Checking drafts of new policies or procedures

Please help us check these drafts of new policies or procedures. Simply read through the drafts and make notes.

Use these questions to guide you: 

1. Please check the typing and grammar. Write your corrections on the draft that you have.

2. Does it define what needs to be done (or what must not be done)?

· It is easy to read and understand? 

· Would you use it to check the right way to do things?

· Does it keep legal jargon to a minimum?

· Is it clear? Or could it be misinterpreted?

3. Does it cover all anticipated circumstances?

· Are there circumstances where it would not work? (E.g. exceptions, difficult cases.) If so, are they important enough to put in?

4. Is it useful for training new staff in what to do?

5. Does it set a clear standard for good enough vs. not good enough performance?

6. Does it set the standard at the right level?

7. Are systems simple and easy to reproduce if our organization grows?

8. Is it an improvement on what you now have?
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