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Checklist for Approval and Ratification Boards Procedural Documents

Policy Name:  

Action Requested: Ratification by OMB (    CMB (  other: _____________________
	
	
	Yes/No/
N/A
	Comments

	1
	Format & Layout 
	
	

	
	Has a quick reference guide been included?
	
	

	
	Is the procedural document clearly set out and free from spelling errors?
	
	

	
	Is the key information displayed at the beginning of the procedural document?
	
	

	
	Have the appendices been saved as separate documents? 
Please ensure that PDFs are not included in published documents as they do not meet The Web Content Accessibility Guidelines (known as WCAG 2.1) 
	
	

	2
	Additional assessments 
	
	

	
	Does the procedural document have the following:

· Equality Impact Assessment (for ‘Must Do’ policy only)
· An Approved Privacy Impact Assessment (if you implementing a new system or service, or changing the way you work)
If yes, attach for the Ratifying committee to review
	
	

	3
	Title and Rationale
	
	

	
	Is the title clear and unambiguous?
	
	

	
	Is it clear whether the document is a guideline, policy, protocol or standard?
	
	

	
	Are reasons for development of the document stated?
	
	

	4
	Development Process
	
	

	
	Who has been involved in the development of the procedural document?



	
	For procedural documents that detail training needs or specifications have these been agreed with the Education Department?
	
	

	5
	Content
	
	

	
	Is the objective of the document and intended outcomes clear?
	
	

	
	Is the target population clear and unambiguous?
	
	

	
	Are the statements clear and unambiguous?
	
	

	6
	Evidence Base
	
	

	
	Are key references cited?
	
	

	
	Are supporting documents referenced?
	
	

	7
	Local Approval
	
	

	
	Has DTC approval been given (for clinical documents including drugs)   Yes (       No (    Not applicable (

	
	Which Governance Committee/Group has approved the procedural document:

Name:                                                                                              Date: 

	
	If appropriate have the joint OD and People/staff side committee (or equivalent) approved the document?
	
	

	8
	Dissemination

	
	What is the implementation Plan:


	
	Who (job title/name) will review this document:

	9
	Document Control

	
	Does the document include version details?
	
Y
	

	10
	Process to monitor compliance and effectiveness

	
	Are there measurable standards to support the monitoring of compliance with and effectiveness of, the document?
	
	

	11
	MicroGuide

	
	Is this document new or replaces an existing document?
	new  (  replacement  (

	
	For new procedural documents please state where on MicroGuide this document should be placed

Guide Name:                                                     Subheading name:  

	12
	Review Date

	
	When will this procedural document be reviewed:   1 year (     3 years  (    5 years  (   

	Post Holder responsible for the Policy/Document Approval

	The Post Holder (procedural document owner/author) should sign here to confirm their approval of the document and their authority for its submission to the Board

	Name
	
	Date:
	       

	Signature
	

	Board/Committee Ratification

	If the committee is happy to ratify the approval of this document, the minutes should reflect this.  Chair of the board/committee should sign and date it here. Document owner to maintain this signed approval form in their records

	Name
	  
	Date
	 

	Signature
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