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SIQA
SUSTAiN Introduction to Quality Assurance
	About your organisation

	Name of organisation
	

	Brief headline description
	

	Contact person (name)
	

	Contact person (position)
	

	Contact address
	

	Contact Tel No
	

	Contact Fax No
	

	Contact email address
	

	Website address
	

	Number of paid staff
	

	Number of volunteers
	

	Annual income
	


Are you happy to be contacted by 
email             
or post
              and have your details included in the SUSTAiN directory 
	Purpose

	We are clear what services we are providing and why they are needed

	Measure
	Have clear aims, values and objectives
	Not met
	Started
	Met

	
	Know who users are and their needs
	Not met
	Started
	Met

	
	Have a work plan for this year
	Not met
	Started
	Met

	
	Have written information for your users e.g. publicity/flyers/factsheet
	Not met
	Started
	Met

	Evidence
	Governing document, written mission statement, basic info on people who use services, annual plan of action, brochures/info sheets, records of services provided, minutes of meetings, a long term plan, feedback process, letters of support

	Action
	What


	Who


	When




	Standards and values

	We will introduce and use SIQA as a quality system to help review our services

	Measure
	Have in place a ‘Code of Practice’
	Not met
	Started
	Met

	
	A statement in place of your core values
	Not met
	Started
	Met

	
	Have started this self assessment process
	Not met
	Started
	Met

	
	Have developed some good practice guidelines
	Not met
	Started
	Met

	Evidence
	Code of Practice, values statement, minutes, good practice guidelines, self assessment sheets, evidence of improvements, volunteer/user feedback, letters of recommendation/praise

	Action
	What


	Who


	When

                                               


	Managing yourself

	Managing Body is clear about the aims/objectives of the organisation

	Measure
	You follow your governing document
	Not met
	Started
	Met

	
	There are clear roles/responsibilities for committee members
	Not met
	Started
	Met

	
	Have devised process for becoming committee members
	Not met
	Started
	Met

	
	There are minutes and/or Action Points of meetings
	Not met
	Started
	Met

	Evidence
	Governing document, legal documents, members information pack, job descriptions, management committee minutes, notes of changes, letters/reports, committee members training records, newsletters/reports, records of liaison/visits

	Action
	What


	Who


	When




	Involving Users & Community

	We ask users what they think of our services and adapt our approach to meet their needs

	Measure
	Involve users in decision making
	Not met
	Nearly met
	Met

	
	Review user satisfaction
	Not met
	Nearly met
	Met

	
	Include the community in reviews of work
	Not met
	Nearly met
	Met

	
	Research to identify need
	Not met
	Nearly met
	Met

	Evidence
	Complaints/suggestions policy, records of complaints/thank you/suggestion letters, analysis of complaints/suggestions, letters/reports from community groups, planning reports, details of users involved in decision making, satisfaction surveys

	Action
	What


	Who
	When


	Working together

	We have clear arrangements for recruiting and supporting volunteers

	Measure
	Follow good practice guideline for recruitment of employees/volunteers
	Not met
	Started
	Met

	
	Develop clear roles/responsibilities for managing employees/volunteers
	Not met
	Started
	Met

	
	Respond quickly to volunteer interest
	Not met
	Started
	Met

	
	Obtain regular feedback from employees/volunteers
	Not met
	Started
	Met

	Evidence
	Good practice guideline for volunteers, named individual managing volunteers, clear roles and responsibilities for volunteers, records of volunteer applications/volunteer retention, volunteer feedback, induction pack for volunteers, training/supervision records, annual report on volunteer programme, recognition certificates, budget for volunteer expenses/training

	Action
	What


	Who


	When

                                                                  


	Equality & Inclusion

	We have equal opportunities statement and a plan of action

	Measure
	Clear equal opportunities policy and plan
	Not met
	Started
	Met

	
	A managing body and volunteers representative of our community
	Not met
	Started
	Met

	
	Monitor services for ethnicity, gender and disability
	Not met
	Started
	Met

	Evidence
	Equal opportunities statement, records of who are service users, analysis of members/users by different criteria, recognising excluded groups, training records, annual review of equal opportunities plan, minutes

	Action
	What


	Who


	When

                                                                


	Reviewing your work

	We have a system for collecting and using information about our services and use in planning and reporting

	Measure
	Produce guideline showing what information is collected and why
	Not met
	Started
	Met

	
	Collect information regularly
	Not met
	Started
	Met

	
	Use information for reports to guide decision making
	Not met
	Started
	Met

	Evidence
	Monitoring forms, statistics, reviews/reports, analysis of complaints/suggestions and action taken

	Action
	What


	Who


	When

                                                                


	Managing finances

	We have an appropriate financial system that enables us to work effectively

	Measure
	Devise financial rules following good practice guidelines
	Not met
	Started
	Met

	
	Produce clear and regular financial updates 
	Not met
	Started
	Met

	
	Drawn up a fundraising action plan
	Not met
	Started
	Met

	
	Produced typed annual accounts
	Not met
	Started
	Met

	Evidence
	Record of receipts/payments, financial rules/policies, monthly/quarterly reports, copies of letters/applications to funders, annual accounts, audit report, cash flow forecast, management meeting minutes, annual budget plan, fundraising plan

	Action
	What


	Who


	When


	Communication

	Communication between members, service users and community is good

	Measure
	Have a clear decision making process
	Not met
	Started
	Met

	
	Kept appropriate records
	Not met
	Started
	Met

	
	Provide up to date information to the right people at the right time
	Not met
	Started
	Met

	
	Review information needs to reflect current needs
	Not met
	Started
	Met

	Evidence
	Promotional information, organisational chart, monitoring statistics, annual monitoring review, volunteer/user satisfaction surveys, list of resources and how they’re used (phone, fax, Internet etc), minutes of meetings

	Action
	What


	Who


	When

                                                                


What’s Next?

Having successfully completed and met this introduction to Quality Assurance, the next step is to introduce a more detailed  Quality Assurance system that is widely recognised by funders.

PQASSO – Practical Quality Assurance System for Small Organisations was developed by the Charities Evaluation Service with funding by The Lottery. It is widely accepted as the definitive system for Third Sector organisations.

Implementing PQASSO will be much easier having used SUSTAiN’s Introduction to Quality Assurance as you are already at least half way there.

For more information about PQASSO, contact Sarah Lawrence or Charles Rapson at SUSTAiN on 0121 770 8222[image: image1.png]
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