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Policy and Procedures Evaluation Checklist

This checklist includes criteria for effective policies. You can use it to evaluate various policies and procedures to ensure they’re comprehensive and effective. However, using this checklist is not a Joint Commission requirement. Answers to all questions should ideally be Y for Yes (unless they aren’t applicable). Comments should explain further and/or describe how to address any issues.
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	Y
	N
	N/A
	COMMENTS

	Does the document have a simple, straightforward name or title that clearly describes the purpose of the document?
	
	
	
	

	Does the document include a statement about its purpose and who must comply?
	
	
	
	

	If lengthy, does it have a table of contents to facilitate navigation?
	
	
	
	

	Does the document use a standardized format established for all policies and procedures across the organization?
	
	
	
	

	Are all unique terms defined within the policy?
	
	
	
	

	Have definitions been cross-referenced against other organization documents?
	
	
	
	

	Are procedural steps written in the active voice (for example, “Sign the form to confirm receipt”)?
	
	
	
	

	Are all procedures clearly presented, using diagrams as necessary?
	
	
	
	

	CONTENT
	Y
	N
	N/A
	COMMENTS

	Does the document clearly state who is responsible and accountable for carrying out each action?
	
	
	
	

	Does it clearly state any training necessary for specific actions?
	
	
	
	

	Does it include references to evidence-based resources used in the development of the document?
	
	
	
	

	Are references clearly defined and easy to locate?
	
	
	
	

	Are all actions accurate and appropriate, reflecting the care, treatment, and services your organization offers?
	
	
	
	

	Does the document refer to specific laws, regulations, and/or standards that are the basis for a particular action?
	
	
	
	

	Does it clearly cross-reference other relevant organization documents, as necessary?
	
	
	
	

	REVIEW AND APPROVAL
	Y
	N
	N/A
	COMMENTS

	Is there a way to track all changes to the document, including who made a change, on what date, and the reason for the change?
	
	
	
	

	Does the document (including any amendments) include names and dates of approval?
	
	
	
	

	Does the document include dates of origin, review, and revision, as well as a posting date and/or effective date?
	
	
	
	

	ACCESSIBILITY AND VERSION CONTROL
	Y
	N
	N/A
	COMMENTS

	Can all staff access the document quickly and easily?
	
	
	
	

	Is the document part of a list of policy and procedures documents?
	
	
	
	

	Are old or retired versions of the document available in an archive for reference?
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