(Name of your agency)’s Self-Assessment
Continuous Quality Improvement

 Annual Snapshot
What’s in place NOW? 

· Completing the annual snapshot is useful for establishing an overview of your agency in relation to the Quality Framework Performance Expectations. It is best to complete the snapshot before engaging in the PLAN-DO-CHECK-ACT improvement cycle.

· A snapshot will allow you to:
· Make comparisons in future years and to demonstrate continuous quality improvement changes
· Identify opportunities for improvement based on the snapshot
· Identify priority areas for improvement
DATE RANGE FOR THE SELF-ASSESSMENT:-

STAFF CONTACT FOR THE SELF-ASSESSMENT:-
PARTICIPANTS IN THE SELF-ASSESSMENT:-
WA AOD Sector Quality Framework
Version One February 2005

Performance Expectation 1: Rights and Responsibilities

The service recognises clients as “health consumers” with concomitant rights and responsibilities.

1.1
Statement of Rights and Responsibilities

The service has a written statement of consumer rights and responsibilities which is provided and discussed with them, in a way that is understandable, as early as possible to the time they commence. The service ensures all staff are aware of, and support, the rights and responsibilities of consumers.

	What is (name of service)’s current status in relation to Performance Expectation (PE) 1.1? The following questions may be of assistance. 

	· Does (name of service) have a statement of consumer rights and responsibilities?
	

	· How was this developed?


	

	· How is the statement disseminated?
	

	· Is the statement discussed with consumers?
	

	· What percentage of consumers has received the consumer rights and responsibilities statement? How is this determined?
	

	· What strategies are employed to ensure that staff members are aware of and support the rights and responsibilities of consumers?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


1.2
Consumer rights and responsibilities policies and procedures

The service has written and regularly reviewed policies, procedures and structures in place that guide consumer rights and responsibilities. 

	What is (name of service)’s current status in relation to Performance Expectation (PE) 1.2? The following questions may be of assistance. 

	· What policies, procedures and structures does (name of service) have in place to guide consumer rights and responsibilities?
	

	· When were these last reviewed?
	

	· How were these developed?
	

	· How does (name of service) ensure that staff members are aware of them?
	

	· How does (name of service) ensure these policies and procedures are applied in practice?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


Performance Expectation 2: Consumer Focused Practice

The service encourages consumer participation and considers feedback from consumers on an on-going basis to inform planning and development of non-discriminatory practice.
2.1
Policies, procedures and structures to support consumer involvement at all levels of the 
organisation

The service has written and regularly reviewed policies, procedures and structures/activities in place that encourage and enable the active involvement of consumers in service planning, delivery and evaluation for quality improvement.
	What is (name of service)’s current status in relation to Performance Expectation (PE) 2.1? The following questions may be of assistance.

	· What policies, procedures and structures/activities does (name of service) have in place to support consumer involvement in:

· Service planning

· Service delivery

· Service evaluation
	

	· When were these last reviewed?
	

	· How were these developed?
	

	· How do you ensure that staff members are aware of them?
	

	· How do you ensure these policies and procedures are applied in practice?
	

	· In what activities relating to service planning, delivery and evaluation have consumers participated?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this PE already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


2.2
Development, utilisation and review of a consumer needs and satisfaction survey tool and 
consultation processes

The service performs on-going assessment of consumer needs and satisfaction, utilising feedback to review practice with an aim to improving outcomes.
	What is (name of service)’s current status in relation to Performance Expectation (PE) 2.2? The following questions may be of assistance.

	· How does (name of service) assess consumer needs and satisfaction?
	

	· What strategies are employed to maximise the number of and improve feedback reports?
	

	· What are the levels of satisfaction with the service provided, identified by the consumers, in this report period?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


2.3
Interaction Qualities 

The service has regularly reviewed policies and procedures to inform respectful, sensitive and non-judgemental work practices. 

	What is (name of service)’s current status in relation to Performance Expectation (PE) 2.3? The following questions may be of assistance.

	· What policies and procedures does (name of service) have to inform respectful, sensitive and non-judgemental work practices?
	

	· When were these last reviewed?
	

	· How were these developed?
	

	· How does (name of service) ensure that staff members are aware of them?
	

	· How does (name of service) ensure these policies and procedures are applied in practice?
	

	· What is the current level of consumer satisfaction with (name of service)’s interaction qualities established through consumer survey/consultation?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


2.4
Non-discriminatory practice and equitable access

The service is structured to maximise access, with particular emphasis on reviewing ready and appropriate access to services by Australian Indigenous people, people from culturally and linguistically diverse backgrounds, parents with under school-aged children, young people, families and significant others, people with disabilities, people with co-occurring conditions and people of different genders and sexual orientation. Within this, the service:

· Actively supports staff development to improve knowledge and understanding of service provision issues for a diversity of population groups; and

· Has links, or works collaboratively, with other agencies that have relevant expertise in the provision of services for diverse population groups.
	What is (name of service)’s current status in relation to Performance Expectation (PE) 2.4? The following questions may be of assistance.

	· What structures does (name of service) have in place to maximise access by diverse population groups?
	

	· What staff development activities has (name of service) supported to improve knowledge and understanding of service provision issues for these groups?
	

	· What links or collaborative working relationships with other agencies with expertise relevant to these groups does (name of service) maintain?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


This chart may be useful for comparing access numbers of diverse population groups from one twelve month period to the next.

	POPULATION GROUP

For example:
	PERCENTAGE OF ALL CLIENT NUMBERS
	FIGURES FOR CURRENT 12 MONTH PERIOD
	FIGURES FOR PREVIOUS 12 MONTH PERIOD

	Australian Indigenous
	
	
	

	Culturally and linguistically diverse (CALD)
	
	
	

	Parents with under school-aged children


	
	
	

	Youth < 18 years
	
	
	

	Family members and significant others
	
	
	

	People identified as having co-occurring mental health and AOD conditions


	
	
	

	People identifying as gay, lesbian, transgender or queer
	
	
	

	Other
	
	
	


2.5
Client number management and referral

The service has written and regularly reviewed policies, procedures and strategies to maximise access, supporting consumers to either access the service in an acceptable time frame or be referred to another organisation. 

	What is (name of service)’s current status in relation to Performance Expectation (PE) 2.5? The following questions may be of assistance.

	· What policies, procedures and strategies are in place relevant to client number management and referral?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that staff members are aware of them?
	

	· How does (name of service) ensure these policies and procedures are applied in practice?
	

	· How soon is a client able to access (name of service)?
	

	· Do any particular groups have to wait longer than others?
	

	· Are clients referred to other organisations where there is some delay in gaining access to (name of service)?
	

	· What criteria does (name of service) employ to identify clients in crisis and other clients e.g. Diversion clients who require priority access?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


This chart may be useful to keep a record of numbers and waiting times for a twelve month period

	Month
	Average daily number of consumers waiting
	Average times that consumers have to wait for an appointment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Performance Expectation 3: Evidence Based Practice

The service ensures consumers are well informed of the service options available to them, receive a coordinated and appropriately planned service in accordance with evidence based practice and clinical/practice governance principles that is negotiated with the individual and provided by appropriately experienced staff to best meet the consumer’s needs. 

3.1
Entry criteria

The service has written and regularly reviewed clear and transparent consumer entry criteria informed by the expertise of the staff and the service that is able to be provided.
	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.1? The following questions may be of assistance.

	· What are (name of service)’s entry criteria?
	

	· How are staff members made aware of (name of service)’s entry criteria?
	

	· What is the rationale for (name of service)’s entry criteria?
	

	· How does (name of service) ensure stakeholders are aware of the entry criteria?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


3.2
Delivery of service

The service has regularly reviewed policies and procedures for assessment, engagement, case management, clinical pathways planning, referral where entry is denied and engagement requirements of diverse population groups including significant others.

	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.2? The following questions may be of assistance.

	· What policies and procedures are in place to meet this performance expectation?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that staff members are aware of them?
	

	· How does (name of service) ensure these policies and procedures are applied in practice?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


3.3
Assessment and service matching

The service conducts adequate assessment to determine if engagement of a consumer with the service is appropriate (based on individual needs, considering support and treatment requirements and whether voluntary, coerced, or from a specific population group). The service provides the consumer with information on a comprehensive range of treatment options available in the sector to ensure they are able to make an informed choice of service based on appropriate treatment matching and their needs.

	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.3? The following questions may be of assistance.

	· What assessment is conducted to determine if engagement of a consumer with (name of service) is appropriate? 
	

	· What information on the range of available treatment options does (name of service) provide to consumers to ensure they are able to make an informed choice?
	

	· How does (name of service) ensure staff are aware of assessment procedures and tools, and procedures for appropriate service matching?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


3.4
Inter-agency referral

The service and staff facilitate referral of consumers to other services when entry is denied or as appropriate for case management, shared care and through care; with staff informed of services provided by, and referral requirements of other organisations, with an aim of minimising duplication of assessment processes.

	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.4? The following questions may be of assistance.

	· What strategies are in place to facilitate referral of consumers to other services when entry is denied or as appropriate?
	

	· What strategies are in place to ensure that up to date and accurate information on other agencies and their referral requirements is available and used by staff?
	

	· What supported inter-agency referral procedures does (name of service) employ to minimise the duplication of assessment processes?
	

	· Is a record of referrals received and made to other services maintained?
	

	· What strategies are in place to provide feedback to referring agencies?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


3.5
Clinical pathways planning
As appropriate, the service negotiates a clinical pathway plan with the consumer to ensure an holistic therapeutic approach is offered, including case management, shared care and through care

	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.5? The following questions may be of assistance.

	· What guidelines are in place for clinical pathways planning, negotiated with the consumer?
	

	· How does (name of service) ensure adherence to these guidelines?
	

	· Can you provide a case study of a clinical pathway plan that has been negotiated with a consumer?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


3.6
Service approach

The service provided (whether the provision of information/education, general counselling, brief intervention, detoxification, residential rehabilitation, pharmacotherapy, sobering-up, etc.) is informed by clearly demonstrated up-to-date evidence and/or practice wisdom, guided by clinical/practice governance principles and negotiated with the consumer based on individual needs.
	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.6? The following questions may be of assistance.

	· Provide an outline of (name of service)’s approach and the evidence bases supporting the approach.
	

	· What clinical/practice governance policies and procedures are linked to (name of service) approach?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that the provision of service is negotiated with the consumer and is based on individual needs?
	

	· How does (name of service) ensure that staff are aware of and adhere to (name of service)’s practice principles and goals and clinical/practice governance policies and procedures?
	

	· How is (name of service)’s approach linked to workforce development considerations regarding evidence-based practice? (See PE 4.2)
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


3.7
Harm reduction information
The service provides appropriate harm reduction information and support to consumers with risk/potential risk behaviour, which is monitored throughout the provision of service.
	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.7? The following questions may be of assistance.

	· What policies and procedures for harm reduction does (name of service) have in place to meet this Performance Expectation?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that the staff are aware of harm reduction policies and procedures and how do staff remain up-to-date with best practice in harm reduction?
	

	· How does (name of service) ensure these policies and procedures are applied in practice throughout the provision of service?
	

	· What harm reduction information and resources are offered to consumers?
	

	· Does (name of service) maintain a record e.g. a checklist of harm reduction information provided to consumers?
	

	· How does (name of service) ensure that the harm reduction information provided is relevant to consumers’ needs?
	

	· If (name if service) currently uses other standards or systems of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


3.8
Outcome review

The service has established performance indicators, measuring changes in key areas of consumer functioning, to provide evidence of service outcomes and to inform planning processes.
	What is (name of service)’s current status in relation to Performance Expectation (PE) 3.8? The following questions may be of assistance.

	· What performance indicators, measuring changes in key areas of consumer functioning, are in place at (name of service)?
	

	· What strategies are in place to maximise consumer responses to performance indicator measurement tools (i.e. pre and post service surveys)?
	

	· What percentage of completed performance indicator tools was received in relation to total number of service consumers?
	

	· What were the performance indicator outcomes?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


	Indicator Tool


	Number completed
	Percentage of total attendance

	Before service


	
	

	Interim service


	
	

	End of service


	
	

	Follow-up to service provided, where permission has been obtained from consumer


	
	


	Performance indicator outcomes
	Average level identified on engagement
	Average level identified at interim
	Average level identified at end of service
	Average level identified through voluntary participation in follow up

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Performance Expectation 4: Staffing, development and support

The service provides adequate and appropriate staffing, development and support for maximum effectiveness of service delivery

4.1
Staff credentials

The service ensures all staff have, or are in the process of attaining, AOD knowledge, up-to-date generic counselling skills, and/or cross-cultural training to support an empowerment framework, as appropriate for the service they provide

	What is (name of service)’s current status in relation to Performance Expectation (PE) 4.1? The following questions may be of assistance.

	· What strategy is in place to ensure staff have or are in the process of attaining appropriate credentials for the service they currently provide and to allow for service development? 
	

	· List the credentials of the staff involved in direct service provision to clients for the current reporting period.
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


	Agency position and service provided
	Credential/experience/knowledge required (eg. AOD knowledge, cross cultural skills, Counselling skills etc)
	Checklist of current staff credential/experience
	Development needs

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.2
Personnel and team development

The service has accessible written personnel and team development policies, procedures and strategies, which are periodically reviewed for maximum effectiveness

	What is (name of service)’s current status in relation to Performance Expectation (PE) 4.2? The following questions may be of assistance.

	· What personnel and team development policies and procedures are in place for this Performance Expectation?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure staff are aware of these policies and procedures?
	

	· How does (name of service) ensure these policies and procedures are applied?
	

	· Indicate how these policies, procedures and strategies regarding personnel and team development are linked to workforce development to support evidence based practice? (See PE 3.6)
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


4.3
Management development and support

The service actively supports the professional development of managers

	What is (name of service)’s current status in relation to Performance Expectation (PE) 4.3? The following questions may be of assistance.

	· What strategies for management development and support are in place?
	

	· How does (name of service) determine the effectiveness of these strategies?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


4.4
Occupational safety and health
The service is able to demonstrate its compliance with the requirements of the Occupational Safety and Health Act 1984 and has regularly reviewed staff safety policies and procedures

	What is (name of service)’s current status in relation to Performance Expectation (PE) 4.4? The following questions may be of assistance.

	· What occupational safety and health policies and procedures does (name of service) have in place?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure staff are aware of these policies and procedures?
	

	· How does (name of service) ensure these policies and procedures are applied in practice?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


4.5
Equal opportunity

The service is able to demonstrate its compliance with the requirements of the Equal Opportunity Act 1984 and has regularly reviewed policies and procedures relating to equal opportunity

	What is (name of service)’s current status in relation to Performance Expectation (PE) 4.5? The following questions may be of assistance.

	· What policies and procedures are in place relevant to compliance with the Equal Opportunity Act 1984?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure staff are aware of these policies and procedures?
	

	· How does (name of service) ensure these policies and procedures are applied in practice?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


Performance Expectation 5: Organisational governance and management

Governance and management practices maximise organisational efficiency, transparency, effectiveness and ensure accountability

5.1
Compliance with constitution and service agreement

The organisation operates according to its contractual obligations and service description as negotiated and determined in its Service Agreement, and the requirements of its constitution.

	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.1? The following questions may be of assistance.

	· Has the organisation operated according to its constitution?
	

	· Has the organisation met its contractual obligations with its funding body or bodies by:

· Providing proof of its incorporated status? 

· Presenting a financial statement by the due date (or negotiated extension date)?

· Presenting an activity report by the due date (or negotiated extension date)?

· Undergoing an external financial audit as per requirements?

· Meeting insurance requirements, as required

· Engaging in quality improvement activities?

· Other, as specified
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


5.2
Defined and documented roles and responsibilities

The roles and responsibilities of the Board of Management/Management Committee members, and each staff member with a management responsibility, are clearly defined and documented, provided to individuals on appointment to their position, supported by appropriate policies and procedures and reviewed as needed

	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.2? The following questions may be of assistance.

	· Are the roles and responsibilities of the Board of Management/Management Committee members, and each staff member with a management responsibility clearly defined, documented and provided to individuals on appointment to their position?
	

	· What policies and procedures are in place to support the roles and responsibilities of Board of Management /Management Committee members and each staff member with a management responsibility?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that relevant personnel are made aware of these policies and procedures?
	

	· How does (name of service) ensure that these policies and procedures are applied in practice?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


5.3
Financial management

Written financial policies and procedures are in place in relation to the responsibilities and authorities of the Board of Management/Management Committee office bearers and other members and paid staff

	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.3? The following questions may be of assistance.

	· What financial management policies and procedures are in place?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that relevant personnel are made aware of these policies and procedures?
	

	· How does (name of service) ensure that these policies and procedures are applied in practice?
	

	· What service sustainability and forward planning strategies are in place with respect to financial management?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


5.4
Risk management

The service has completed a risk management assessment and developed written policies and procedures for identified risks, reviewing processes as needed to ensure risks are minimised

	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.4? The following questions may be of assistance.

	· What risk management policies and procedures does (name of service) have in place?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that all personnel are made aware of these policies and procedures?
	

	· How does (name of service) ensure that these policies and procedures are applied in practice?
	

	· When did (name of service) last undertake a risk management assessment?
	

	· What critical incidents have occurred in the last reporting period?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


5.5
Human resource management policies and procedures

The service has written and regularly reviewed human resource management policies and procedures

	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.5? The following questions may be of assistance.

	· What human resource management policies and procedures does (name of service) have in place?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that all personnel are made aware of these policies and procedures?
	

	· How does (name of service) ensure that these policies and procedures are applied in practice?
	

	· Is a staff appraisal/management process in place?
	

	· Is a record of staff grievances maintained?
	

	· Are selection criteria, duty statements and employment contracts kept up-to-date and maintained?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


5.6
Data management

The service has policies and procedures to ensure the integrity of data collected and is open and transparent in regards to how the data is used
	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.6? The following questions may be of assistance.

	· What policies and procedures does (name of service) have in place to ensure the integrity of data collected?
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that relevant personnel are made aware of these policies and procedures?
	

	· How does (name of service) ensure that these policies and procedures are applied in practice?
	

	· How does (name of service) use collected data to measure and review cost efficiency?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


5.7
Organisational planning process

The organisation has an open and transparent written plan that is documented, implemented and reviewed; based on a consultative process utilising feedback from consumers, other service providers, staff and funding bodies, current and projected needs identified in area planning, general statistics/trends and service data collection

	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.7? The following questions may be of assistance.

	· When was the last review of the organisational plan?
	

	· What was the level of consultation involved in the planning?
	

	· What were the indicators/data/ trends utilised in the planning?
	

	· What projected needs/priorities were identified?
	

	· How does (name of service) ensure staff are aware of the organisations values and objectives?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


5.8
Partnership and integration

The service collaborates with primary stakeholders and other community services and has developed policies, procedures and partnership agreements for continuous improvement of systemic inter-agency and inter-sectoral relationships to ensure better outcomes for consumers

	What is (name of service)’s current status in relation to Performance Expectation (PE) 5.8? The following questions may be of assistance.

	· What policies and procedures and partnership agreements for continual improvement of systemic inter-agency and inter-sectoral relationships are in place? 
	

	· When were these last reviewed?
	

	· How does (name of service) ensure that relevant personnel are made aware of these policies, procedures and partnership agreements?
	

	· How does (name of service) ensure that these policies, procedures and partnership agreements are applied in practice?
	

	· If (name of service) currently uses other standards or a system of accreditation, has this Performance Expectation already been partially or fully met? If partially met, what additional areas relevant to the Quality Framework need to be considered?
	


Record of Continuous Quality Improvement Cycle
The Plan-Do-Check-Act cycle provides a user-friendly model for engaging in and recording continuous quality improvements.
Use the considerations to plan, trial, review and implement improvements for each priority selected from the annual snapshot
	Plan
an improvement to be trialled

· Define / clarify: What are we trying to accomplish? 

· Identify: Who should be involved?

· Establish project team/s

· Measure the scope and size of the area for improvement
· Determine what’s an acceptable scope and size
· Determine the underlying factors contributing to a need for change in this priority area
· Define what changes could be made that will result in an improvement, and how to measure any resulting improvement – i.e. how will we know that a change is an improvement?
· Determine when the plan will be trialled, checked and acted on
	Do
a trial of the proposed improvement

· Carry out the plan

· Record and document processes, practice, observations and problems



	Act
to standardise the improvement
· Implement the changes that have proved to be effective and put in place a process to ensure sustainability
· Modify ineffective strategies and plan again

	Check
the effects of the improvement

· Collect and analyse data on the improvements made
· Review and evaluate the impact of the trial

· Record process and results in the Self-Assessment tool




Create a new sheet for each priority selected
Performance Expectation __________________________________________ 
PLAN
	
	Date


DO
	
	Date


CHECK
	
	Date


ACT
	
	Date


COMMENTS
Comments: e.g. what barriers and difficulties did you encounter? What other feedback and successful strategies would you like to share with the sector regarding the process?
� Credentials include experience, AOD knowledge and skills relevant to service provision such as counselling and cross-cultural skills.
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