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University of Newcastle – Policy Document Checklist

Completion of this checklist for all new policy documents and policy document reviews will ensure compliance with the University Policy Framework. 

Documents submitted for inclusion in a committee meeting agenda without this checklist may be rejected from the committee meeting agenda.

	Policy Document Title
	

	Responsible Executive
	

	Policy Risk Category
	Choose an item.
	Review / Amendment Type
	Choose an item.



	Item
	Checklist
	Yes
	No
	N/A

	1.
	The document is aligned with the University strategic plan or relates to a legislative or contractual obligation.
	☐	☐	☐
	2.
	A stakeholder reference group has been established in consultation with the Policy & Delegations Officer and has been consulted during the development or review process.
	☐	☐	☐
	3.
	Where the subject matter relates to legislation, or involves the development of a Rule, Legal & Governance Services have been consulted.
	☐	☐	☐
	4.
	The author has developed a detailed understanding of risks, opportunities, problems, knowledge, experiences and perspectives to develop / review the document.
	☐	☐	☐
	5.
	For major reviews and new policy documents a policy risk and opportunity assessment has been undertaken.
	☐	☐	☐
	6.
	For major reviews and amendments recent internal audit findings, if available, have been reviewed to inform the review.
	☐	☐	☐
	7.
	For new policy documents, major reviews, or high or medium risk policies undergoing major amendment, the final version of the policy document has been released on the bulletin board for a minimum 2 week feedback period.
	☐	☐	☐
	8. 
	Where required under the Enterprise Agreement, the document has been subject to review by the Staff Consultative Committee.
	☐	☐	☐
	9.
	Where related to wellbeing, health and safety, the document has been subject to review by WHS Consultation Committees.
	☐	☐	☐
	10.
	If the document applies to controlled entities, all controlled entities have been consulted during the development / review process.
	☐	☐	☐
	11.
	The document is considered sufficiently effective to align with the University’s strategic risk appetite.
	☐	☐	☐
	12.
	If new, or a high or medium risk policy, the final draft has been subject to a quality review by the Policy & Delegations Officer.
	☐	☐	☐
	13.
	Consultation with the Policy & Delegations Officer has occurred to agree on the next review date.
	☐	☐	☐
	14.
	The Policy Committee Cover Paper has been drafted.
	☐	☐	☐
	15.
	Records of consultation have been maintained in TRIM, and details of consultation are recorded in the Cover Paper.
	☐	☐	☐
	16.
	The final draft has been provided to the Policy & Delegations Officer to transfer into the Policy workspace.
	☐	☐	☐
	17.
	For new policy documents or major reviews, an Implementation Plan has been developed in readiness for operationalisation and includes seeking assurance from controlled entities regarding their implementation and compliance (where relevant).
	☐	☐	☐
	18.
	The correct delegate has been identified as the Approver in the Cover Paper.
	☐	☐	☐
	19.
	The Cover Paper resolution requests APPROVAL by the appropriate delegate.
	☐	☐	☐
	20.
	Where the approval of the policy document is dependent on rescission of another document, or amendments to other policy documents or Delegation Schedules, the paper also contains an appropriate resolution requesting these approvals.
	☐	☐	☐


	Completed by: (Name/ Position)
	Date

	Click or tap here to enter text.	Click or tap to enter a date.
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