Review/New Policy Checklist

This checklist to be used as part of the development or review of a policy and
presented to the Policy Governance Group (PGG) with the revised policy.

Tick to confirm

Has the version control/storage section been updated?

Engagement

1. Is the Executive Lead sighted on the development/review of the Y
policy?

2. Is the local Policy Champion member sighted on the Y
development/review of the policy?
Development and Consultation

3. If the policy is a new policy, has the development of the policy been N/A
approved through the Case for Need approval process?

4. Is there evidence of consultation with all relevant services, partners Y
and other relevant bodies?

5. Has the policy been discussed and agreed by the local governance Y
groups?

6. Have any relevant recommendations from Internal Audit or other Y

relevant bodies been taken into account in preparing the policy?
Template Compliance

Is the policy title clear and unambiguous?

Is the policy in Arial font 12?

Have page numbers been inserted?

7
8
9
10.
11.

Has the policy been quality checked for spelling errors, links,
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accuracy?
Policy Content

and key documents?

12. | Is the purpose of the policy clear? Y

13. | Does the policy comply with requirements of the CQC or other Y
relevant bodies? (where appropriate)

14. | Does the policy reflect changes as a result of lessons identified Y
from incidents, complaints, near misses, etc.?

15. | Where appropriate, does the policy contain a list of definitions of Y
terms used?

16. | Does the policy include any references to other associated policies Y

Has the EIA Form been completed (Appendix 1)?

Dissemination, Implementation, Review and Audit Compliance

18. | Does the dissemination plan identify how the policy will be Y
implemented?

19. | Does the dissemination plan include the necessary training/support Y
to ensure compliance?

20. | Is there a planto Y
i. review
ii. audit compliance with the document?

21. | Is the review date identified, and is it appropriate and justifiable? Y




