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Procedure Title
Policy Review Guidelines

Preamble
A new policy or procedure will be reviewed one year after its initial implementation. Following
this first review, all policies and procedures will be scheduled for review every three (3) years.

Purpose

To uphold the integrity of Deakin College’s quality management and continuous improvement
processes by ensuring policies and procedures remain current, effective, and aligned with
institutional goals and regulatory requirements.

Scope
Policies and procedures may be reviewed more frequently than the scheduled cycle if prompted
by legislative changes, significant operational shifts, or other exceptional circumstances.

Procedure
Step 1: Notification of Review

The Policy Owner will be contacted by the Director of Quality and Student Services (or their
delegate) when a policy is due for cyclical review. They will be informed of the expected
completion date for the review and, if the proposed changes are considered major, advised of
the relevant Committee responsible for approving the amended policy.

Step 2: Preliminary Review

The Policy Owner initiates a preliminary review, which may either:
e Serve as the formal review if no substantial changes are required, or
e |dentify the need for a comprehensive review.

Stakeholder consultation may be initiated during this stage. The preliminary review should
consider the following guiding questions:

e Does the policy suitably address the factors that had given rise to it? That is, does it
achieve its stated purpose?

e Are the outcomes and principles aligned with the College’s current objectives and
values?

e Have any structural changes within the College impacted the policy?

e Are there any legal or regulatory changes that affect the policy?

e s the policy consistent with TEQSA and other relevant codes of practice or guidelines?
e Does the policy meet the needs of a diverse student and staff population?

e |s the language and terminology current and appropriate?

e |s the format consistent with the approved Deakin College policy template?

e Isthe policy being followed in practice? What evidence supports this?

e Areroles and responsibilities clearly defined and understood?

e Are there any barriers to compliance?
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e Are the associated procedures adequate and aligned with the policy?
e Has the policy been effective in achieving its intended outcomes?
e Do any related policies require revision or rescission?

The Policy Owner submits the findings along with a recommendation on whether a
comprehensive review is required. If a full review is not warranted, the Policy Owner is
responsible for updating the document within the policy library using the draft function and
tracked changes. Once the proposed amendments are incorporated and approved, the revised
policy is published from the document library by the Director Quality and Student Services.

Step 3: Comprehensive Review

If substantial issues are identified, a comprehensive review is initiated. A Reference Group of
relevant stakeholders may be formed to support the review. The preliminary report serves as the
basis for discussion. The College community or targeted groups may be invited to provide
feedback within a specified timeframe.

The comprehensive review is typically completed within 60 days. A report outlining
recommended revisions is submitted to the Policy Owner for consideration and endorsement.

Step 4: Approval of Amendments

Minor amendments may be approved directly by the Policy Owner (Implementation Officer).
However, if the proposed changes are considered major, approval must be obtained from the
designated Approval Authority. In cases where the changes are so substantial that they
effectively create a new policy, such as merging existing policies or significantly altering the core
elements of the policy statement, final confirmation is required from the College Director and
Principal.

Step 5: Communication of Changes

The Policy Owner communicates the approved changes to the College community and provides
detailed information to key stakeholders to support operational implementation.

Related Documentation
Quality Management and Continuous Improvement Policy

Status and Details

Identification Policy Review Guidelines
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Approval Authority

Senior Management Group

Implementation Officer

Director Quality & Student Services

Enquiries Contact

Robert Close
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