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	QUEENSLAND CORRECTIVE SERVICES

ADMINISTRATIVE FORM – PROCEDURE DEVELOPMENT CHECKLIST

Availability: Public

Implement Date: 18 December 2009


Refer procedure – Procedure Development and Approval Process
Refer appendices – Document Titles and File Names; Procedure Formatting
This checklist must be completed prior to the approval process starting for all procedures.

 FORMCHECKBOX 

Correct template for document.

 FORMCHECKBOX 

“Header” - A printed or saved copy of this document is not the official version (not for administrative forms).
 FORMCHECKBOX 

“Title” is unique (so that links will be correctly matched by the SHTML converter program).

 FORMCHECKBOX 

“Category” in banner correct.

 FORMCHECKBOX 

“Version” amended (first version is 01).

 FORMCHECKBOX 

“Implementation date” blank (will be completed during publication process).

 FORMCHECKBOX 

“Application” shows (as relevant) Probation and Parole/Custodial Operations/Agency.

 FORMCHECKBOX 

“Availability” shows (as relevant) Public/In-Confidence/Protected/Highly Protected” (refer – IS18 – Information Security and Queensland Government Information Security Classification Framework).

 FORMCHECKBOX 

“Authority” completed showing relevant legislation and relevant sections.

 FORMCHECKBOX 

“Purpose” appropriate (To provide/ensure/enable/establish etc. …).

 FORMCHECKBOX 

Link references in body of document are in blue font and preceded by “~”.

 FORMCHECKBOX 

Referenced documents checked for relevance, file address reference and listed in relevant “Links” list at the end of the procedure with EXACTLY the same name (so that links will be correctly matched by the SHTML converter program), ensuring the document has been or is to be published.

 FORMCHECKBOX 

Links addresses located (to assist the web publisher).

 FORMCHECKBOX 

“Links” lists only include procedures/policies/legislation (etc.) referred to in procedure.

 FORMCHECKBOX 

Signature block correct.

 FORMCHECKBOX 

“Footer” information correct, filename and page X of Y inserted by Autotext.

 FORMCHECKBOX 

If a new document, file name appropriate (refer appendix – Document Titles and File Names).

 FORMCHECKBOX 

Metadata completed (check by opening document, clicking on file/properties/summary) (refer appendix – Procedure Formatting).

 FORMCHECKBOX 

Spell check complete.

 FORMCHECKBOX 

Consulted with relevant business units and have received their endorsement.

 FORMCHECKBOX 

Following checked and replaced
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