Appendix H - Responsibilities of the Approving Committee (Sponsor Committee)

Trust’s Policy and Procedure for the Development, Review and Control of Trust‑Approved Procedural Documents
Responsibilities of the Approving Committee (Sponsor Committee) on a page! 
The policy author should complete the Policy Checklist and the accompanying Impact Assessment and present both, alongside the new or revised policy, to the Approving Committee (Sponsor Committee). The Approving Committee is responsible for reviewing these documents, signing and dating them to confirm that all required steps have been followed before the policy is submitted to the ratifying committee.  The Approving Committee should also review and consider the supporting implementation plan included within any policy document. 
Ratifying committees, such as the Quality Committee, rely on this signed documentation as assurance that the correct development and governance processes have been undertaken.
The Policy Checklist summarises and reflects the standards set out in the Trust’s Policy and Procedure for the Development, Review and Control of Trust‑Approved Procedural Documents, ensuring that each policy meets the required quality, evidence, and governance expectations.
The approving committee should consider as detailed within the checklist:
Title Is the title clear and unambiguous?
Purpose Are reasons for development of the document stated?
Development Process Are people involved in the development identified? Do you feel a reasonable attempt has been made to ensure relevant expertise has been used?  Is there evidence of consultation with stakeholders and users?
Style/format Is the document in the correct structure/format? Is the document clear and concise? Are key terms defined?
Content Is the objective of the document clear?  Is the target population clear and unambiguous?  Are the intended outcomes described?  Are statements clear and unambiguous?
Evidence Base. Is the type of evidence to support the document identified explicitly? Are key references cited?  Are the references cited in full?  Are supporting documents referenced?
Approval. Does the document identify which committee/group will approve it?  If appropriate have the joint Human Resources/staff side committee (or equivalent) reviewed the document?
Implementation Plan. Is there an Implementation Plan?  Does the plan clearly state how the procedure will be disseminated? Does the plan include the necessary training/support to ensure compliance?  How will implementation be evaluated?
Document Control. Does the document identify where it will be held? Have archiving arrangements for superseded documents been addressed?
Impact Assessment. Is the Impact Assessment completed? Are there any areas that require action.
Review Date. Is the review date identified? Is the frequency of review identified?  If so, is it acceptable?
Overall Responsibility for the Document. Is it clear who will be responsible for co-ordinating the dissemination, implementation and review of the document?
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