aids, presentations].

5.4. [bookmark: _Toc157178924]Expected date of full implementation of your National 3PG 
[This will provide guidance to local sites of when your National 3PG should be fully implemented].

6.0 [bookmark: _Toc157178925]  Governance and approval
[Provide a statement on the formal governance arrangements of the National 3PG i.e. background to development of the document].
Example:
[The governance and approval arrangements rest with XXX. The (name of National 3PG) was commissioned by (name/title).  Following development of the National 3PG, a Checklist was used in assessing that the National 3PG met the standards outlined in How to Develop HSE National PPPGs – A Practical Guide, and signed and dated by the Chairperson of the Development Group.
The (name of development group) recommended the National 3PG to (name of steering / governance Group) with a signed and dated copy of the Checklist.  The (name of steering / governance group) submitted the final document and Checklist to (name of Approver) for sign off. 
Once approved, the final version was converted to a PDF document to ensure the integrity of the National 3PG and uploaded to the HSE National Central Repository. A signed and dated copy of the Checklist was attached to the master copy, which is retained with (Document Owner name)].

7.0 [bookmark: _Toc157178926]  Communication and dissemination plan
[Describe the plan for communicating, sharing and promoting the new or updated National 3PG and its’ key guidance and recommendations].  
[Inform the reader the document can be accessed only on the HSE National Central Repository which is the single trusted source for accessing, storage and document control for National 3PGs.  No duplicate copies of the National 3PG should be accessible in any secondary electronic locations, only the link to the document on the Repository should be used on other locations.  This link will automatically update in all locations if changed on the Repository].

8.0 [bookmark: _Toc157178927]  Sustainability

8.1. [bookmark: _Toc157178928]Describe the plan for national monitoring and audit
[Outline the governance structure for monitoring, audit and evaluation of your National 3PG and clearly define roles and responsibilities in this regard]. [Describe the process in place for receiving and responding to feedback from local implementers].
[For support, refer to the toolkit and guidance in the sustainability section     (stage 5) in ‘How to Develop HSE National Policies, Procedures, Protocols and Non-Clinical Guidelines - A Practical Guide ]
  
8.2. [bookmark: _Toc157178929]National audit tool
[Describe the National audit tool developed for your National 3PG and the appendix it is located in].
[Give direction to Local sites how to use your Audit Tool to audit their compliance with the key guidance and recommendations in your National 3PG, and how they can provide feedback as per 8.1]. 



9.0 [bookmark: _Toc157178930][bookmark: _Toc130135728]  Review / update 

1.0 [bookmark: _Toc134366759][bookmark: _Toc134366808][bookmark: _Toc134885122][bookmark: _Toc134885181][bookmark: _Toc134885240][bookmark: _Toc135158626][bookmark: _Toc135490250][bookmark: _Toc135547273][bookmark: _Toc135675237][bookmark: _Toc135675310][bookmark: _Toc135823941][bookmark: _Toc137042667][bookmark: _Toc144382367][bookmark: _Toc144382418][bookmark: _Toc145596236][bookmark: _Toc145596287][bookmark: _Toc151118039][bookmark: _Toc151732215][bookmark: _Toc151732361][bookmark: _Toc151732456][bookmark: _Toc151895925][bookmark: _Toc151902026][bookmark: _Toc151902083][bookmark: _Toc151902463][bookmark: _Toc151902520][bookmark: _Toc152076373][bookmark: _Toc153904465][bookmark: _Toc153958093][bookmark: _Toc153958272][bookmark: _Toc157012781][bookmark: _Toc157013191][bookmark: _Toc157013282][bookmark: _Toc157015323][bookmark: _Toc157015462][bookmark: _Toc157178866][bookmark: _Toc157178931]
2.0 [bookmark: _Toc144382368][bookmark: _Toc144382419][bookmark: _Toc145596237][bookmark: _Toc145596288][bookmark: _Toc151118040][bookmark: _Toc151732216][bookmark: _Toc151732362][bookmark: _Toc151732457][bookmark: _Toc151895926][bookmark: _Toc151902027][bookmark: _Toc151902084][bookmark: _Toc151902464][bookmark: _Toc151902521][bookmark: _Toc152076374][bookmark: _Toc153904466][bookmark: _Toc153958094][bookmark: _Toc153958273][bookmark: _Toc157012782][bookmark: _Toc157013192][bookmark: _Toc157013283][bookmark: _Toc157015324][bookmark: _Toc157015463][bookmark: _Toc157178867][bookmark: _Toc157178932]
3.0 [bookmark: _Toc144382369][bookmark: _Toc144382420][bookmark: _Toc145596238][bookmark: _Toc145596289][bookmark: _Toc151118041][bookmark: _Toc151732217][bookmark: _Toc151732363][bookmark: _Toc151732458][bookmark: _Toc151895927][bookmark: _Toc151902028][bookmark: _Toc151902085][bookmark: _Toc151902465][bookmark: _Toc151902522][bookmark: _Toc152076375][bookmark: _Toc153904467][bookmark: _Toc153958095][bookmark: _Toc153958274][bookmark: _Toc157012783][bookmark: _Toc157013193][bookmark: _Toc157013284][bookmark: _Toc157015325][bookmark: _Toc157015464][bookmark: _Toc157178868][bookmark: _Toc157178933]
4.0 [bookmark: _Toc144382370][bookmark: _Toc144382421][bookmark: _Toc145596239][bookmark: _Toc145596290][bookmark: _Toc151118042][bookmark: _Toc151732218][bookmark: _Toc151732364][bookmark: _Toc151732459][bookmark: _Toc151895928][bookmark: _Toc151902029][bookmark: _Toc151902086][bookmark: _Toc151902466][bookmark: _Toc151902523][bookmark: _Toc152076376][bookmark: _Toc153904468][bookmark: _Toc153958096][bookmark: _Toc153958275][bookmark: _Toc157012784][bookmark: _Toc157013194][bookmark: _Toc157013285][bookmark: _Toc157015326][bookmark: _Toc157015465][bookmark: _Toc157178869][bookmark: _Toc157178934]
5.0 [bookmark: _Toc144382371][bookmark: _Toc144382422][bookmark: _Toc145596240][bookmark: _Toc145596291][bookmark: _Toc151118043][bookmark: _Toc151732219][bookmark: _Toc151732365][bookmark: _Toc151732460][bookmark: _Toc151895929][bookmark: _Toc151902030][bookmark: _Toc151902087][bookmark: _Toc151902467][bookmark: _Toc151902524][bookmark: _Toc152076377][bookmark: _Toc153904469][bookmark: _Toc153958097][bookmark: _Toc153958276][bookmark: _Toc157012785][bookmark: _Toc157013195][bookmark: _Toc157013286][bookmark: _Toc157015327][bookmark: _Toc157015466][bookmark: _Toc157178870][bookmark: _Toc157178935]
6.0 [bookmark: _Toc144382372][bookmark: _Toc144382423][bookmark: _Toc145596241][bookmark: _Toc145596292][bookmark: _Toc151118044][bookmark: _Toc151732220][bookmark: _Toc151732366][bookmark: _Toc151732461][bookmark: _Toc151895930][bookmark: _Toc151902031][bookmark: _Toc151902088][bookmark: _Toc151902468][bookmark: _Toc151902525][bookmark: _Toc152076378][bookmark: _Toc153904470][bookmark: _Toc153958098][bookmark: _Toc153958277][bookmark: _Toc157012786][bookmark: _Toc157013196][bookmark: _Toc157013287][bookmark: _Toc157015328][bookmark: _Toc157015467][bookmark: _Toc157178871][bookmark: _Toc157178936]
7.0 [bookmark: _Toc144382373][bookmark: _Toc144382424][bookmark: _Toc145596242][bookmark: _Toc145596293][bookmark: _Toc151118045][bookmark: _Toc151732221][bookmark: _Toc151732367][bookmark: _Toc151732462][bookmark: _Toc151895931][bookmark: _Toc151902032][bookmark: _Toc151902089][bookmark: _Toc151902469][bookmark: _Toc151902526][bookmark: _Toc152076379][bookmark: _Toc153904471][bookmark: _Toc153958099][bookmark: _Toc153958278][bookmark: _Toc157012787][bookmark: _Toc157013197][bookmark: _Toc157013288][bookmark: _Toc157015329][bookmark: _Toc157015468][bookmark: _Toc157178872][bookmark: _Toc157178937]
8.0 [bookmark: _Toc144382374][bookmark: _Toc144382425][bookmark: _Toc145596243][bookmark: _Toc145596294][bookmark: _Toc151118046][bookmark: _Toc151732222][bookmark: _Toc151732368][bookmark: _Toc151732463][bookmark: _Toc151895932][bookmark: _Toc151902033][bookmark: _Toc151902090][bookmark: _Toc151902470][bookmark: _Toc151902527][bookmark: _Toc152076380][bookmark: _Toc153904472][bookmark: _Toc153958100][bookmark: _Toc153958279][bookmark: _Toc157012788][bookmark: _Toc157013198][bookmark: _Toc157013289][bookmark: _Toc157015330][bookmark: _Toc157015469][bookmark: _Toc157178873][bookmark: _Toc157178938]
9.0 [bookmark: _Toc144382375][bookmark: _Toc144382426][bookmark: _Toc145596244][bookmark: _Toc145596295][bookmark: _Toc151118047][bookmark: _Toc151732223][bookmark: _Toc151732369][bookmark: _Toc151732464][bookmark: _Toc151895933][bookmark: _Toc151902034][bookmark: _Toc151902091][bookmark: _Toc151902471][bookmark: _Toc151902528][bookmark: _Toc152076381][bookmark: _Toc153904473][bookmark: _Toc153958101][bookmark: _Toc153958280][bookmark: _Toc157012789][bookmark: _Toc157013199][bookmark: _Toc157013290][bookmark: _Toc157015331][bookmark: _Toc157015470][bookmark: _Toc157178874][bookmark: _Toc157178939]
9.1. [bookmark: _Toc157178940]Next review date
[State date next formal review is due, standard is on a three-yearly basis unless there is any new supporting evidence identified by findings from audit and evaluation, advances in technology or research, then the National 3PG should be reviewed, updated and published as necessary] 

[If there are no amendments to the National 3PG following the review process, the date and detail of the review must still be recorded in the version control update box (page 3)].  

1. [bookmark: _Toc134885130][bookmark: _Toc134885189][bookmark: _Toc134885248][bookmark: _Toc135158634][bookmark: _Toc135490257][bookmark: _Toc135547280][bookmark: _Toc135675244][bookmark: _Toc135675317][bookmark: _Toc135823948][bookmark: _Toc137042674][bookmark: _Toc144382377][bookmark: _Toc144382428][bookmark: _Toc145596246][bookmark: _Toc145596297][bookmark: _Toc151118049][bookmark: _Toc151732225][bookmark: _Toc151732371][bookmark: _Toc151732466][bookmark: _Toc151895935][bookmark: _Toc151902036][bookmark: _Toc151902093][bookmark: _Toc151902473][bookmark: _Toc151902530][bookmark: _Toc152076383][bookmark: _Toc153904475][bookmark: _Toc153958103][bookmark: _Toc153958282][bookmark: _Toc157012791][bookmark: _Toc157013201][bookmark: _Toc157013292][bookmark: _Toc157015333][bookmark: _Toc157015472][bookmark: _Toc157178876][bookmark: _Toc157178941]
2. [bookmark: _Toc134885131][bookmark: _Toc134885190][bookmark: _Toc134885249][bookmark: _Toc135158635][bookmark: _Toc135490258][bookmark: _Toc135547281][bookmark: _Toc135675245][bookmark: _Toc135675318][bookmark: _Toc135823949][bookmark: _Toc137042675][bookmark: _Toc144382378][bookmark: _Toc144382429][bookmark: _Toc145596247][bookmark: _Toc145596298][bookmark: _Toc151118050][bookmark: _Toc151732226][bookmark: _Toc151732372][bookmark: _Toc151732467][bookmark: _Toc151895936][bookmark: _Toc151902037][bookmark: _Toc151902094][bookmark: _Toc151902474][bookmark: _Toc151902531][bookmark: _Toc152076384][bookmark: _Toc153904476][bookmark: _Toc153958104][bookmark: _Toc153958283][bookmark: _Toc157012792][bookmark: _Toc157013202][bookmark: _Toc157013293][bookmark: _Toc157015334][bookmark: _Toc157015473][bookmark: _Toc157178877][bookmark: _Toc157178942]
10.0 [bookmark: _Toc130135731][bookmark: _Toc157178943]  References
[List all references used in the National 3PG].

11.0 [bookmark: _Toc157178944]  Glossary of terms
[List terms, abbreviations, definitions used in the document in alphabetical order.  If this is an extensive list then it may be included in an appendix].   


12.0 [bookmark: _Toc130135732][bookmark: _Toc157178945]  Appendices 
[List all appendices which are to be published as part of your National 3PG on the HSE National Central Repository]. 

[Any supplementary documentation not required to be published with your National 3PG should be held in the document ‘master file’ by the Document Owner’].










[bookmark: _Toc157178946]Appendix 1: Membership of Development Group  
[This is a mandatory appendix and must be published with your National 3PG]
[Please list all members.  Identify chairperson/co-chair of the Development Group.  A membership list of any other sub-committees of the Development Group must also be provided in additional appendices as relevant].   

	Membership of [name of Development Group]

	Name
	Role and position  

	 
	

	 
	 

	 
	 

	 
	 

	Add additional lines as required
	














[bookmark: _Toc157178947]Appendix 2: Membership of Approval Governance Group  
[This is a mandatory appendix and must be published with your National 3PG]
[Please list all members of the Approval Governance Group who have final approval of the document.  The approval of the document must be an agenda item at the approval governance group meeting for formal ratification. The date of approval must be recorded on the front page of this template].  

	Membership of [name of Approval Governance Group]

	Name
	Role and position  

	 
	 

	 
	 

	 
	 

	Add additional lines as required
	



Sign-off by Chair of Approval Governance Group
[Name of National 3PG] was formally ratified and recorded in the minutes of the Approval Governance Group on dd/mm/yyyy.

	Name: (print)
	 

	Title:
	

	Signature: 
(e-signatures accepted)
	 

	Registration number:                  (if applicable)
	 



 



[bookmark: _Toc157178948]Appendix 3: Conflict of Interest Declaration Form  
[Conflict of Interest forms do not need to be published with your National 3PG, but should be held in the document ‘master file’ by the Document Owner].

[image: ]
CONFLICT OF INTEREST DECLARATION FORM 							

This form must be completed by each member of the Development Group.

Title of National 3PG being considered: 
Please indicate the statement that relates to you
I declare that I DO NOT have any conflicts of interest  ☐
I declare that I DO have a conflict of interest  ☐
	Details of conflict (please refer to specific National 3PG)

(Append additional pages to this statement if required)


Signature:
Print name:
Registration number (if applicable):
Date:
The information provided will be processed in accordance with data protection principles as set out in the Data Protection Act. Data will be processed only to ensure that Development Group act in the best interests of the members. The information provided will not be used for any other purpose.  
A person who is covered by this National 3PG* is required to furnish a statement, in writing, of:
(i) The interests of the person, and

(ii) The interests, of which the person has actual knowledge, of his or her spouse or civil partner or a child of the person or of his or her spouse which could materially influence the person in, or in relation to, the performance of the person's official functions by reason of the fact that such performance could so affect those interests as to confer on, or withhold from, the person, or the spouse or civil partner or child, a substantial benefit. 
*policy, procedure, protocol or guideline.
DOC TITLE:                                                                                                                                                                                       
VERSION NO:   Click or tap here to enter text.    EFFECTIVE FROM DATE:   Click or tap to enter a date.     REVISION DUE DATE:   Click or tap to enter a date.                    
	                                                                                                                                                                         Page 15 of 17

[bookmark: _Toc157178949]Appendix 4: Sample implementation plan template  
[For support, refer to the toolkit and guidance in the implementation section (stage 4) in ‘How to Develop HSE National Policies, Procedures, Protocols and Non-Clinical Guidelines - A Practical Guide ]

	National 3PG Title: Click or tap here to enter text.
Expected date of implementation (refer to the expected date of full implementation of the National 3PG): Click or tap to enter a date.
[Consider allowance for training to be carried out, or an old document to be phased out]
Implementation lead/role: Click or tap here to enter text.

	

	IMPLEMENTATION ACTION
	Implementation barriers / enablers
	List of tasks to implement the action
	Lead responsibility for delivery of the action
	Expected completion date
	Expected outcomes 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	Describe the structure and governance of your implementation team.
[An implementation team/contact must be in place and be available to communicate, disseminate and provide guidance, education materials and support to local implementation teams]

Education / training required to implement the National 3PG:
[List any tools and resources developed to support the implementation of this National 3PG at the local level, and where these tools can be accessed].
Example: National memo’s/circulars, Resources on websites, HSeLanD training modules, patient and service user information leaflets, training linked to CPD, e-learning, podcasts, study days, research, checklists, audit tools, seminars, conference, patient pathways, toolkits, algorithms, teaching aids, presentations.


Adapted from National Clinical Effectiveness Committee (NCEC) Implementation Guide and Toolkit (Department of Health 2018) 

[bookmark: _Toc157178950]Appendix 5: National Audit Tool  
[This is a mandatory appendix and must be published with your National 3PG]
[Local sites can then use your Audit Tool to audit their compliance with the key guidance and recommendations in your National 3PG.  A sample tool is provided below.]. 

[Insert Audit Tool you have developed for your National 3PG here]

Methodology  
Population:  A sample of target users
Sampling:  A total of 10% or 10 target users, whichever is greater, should be selected.
Frequency:  To be determined locally at least annually.
Method:  Record Y for Yes, if the criteria are met.  Record N for No, if criteria are not met or N/A for Not applicable.
Compliance requirement:
[Should have a 100% compliance requirement unless your National 3PG allows flexibility – compliance levels should be set].

	Is standard/criteria being met for the following statements:
The Development Group should identify the core statements that should be audited at least annually.
	Yes
	No
	N/A
	Evidence

	Statement 1
Insert as relevant to the National 3PG subject matter
	
	
	
	

	Statement 2

	
	
	
	

	Statement 3

	
	
	
	

	Statement 4

	
	
	
	

	Statement 5

	
	
	
	

	Statement 6

	
	
	
	

	Date of Audit:
Audited by (name/title):
Compliance Rate %:

	Calculation of Compliance Rate %:  
The score, expressed as a percentage, is calculated by dividing the number of “yes” and “no” answers.  “Not applicable” answers are excluded from the calculation of the percentage score.

Example:  If there are 6 “yes” and 2 “no” answers, the score is calculated as follows:
6 (yes answers) divided by 8 (total of yes and no answers) multiplied by 100 = 75%




[bookmark: _Toc157178951]Appendix 6: Checklist  
[Your Checklist does not need to be published with your National 3PG, but should be held in the document ‘master file’ by the Document Owner].

[Completion of the Checklist is the responsibility of the chairperson of the Development Group]

	Checklist for Best Practice in Developing HSE National 3PGs


	Stage 1
	Deciding the need

	1. 
	Aligned with HSE National Priorities
	☐
	2. 
	Clearly defined document type (P,P,P or G)
	☐
	3. 
	Approval obtained to develop 
	☐
	Stage 2
	Planning

	4. 
	Governance clearly established
	☐
	5. 
	Appropriate stakeholder involvement
	☐
	6. 
	Defined in-scope and out-of-scope
	☐
	7. 
	Development Group (terms of reference/conflict of interest forms)
	☐
	Stage 3
	Development

	8. 
	Evidence methodology based
	☐
	9. 
	Creation of guidance / recommendations
	☐
	10. 
	Explicit link between the evidence to guidance / recommendations
	☐
	11. 
	Circulated for national consultation/independent expert review (as required)
	☐
	12. 
	Audit Tool developed
	☐
	Stage 4
	Implementation

	13. 
	Implementation plan completed / Team established
	☐
	14. 
	Communication and dissemination plan developed
	☐
	15. 
	Supports: advice, tools, resources developed and where to access 
	☐
	Stage 5
	Sustainability

	16. 
	Monitoring and Audit Plan outlined
	☐
	17. 
	Audit outcomes: structure in place to link to quality improvement and risk management processes
	☐
	Document Control

	18. 
	Mandatory pages 2+3 of this template are fully completed. 
	☐


I confirm that all of the above key activities have been met:  ☐
	Chairperson name:
	Title:


	Signature: (e-signatures accepted)


	Registration number:
(if applicable)
	Title:


	Date:
	 Click or tap to enter a date.


 
Submit this Checklist with your final National 3PG to the Document Approver.
[bookmark: _Toc157178952]Appendix 7: Signature sheet  
[This is a tool for line managers to print off and have staff sign as part of good record keeping/audit trail. This Signature Sheet should not be attached with the final published document].
I have read, understand and agree to adhere to this Policy / Procedure/ Protocol/ Guideline/ Clinical Guideline (delete as appropriate)
Document Title:  

	Print Name
	Signature
	Job Title
	Date
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