Consultation on SAFEGROUNDS Good Practice Guidance for Records and Record Keeping
Draft 3.0

Comments submission form

Please complete the comments form below and return to Jo Facer at CIRIA (jo.facer@ciria.org) by Friday 27th October 2006.

Key questions to consider when reviewing the document

Structure:

· Does the document have a logical structure?

· Is the contents list of an appropriate level of detail?

· Is the structure of the document clear to users and is the navigation guidance clear?

· Is the document repetitive?

Content:

· Does the guidance cover the subject comprehensively?

· Does it provide fundamental principles of good practice for record-keeping?

· Are there areas that you feel have been skimmed over too lightly?

· Are the illustrations appropriate?

· Is the target audience defined and is the content clearly targeted at the target audience?

· Does the guidance strike the right balance between providing clear guidance statements and supporting information?

· Is the split between the information in the main body and the appendices appropriate?

· Is regionality addressed adequately?

· Does the document avoid relying too heavily on anecdotal evidence?

· Is it well referenced?

Written style:

· Is the writing style concise?

· Are the key points made clearly?

· Is terminology consistently used?

· Is the document written in a style that is reasonably accessible to the non-technical reader

All comments submitted as part of this consultation will be logged on the SAFEGROUNDS website in the project consultation log.

If you are happy for your comments to be attributed to your name and organisation, please tick the box below.
	I am happy for my comments to be attributed to my name and organisation :
	


Personal details:

	Salutation 
	:
	

	First name
	
	

	Surname
	:
	

	Position in company
	:
	

	Company name and address
	:
	

	Email
	:
	

	Company’s main area of activity
	:
	


Comments on content:
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	SECTION 1 – INTRODUCTION & BACKGROUND
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	SECTION 2 – THE REQUIREMENTS FOR RECORDS

	
	
	
	

	
	
	
	

	
	
	
	

	SECTION 3 – GUIDANCE ON THE RECORDING OF INFORMATION


	
	
	
	

	
	
	
	

	
	
	
	

	SECTION 4 – RECORD KEEPING SYSTEMS AND ASSOCIATED PROTOCOLS

	
	
	
	

	
	
	
	

	
	
	
	

	END PAGES (references, glossary)

	
	
	
	

	
	
	
	

	
	
	
	

	APPENDICES

	
	
	
	


General project comments and queries:

If you have any general comments or queries on the project that do not relate to a specific section of the draft report, please include these below.

	GENERAL COMMENTS
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