
Checklist 
The following checklist can be photocopied and used by you to help you when taking 
decisions.  When you use it, remember to place the completed form on the file to 
which it applies.  This will assist you greatly if you need to write reasons at a later 
date or if the matter is taken on review.  
 
Am I authorised to take this decision by the empowering provision?  That is: 
¨ What is the empowering provision?  Write it down in the following space: 

_____________________________________________ 
¨ Has the application or request been sent to the right department? 
¨ Am I the right person to take this decision? 
¨ Is the matter in my geographical area? 

 
Did I act under an authorised delegation of power?  If so … 
¨ Is the delegation in writing? 

 
Am I impartial?   
¨ Do I have any personal interest in this matter? 
¨ Do I have any financial interest in this matter? 
¨ Do I personally know any of the parties involved? 
¨ Do I have any prejudice against any of the parties involved? 

 
¨ Did I comply with all procedures set out in the empowering provision? 
 
¨ Did I follow the prescribed procedure?   
 
¨ If I did not follow the prescribed procedure, does the empowering provision allow 

me to follow a different but fair procedure or is it a justified departure (for 
example, if the matter was urgent)?  If you followed a different procedure, write 
down what you did in the following space and why you did it: 

 
______________________________________________________________ 
 
______________________________________________________________ 

 
______________________________________________________________ 
 

 
¨ Did I give notice to all parties whose rights may be adversely affected by my 

decision?  Fill in their names in the space below: 
______________________________________________________________ 
 
______________________________________________________________ 

 
 
¨ Did I give them an opportunity to make representations? 
 
¨ Did I consider all of the representations before I made my decision? 
 



¨ Did I take the decision based on the correct information - factually and legally?  
What are the facts? 

 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 

¨ What is the law that I took into account? 
 

______________________________________________________________ 
 
 

¨ What factors did I consider as relevant when I made my decision? 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 

 
¨ What factors did I disregard as irrelevant factors / considerations when I made 

my decision? 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 

¨ Did I take the purpose of the empowering provision into account in making my 
decision?  What is the purpose of the empowering provision?  Write it down: 
______________________________________________________________ 
 
______________________________________________________________ 
 

¨ Did I make my decision in good faith? 
 
¨ Is this my decision, and not a decision that I made because I was influenced or 

told to do it in this way by others? 
 
¨ What is the connection between the decision I took and the purpose for which it 

was taken? 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 

¨ Did I make my decision within the prescribed time or within a reasonable time (if 
there is no prescribed time)?  How long did it take me? 
___________________________________________________________ 




