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	Document Details

	Policy Document Name
	Click or tap here to enter text.
	Author / SME
	Click or tap here to enter text.
	Responsible Executive
	Click or tap here to enter text.
	Date of Review
	Click or tap to enter a date.
	Review Type
	Choose an item.



	Quality Review




	Type of Document
	Choose an item.
	Does the content of the document meet the policy type purpose (Table 1 – Policy Framework). 
	Choose an item.
	Recommendations:

	Click or tap here to enter text.



	Document Content

	Does the content align with the proposed document title?
	Choose an item.
	Does the draft contain a clearly defined purpose?
	Choose an item.
	Is the Scope appropriate, and does it state whether or not it applies to controlled entities?
	Choose an item.
	Does the content align with the Policy Style Guide:

	Plain English 
	Choose an item.	Short simple sentences
	Choose an item.
	Active voice 
	Choose an item.	Repetition is avoided
	Choose an item.
	Gender neutral language
	Choose an item.	Consistency in language and terminology
	Choose an item.
	Does any content conflict with other Policy documents?
	Choose an item.
	Are there any conflicting clauses within the document?
	Choose an item.
	Does any content conflict with requirements of the Enterprise Agreement?
	Choose an item.
	Does any content conflict with approved Delegations of Authority?
	Choose an item.
	Does the content conflict with any approved committee Terms of Reference?
	Choose an item.
	Does the content meet the stated purpose of the document?
	Choose an item.
	If commensurate with the risk, have non-compliance clauses been included?
	Choose an item.
	Are procedural responsibilities assigned to current roles and time based (where appropriate)? 
	Choose an item.
	Is nomenclature of all divisions, positions and committee’s current?
	Choose an item.
	Are mandatory and discretionary requirements clearly distinguishable?
	Choose an item.
	Is the document flow logical and easy to understand?
	Choose an item.
	Are terms defined by the Policy Glossary used consistent with the current definition?
	Choose an item.
	Are all irregular terms defined?
	Choose an item.
	Where new glossary terms are being proposed, have these been approved by the University Secretary?
	Choose an item.
	Recommendations:

	Click or tap here to enter text.


	In the reviewer’s opinion is the document ready for posting on the bulletin board?
	Choose an item.
	In the reviewer’s opinion is the document ready for submission for approval?
	Choose an item.

Please note, this Quality Review does not assess compliance with any legislative requirements.  Consultation with Legal & Compliance should be undertaken to confirm legislative compliance.



	Quality Review Completed By:

	Completed By:



	Click or tap here to enter text.	Date
	Click or tap to enter a date.
	
	Policy & Delegations Officer, Governance & Assurance Services
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