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[bookmark: _Hlk32918637][bookmark: _Hlk89959842]Instructions:
The following checklist is provided to assist decision makers in making principles-based decisions and recording these in a Statement of Reasons.  
	Statement of Reason
	

	1. Confirm that you have the correct legal or organisational delegations/authority to make the decision. If you require additional information on delegations, email the Governance Team: edugovernance@act.gov.au.  
	

	2. Identify and comply with relevant legislation, policies and procedural requirements. This includes: Chapter 6 of the Education Act 2004 and Reviewable Decisions Policy. 
	

	3. Gather material/information and consider all relevant facts and criteria.
	

	4. Evaluate the facts and criteria, checking facts if you are uncertain.
	

	5. Ensure no one involved in the decision-making process has a conflict of interest. Make sure you disclose any actual, potential or perceived conflict of interest to your supervisor/manager. 
	

	6. Make your decision on the merits of each individual case and be consistent in the way you make your decisions.
	

	7. Make sure you maintain confidentiality of information. Refer to the Privacy Policy and Territory Privacy Principle (TPP) 1.3 of the Information Privacy Act 2014. 
	

	8. Ensure timely decision-making.
	

	9. Keep parties informed during the decision-making process.
	

	10. Inform the relevant parties and provide written reasons for the decision.
	

	11. Complete a Statement of Reason Template, as it will support you to effectively document and maintain records in the decision-making process,
	





image1.png




image2.png




