[image: Child Safety Network Australia]
Template: Review of a Procedures/Process
	Date:
	Process:
	Conducted by:

	Policy relates to:
	



	Consideration
	Yes/No
	Areas of improvement

	Is this procedure/process necessary for the organisation?
	Yes ☐No ☐
	

	Is there a Policy which the procedure/process relates to? (if not should there be)
	Yes ☐No ☐
	

	Is the developed procedure/process fit for purpose and easy to follow?
	Yes ☐No ☐
	

	Do staff/volunteers require particular training to follow this policy/procedure?
	Yes ☐No ☐
	

	Does written guidance material duplicate the policy/procedure?
	Yes ☐No ☐
	

	Have staff/volunteers been trained in how to implement the policy/procedure?
	Yes ☐No ☐
	

	Is the procedure/process overly complex?
	Yes ☐No ☐
	

	Do key documents use diagrams to outline processes to be followed?
	Yes ☐No ☐
	

	Are there clear roles for relevant parties?
	Yes ☐No ☐
	

	Does it align with relevant aspects of child safety i.e. emergency management, mandatory reporting,, reportable conduct etc?
	Yes ☐No ☐
	

	Where possible are non-technical terms used?
	Yes ☐No ☐
	

	Are relevant documentation clearly set our, free of typographical errors and have adequate spacing and paragraph numbering?
	Yes ☐No ☐
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