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Policy Formation Checklist
(For more detail see SDPI Draft Guidelines: Unit 4; 16-25)
1. Comply with statutory requirements:  If there are legislative requirements find out what they are.  Look first at those policies directly required by legislation (e.g. code of behaviour or admissions policy).  Look then at policies that by implication are required by legislation and that have fundamental implications for the welfare of students and staff (e.g. child protection or sexual harassment policies).  School policy makers are not expected to be lawyers but should look at what recent acts have laid down.  In some cases (the admissions policy, for example) appropriate legal advice may be sought if there are unresolved concerns. 
2. Align policy and core values:  Articulate what the implications of your stated mission, vision and aims are for any given policy area.  Are your policies compatible with these values?  Do these values require other policies to be lived in the school?  This exercise can be useful not only in the obvious sense of getting policies congruent with the ethos of the school but also in enabling the school community to link aspiration with reality. 

3. Put Teaching and Learning at the centre:  Remember to consider how any policy impacts on the central experiences of the school, especially teaching and learning.  This recognises the need for coherence, for being aware of how policies may interact and should reinforce one another, but under the guiding principle of the core business of schooling - teaching and learning. 
4. Consult stakeholders & expertise as appropriate:  It is a good rule of thumb for a school that for whatever group can be affected by the policy they or their representatives should have been at least consulted about it.  Not only is this just, it increases the legitimacy of the policy, particularly when contentious cases arise under its remit.  Expertise other than legal (e.g. educational, medical, psychological) may be useful. Schools should be ready to learn from informed others while remaining sensitive to the uniqueness of their own position. 
5. Identify and state the reasons for the policy:  Be clear about what the policy is for and what it is to achieve before you move to writing the policy. This may itself require initial exploratory work.  The finished policy must be evaluated against the stated aims for the policy identified at the start. Furthermore, the policy, and each major section of the policy, should incorporate an explanation of what its purpose is and how it may contribute to the well-being of the school.  This is especially important where issues of equity and justice are concerned. 
6. Be clear, comprehensive and practical:  A policy is a guide to practice and is drafted to be implemented.  The language should not be a barrier to comprehension or implementation.   Avoid ambiguity.  Simplicity and clarity are at a premium.  Students and parents, especially in disadvantaged circumstances, should not be excluded by jargon or pedantry.  A policy is a tool not an ornament.  
7. Avoid conflict between school practice and policy:  The policy must guide practice.  If this becomes difficult for any reason then adapt the policy accordingly rather than neglecting all or part of it. 
8. Work through templates & use ‘renamed’ imports carefully:  This is a topical concern. Many Trustees, Vocational Education Committees and other bodies are producing policy templates to ease the pressure on schools.  These are useful but should be handled with care.  They vary in the degree of process they invite from a school (some are essentially finished policies).  The policy should be processed rather than rubber stamped or it will neither reflect the life and values of the school nor truly guide practice.  Scan policies & templates for statements of practice or fact and ensure that they are true for your school if they are to remain in the finished policy.  A quickly adopted and filed away policy may prove an embarrassing hostage to fortune if it emerges into light during a crisis and exposes a school practice at variance with its terms.   

9. Publicize to all concerned stakeholders:  A policy has not been finally adopted until all those concerned have, as far as reasonable, been informed about it.  It may be reasonable, for example, in some circumstances, to use Student Councils and Parent Councils to disseminate information.  However, one should err on the side of openness.  If one is hesitant to inform because of anxiety about how someone or some constituency will respond then it’s a fair bet the policy is flawed.  
10. Review & evaluate regularly:  Circumstances change.  Policies can become redundant or out of date or may prove to be ineffective in part or entirely.  All policies are provisional in the sense that they must be reviewed in the light of changing experience, needs and circumstances. Regularly review implementation and dissemination.  Set in advance a date for a thorough evaluation. Re-evaluate periodically or as need arises.   
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