TEMPLATE SELF-ASSESSMENT REPORT FORMAT FOR SERVICES

The intention of this report is:

· To inform the funding body of how your agency is currently meeting the performance expectations in order to identify any support needed either by your organisation, or by the sector generally;

· So your organisation can use it as a tool for planning; 

· To provide a means of providing feedback to staff and other interested stakeholders on the outcomes; and 

· To provide the funding body with a means of reviewing relevant policies and procedures

In preparation for this self-assessment you may wish to consider delegating the search for some of the information to different staff. 
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COMMENTS ON THE SELF-ASSESSMENT PROCESS 











































































































































































































































































Where appropriate please use the following self-assessment rating scale:




Needs more work
     Adequate

     Effective    



1


2

             3


PERFORMANCE EXPECTATION 1.1

STATEMENT OF RIGHTS AND RESPONSIBILITY

1. Does your service have a written statement of consumer rights and responsibilities, and how recently was it reviewed?

2. What strategies does the service apply to ensure consumers are made aware of their rights and responsibilities?

PERFORMANCE EXPECTATION 1.2

CONSUMER RIGHTS AND RESPONSIBILITIES POLICIES AND PROCEDURES

3. What policies, procedures and structures does the service have in place to guide consumer rights and responsibilities? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 2.1

POLICIES, PROCEDURES AND STRUCTURES TO SUPPORT CONSUMER INVOVLEMENT AT ALL LEVELS OF THE ORGANISATION

4. What strategies does the service have in place for encouraging consumer participation?

5. What policies, procedures and structures/activities does the service have in place to support active involvement of consumers in service planning, delivery and evaluation for quality improvement? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 2.2

DEVELOPMENT, UTILISATION AND REVIEW OF CONSUMER NEEDS AND SATISFATION SURVEY TOOL AND CONSULTATIVE PROCESSES

6. What assessment of consumer needs and satisfaction with the service does your service undertake?

7. Does your service have a “consumer satisfaction” benchmark?

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

Level of Satisfaction with the service
Number of responses
Percentage of total responses

















9. What needs have been identified by the consumers of the service in this report period?

10. What other relevant feedback did your service receive from consumers in this report period?

11. In what way has the service utilised consumer feedback to review practice in this report period? 

PERFORMANCE EXPECTATION 2.3

INTERACTION QUALITIES
12. What policies and procedures does the service have to inform respectful, sensitive and non-judgemental work practices? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 2.4

NON-DISCRIMINATION PRACTICE AND EQUITABLE ACCESS
13. What strategies does the service have in place to maximise access by people from diverse population groups, including Australian Indigenous people, people from culturally and linguistically diverse backgrounds, parents with under-school aged children, youth, families and significant others, people with co-occurring conditions, and people of different genders and sexual orientation?

14. What has been the access by consumers from specific population groups in this report period?

Population Group


Access numbers
Average number of contacts

Australian Indigenous



Culturally & linguistically diverse





Parents with under-school aged children



Youth < 18 years





Family members and significant others 



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



People identifying as gay or lesbian





Other – please identify





15. What support have staff received in this report period to improve knowledge and understanding of service provision issues for a diversity of population groups?

16. What links/partnerships does the service have  with other agencies that have relevant expertise in the provision of services for diverse population groups?

PERFORMANCE EXPECTATION 2.5

CLIENT NUMBER MANAGEMENT AND REFERRAL
17. What does the service deem to be a suitable time that a consumer can wait for an appointment after requesting entry into the service, and at what stage is it decided that a consumer is to be placed on a waiting list? 

18. What policies, procedures and strategies does the service have in place to maximise access, reduce waiting lists for entry and to provide a service to consumers in an acceptable timeframe? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























19. Does the service have a benchmark “maximum consumer waiting list number” and “maximum waiting list time”? If so what are they? 

20. What have been the service’s waiting list numbers and times for this report period?

Month
Average daily No. of consumers on the waiting list
Average times that consumers wishing to engage have had to wait for an appointment 

















































PERFORMANCE EXPECTATION 3.1

ENTRY CRITERIA
21. What is the service’s entry criteria and rationale for that entry criteria?

PERFORMANCE EXPECTATION 3.2

DELIVERY OF SERVICE
22. What policies and procedures for assessment, engagement, case management, clinical pathways planning, and referral when entry is denied, and engagement requirements of diverse population groups including significant others does your service have in place?

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 3.3

ASSESSMENT AND SERVICE MATCHING
23. What assessment is conducted to determine if engagement of a consumer with the service is appropriate?  

24. What range of treatment options does the service provide consumers to ensure they are able to make an informed choice? 

PERFORMANCE EXPECTATION 3.4

CLINICAL PATHWAYS PLANNING AND INTER-AGENCY REFERRAL
25. What strategies are in place to facilitate referral of consumers to other services when entry is denied or as appropriate?

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

27. What evidence based practice principles inform the service delivered?

PERFORMANCE EXPECTATION 3.6

HARM REDUCTION INFORMATION
28. What policies or procedures are in place on the provision of harm reduction information and support?

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 3.7

OUTCOME REVIEW
29. What performance indicators, measuring changes in key areas of consumer functioning are in place at the service? 

30. What strategies to maximise responses by consumers to performance indicators is in place?

31. What percentage of completed performance indicator tools were received from consumers?

Indicator Tool
Number completed
Percentage of total attendance

Before service 



Interim service 



End of service 



Follow-up to service provided



32.  What were the performance indicator outcomes?

Performance indicator
Average level identified at beginning
Average level identified at interim
Average level identified at end of service
Average level identified at follow-up 























































PERFORMANCE EXPECTATION 4.1

STAFF CREDENTIALS
33. What are the credentials of the staff involved in the provision of clinical service in the report period?

Credentials 
# Paid staff
# Volunteers
# Students on placement

Total number 




AOD related education or training




Up-to-date (past 3 years) AOD training




Up-to-date (past 3 years) generic counselling skills




Up-to-date (past 3 years) cross-cultural training




Non-accredited AOD training




Registered Training Organisation training




Professionally endorsed qualification AOD training




Accredited short course AOD training




TAFE Certificate II AOD 




TAFE Certificate III AOD 




TAFE Certificate IV AOD




TAFE Diploma AOD 




TAFE Advanced diploma AOD




Relevant diploma (University) 




Relevant advanced diploma (University) 




Relevant graduate certificate 




Relevant graduate diploma 




Relevant masters




Relevant PhD/Doctorate




Other – please specify




PERFORMANCE EXPECTATION 4.2

PERSONNEL AND TEAM DEVELOPMENT
34. What personnel and team development policies, procedures and strategies are in place? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 4.3

MANAGEMENT DEVELOPMENT AND SUPPORT

35. What professional development has the service supported managers to receive in this report period? 

PERFORMANCE EXPECTATION 4.4

OCCUPATIONAL HEALTH AND SAFETY
36. What occupational health and safety policies and procedures are in place? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment

























PERFORMANCE EXPECTATION 4.5

RISK MANAGEMENT
37. When did the service last conduct a risk management assessment?

38. What risk management policies and procedures does the service have in place? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























39. Can you provide a case study of the management of a risk incident that occurred in this report period?

PERFORMANCE EXPECTATION 5.1

COMPLIANCE WITH CONSTITUTION AND SERVICE AGREEMENT
40. Has the organisation operated according to its constitution?

41. Has the organisation met it contractual obligations with DAO by:

a) Providing proof of its incorporated status





Y   /   N

b) Presenting a financial statement by due date (or negotiated extension date)
Y   /   N

c) Presenting an activity report by due date (or negotiated extension date)

Y   /   N

d) Receiving an external financial audit as per requirements



Y   /   N

e) Meeting insurance requirements as requires





Y   /   N

PERFORMANCE EXPECTATION 5.2

DEFINED AND DOCUMENTED ROLES AND RESPONSIBILITIES
42. 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

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

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment

























PERFORMANCE EXPECTATION 5.3

FINANCIAL MANAGEMENT 
44. What financial management policies and procedures are in place? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 5.4

HUMAN RESOURCE MANAGEMENT POLICIES AND PROCEDURES
45. What human resource management policies and procedures are in place? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























PERFORMANCE EXPECTATION 5.5

DATA MANAGEMENT
46. What policies and procedures to ensure the integrity of data collected are in place? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























47. What is the cost efficiency of the service?

Service type
No. of clients
No. of contacts
Cost per client
Cost per contact

Non-residential AOD treatment





Residential AOD treatment

N/A

N/A

Pharmacotherapy





Sobering up

N/A

N/A

Supported Accommodation AOD client

N/A

N/A

Non-residential AOD support





Other





PERFORMANCE EXPECTATION 5.6

ORGANISATIONAL PLANNING PROCESS
48. When was the last review the organisational plan(s)? If in this report period could you provide a case study of the process? 

PERFORMANCE EXPECTATION 5.7

PARTNERSHIP FOR ENHANCED INTEGRATION
49. What policies, procedures and partnership agreements for continual improvement of systemic inter-agency and inter-sectoral relationships are in place? 

Policy or procedure
Date last reviewed
Consultative process used for development
Comments, including and feedback received on accessibility, effectiveness etc
Self- assessment 

























