	
	

	GUIDANCE NOTES ON COMPLETING THE QUALITY ASSURANCE FOR COUNCIL FUNDED SERVICES

Organisations which received £10,000 or more in third party grant from the City of Edinburgh Council in the year 2008/9 are asked to complete the new online Covalent Quality Assurance System.  Guidance on the use of Covalent is issued separately and covers;

Logging On, Entering SMAR Data, the QA Assessment, and Printing Reports.  Guidance on content is given below and it should be remembered that the information required is for the financial year 2008/9.
Quantative Information (SMAR based questions)
The Council is required to report annually to elected members on the performance of the third party grant programme.  In the previous 5 years, this has been done through the use of collated information collected through SMAR returns.  The annual report outlined the achievements of the 3rd party grant programme across all departments and included, for example, statistics on; success in meeting targets; funding leverage of grants; volunteer hours and number of service users.  The Council is still required to report annually to elected members and so the information required is requested in the 8 SMAR based questions (condensed from 42 in previous years) included in the online Covalent system. 
These SMAR based questions (quantative) are:
1) Value of all Council grants received
Please supply the amount which your organisation received in total revenue grant from the Council in 2008/9.
2) Value of income from all sources

Please supply the total income for your organisation for the year 2008/9

3) Total staff hours in year

Please identify the total number of hours worked within your organisation by employed staff. This should be calculated for full year operation.  Employed staff is defined as those that receive salary or wages full, part time or sessional.

For example:  5 staff (f/t) @ 40hrs p/w for 52 weeks operation throughout the year (or other period of operation) and one part-time staff who works 8 hours a week.  Total is 5x40x52 + 1x8x52 = 10,400 + 416 = 10,816 hours. 

4) Total volunteer hours in year

Please enter the total number of hours worked within your organisation by volunteer staff.  Volunteer is defined as unpaid other than expenses.  For example, 20 volunteers @ 2 hrs each p/w for  52wks (or other period of operation) 20 x 2 x 52 = 2,080 hours
5) Number of targets set in funding agreements

Please enter the number of targets set out in your signed funding agreement for 2008/9.

6) Number of targets met

Please enter the number of those targets met.
7) Number of users receiving a service

Please identify the number of users of your organisation’s services. This might be people and/or organisations, so please include both. 

For this please identify the total number of individual people using your services for the full year of operation.

For example: 

5 classes per week  x 40 weeks, for 10 people at each class.  Number of users = 10

Drama group of 50 young people meets for 48 weeks and provides 3 shows in the year attended by an audience of 200 people.    Number of users = 50

A lunch club for older people operates on two blocks of 15 weeks in the year providing a service for 60 people each week.  Number of users = 60

8) Number of service episodes

Please identify the number of ‘people visits’ to your services for the full year of operation .  For example:

5 classes per week  x 40 weeks, for 10 people at each class.  Number of service episodes = 2000

Drama group of 50 young people meets for 48 weeks and provides 3 shows in the year attended by an audience of 200 people, 50 x48 = 2400 + 3 x200=600.  Number of service episodes = 3000

A lunch club for older people operates on two blocks of 15 weeks in the year providing a service for 60 people each week 60 x 2 x15.  Number of service episodes = 1,800


	


Qualitative Information
Introduction - An Approach to Self-evaluation   
The desire for organisations to work in a culture of continuous improvement has been around for sometime, but how do organisations achieve that and demonstrate that it’s happening? 

The development of a self-evaluation process which seeks to assist organisations to plan, reflect and progress their work is one way to achieve this. 

Acknowledging that many organisations were already using a range of existing quality assurance systems, it was felt unhelpful for the Council to re-create their own version.  
To that end this method of self-evaluation, with guidance notes, has been developed.  This largely reflects the key areas from existing quality assurance systems currently in use, enabling organisations to transfer information readily from any scheme they maybe using.  For others it will provide the opportunity to reflect and evidence their progress in ways that are supportive to them and to the Council. 

This method of self-evaluation seeks to support an organisation’s ability to reflect, record and reassess the organisation’s work and by doing so provide a more meaningful and practical approach to improving services.

Guidance

Self-evaluation allows you to take the initiative to understand and assess the work you do.  As a method of learning from experience it can assist in improving short and long term planning, improve decision making regarding allocation of resources, staff training, and the overall allocation of resources.

The information supplied should reflect the business/development plan submitted with your application.  It should cover the key areas listed below.  These reflect the key areas identified in the majority of quality assurance systems (for example, The Big Picture, PQASSO, LEAP and SQMS).

For organisations not currently using a specific quality assurance system the following may be of assistance.
How are you going to find the evidence?   
It is helpful to build up evidence from a range of sources about the practice related to a particular key area.  Some evidence will be written in the form of reports and statistics but you may also want to seek the views of people you are working with.  This could be young people, adults and the wider community. 

Some suggestions about how you might do this; 

· Interviews with staff  
· Interviews with sample of young people or adults or representatives of voluntary and community organisations  
· Focus groups of staff from a range of relevant agencies  
· Discussions with senior/operational managers  
· Feedback from service users  
· Observations of practice   
For evaluations to be robust there should be more than one source of evidence so that judgements are confirmed.  For example, you may have clear guidance in place regarding a particular policy but you will not be fully able to assess its impact unless you seek the views of those responsible for the implementation.  Similarly, you may also need to survey the experiences of service users. 

The language should be evaluative rather than simply descriptive.  The self-evaluation should total no more that 2500 words. 

  Hints for successful self-evaluation   
1. Be honest when making your judgements.  You should not for example decide that your practice is of a high standard if you do not have enough robust evidence to back it up. 

2. Where you identify areas of weakness, think about how these can be addressed in future. 

3. Triangulate your evidence-have evidence from more than one source. 

4. The first time you undertake a self-evaluation, it will take time.  However, as time goes on self-evaluation should become a routine part of what your organisation does, rather than an ‘add-on’ activity 

 (The evidence listed does not have to be supplied with the form, but should be available if requested)
Key areas

The 14 questions which the system asks you to complete online are these:

SE1 Service delivery

· Are the organisation's delivery methods appropriate and responsive to the needs of service users?

· Does the organisation achieve its planned results?

· Does the organisation provide value for money for service users and other stakeholders?

SE2 Planning for quality

· Does the organisation clearly define its long term purpose, plan for medium and short term and set clear priorities and targets for activities?

· Does the organisation review progress systematically and appropriately, collecting and analysing information about activities?

SE3 Effective management

· Is the overall management of the organisation appropriate to the organisation's needs?

· Does the organisation have robust systems of financial control and monitoring, manage its funds effectively, and have systems to attract funding to support its work?

· Is the resource and information management of the organisation fit for purpose?

SE4 Human resources

· Does the organisation have policies and procedures in place that comply with legislation and good practice?

· Are the structure, levels and types of staff appropriate for the organisation's activities?

SE5 Networking and partnership

· Does the organisation promote and engage in information sharing, joint working and complimentary service provision?

SE6 Equalities

· How does the organisation ensure that excluded groups, communities and individuals are included?

· How effectively does the organisation address barriers to access and participation?
· How effectively does the organisation foster positive attitudes to social and cultural diversity?
Prompts

A series of questions (prompts) relating to each of the key areas will be shown on screen and are listed below.  These are designed as a guide to some of the things you and your organisation may need to think about.  They are not designed as a ‘check-list’ and there may be other areas which you wish to highlight.

They should assist you in thinking about how well you think you are doing and what you might need to put in place to improve things.

SE SERVICE DELIVERY
SE 1.1 Are the organisation's delivery methods appropriate and responsive to the needs of service users?
SE 1.2 Does the organisation achieve its planned results?

SE 1.3 Does the organisation provide value for money for service users and other stakeholders?
This section focuses on the effectiveness of your service delivery.  
Prompts:

o How do we know if our service(s) meet the needs and aspirations of priority groups and communities? 

o How well do we develop our programmes in response to these needs and aspirations? 

o How do we ensure that groups and communities know about, and can access, programmes? 

o How well do we evaluate the outcomes of programmes?
SE 2 Planning for Quality 
SE 2.1  Does the organisation clearly define its long term purpose, plan for medium and short term and set clear priorities and targets for activities?

SE 2.2  Does the organisation review progress systematically and appropriately, collecting and analysing information about activities?

This section focuses on the effectiveness of your planning.

Prompts:

a) Policy review
o Do we have a coherent, relevant and appropriate set of policies to guide our work? 

o How effectively are these linked to our vision, values and aims? 

o How effectively do we implement, evaluate and update our policies? 

o How well are the policies understood, disseminated and discussed?  
b) Operational planning
o How effective are our mechanisms for developing, implementing and evaluating plans? 

o How well do we use performance information in planning? 

o How do we ensure that plans are sustainable?
	
	
	
	
	
	
	
	


SE 3 Effective Management
SE 3.1  Is the overall management of the organisation appropriate to the organisation's needs?

SE 3.2  Does the organisation have robust systems of financial control and monitoring, manage its funds effectively and have systems to attract funding to support its work?

SE 3.3  Is the resource and information management of the organisation fit for purpose?

This section focuses on the effectiveness of management. 
Prompts:

a) Governance
o How often does the management committee meet? 

o How do we ensure that the relationships with management and staff are characterised by trust? 

o How do we ensure that staff are enabled to give their best? 

o How do we build capacity for improvement? 

b) Financial Management
o How comprehensive and effective are our financial procedures and controls? 

o How do we ensure effective budget management? 

o How well do we allocate budgets in line with planned priorities? 

o How enterprising are we in securing additional funding? 

c) Resource and Information management
o Are our resources and equipment sufficient, appropriate and accessible to meet the needs of participants and staff? 

o How effective are our arrangements for collecting, storing and retrieving data? 

o How effective are our processes for analysing and evaluating data?
	
	
	
	
	
	
	
	


SE 4 Human Resources

. 
SE4.1  Does the organisation have policies and procedures in place that comply with legislation and good practice?

SE4.2  Are the structure, levels and types of staff appropriate for the organisation's activities?

This section focuses on the effectiveness of your policy and practice relating to staff and volunteers.
Prompts:

Recruitment and Retention
o How effective are our procedures for ensuring we have suitably qualified and skilled staff? 

o How effective are our procedures for ensuring the care and welfare of staff and volunteers? 

o How effective are our procedures for ensuring equality and fairness in staff recruitment and promotion? 

Staff development and training
 i. 
o How well do our training and development activities equip staff to work effectively and meet new challenges? 

o How clear are staff about their roles, responsibilities and authority? 

o How clear are about lines of communication and accountability? 

ii. 
o How well do our training and development activities equip volunteers to work effectively and meet new challenges? 

o How clear are volunteers about their roles, responsibilities and authority? 

o How clear are about lines of communication and accountability? 

(You may provide information about staff and volunteers together or separately, whichever reflects your policy or practice.)
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	


SE 5 Networking and Partnership
	
	
	
	
	
	
	


SE 5.1 Does the organisation promote and engage in information sharing, joint working and complimentary service provision? This section focuses on the effectiveness of your partnerships. 
This section focuses on the effectiveness of your partnerships.
Prompts: 
Network and Partnerships
o How clear are the aims and purposes of our partnerships 

o How useful and clear are partnership documents? 

o How effectively do we work across agencies and disciplines? 

o How well do we work with others in partnerships? 

o How good is our communication and consultation with service users about our aims, provision and performance? 

o How well do service users and stakeholders actively participate in our work?
	
	
	
	
	
	
	


SE 6 Equalities

Equalities
SE 6.1 How does the organisation ensure that excluded groups, communities and individuals are included?

SE 6.2 How effectively does the organisation address barriers to access and participation and foster positive attitudes to social and cultural diversity?
This section focuses on the effectiveness of your policy and practice in equalities. 
Prompts:
How good are we at ensuring that excluded communities, groups and individuals are included? 

o How effective are we at removing barriers to participation? 

o How readily do participants have access to specialist resources or services to meet their needs? 

o How do we know we comply with equalities legislation? 
Scores
For each question, your organisation is required to provide a score, from 1 to 6 on their performance.  The information will be used to allow aggregates to be gathered across each of the 14 sections to help in corporate reporting.  This will allow the Council to see quality dimensions across the programme and may also help identify areas where training is required.  The scores will not be a central feature of individual assessments and no individual respondent’s scores would be published or reported.  The scores may also help your organisation easily identify areas of strengths and weaknesses and thus highlight any areas where improvements should be made.
Guidance on Scores

Evaluation Levels

Level 6 – Excellent An evaluation of excellent means provision which is outstanding or exemplary practice.  It is a model of its type.  An evaluation of excellent will represent an outstanding standard of provision, which is worth disseminating to others.  As a guide you will need more than three pieces of very good evidence to confirm your judgment.  It will imply these very high levels of performance are sustainable and will be maintained. 
Level 5 – Very Good  An evaluation of very good means that there are major strengths.  It does not mean perfect. There are few weaknesses and any that do exist do not diminish the experience for the service user. Major adjustments are not required. However, it is always expected that opportunities to improve be taken. As a guide, you should have at least three pieces of good evidence to back this up. 
Level 4 – Good An evaluation of good means that strengths outweigh weaknesses.  This indicates there are a number of strengths. Where there are weaknesses, they do not have a significant adverse impact on the experience for service users.  It will imply that you should take action to address any areas for improvement.  As a guide, you should have two pieces of good evidence and one aspect for improvement. 
Level 3 – Satisfactory

An evaluation of satisfactory means that strengths are just outweighed by weaknesses.  This means that there may be a number of strengths that have a positive impact on the experiences for service users.  However, where weaknesses will not be important enough to have a significant impact, they will constrain the overall quality of experience.  As a guide, you should have at least one piece of good evidence and two aspects for improvement. 
 Level 2 – Weak 

An evaluation of weak means that there are some important weaknesses.  While there may be some strengths, there will be important weaknesses which will, either individually or collectively, be sufficient to diminish the experiences of service users.  It implies the need for planned action.  As a guide, you should have at least one piece of good evidence and two or more aspects for improvement. 
Level 1 – Unsatisfactory

An evaluation of unsatisfactory means there are major weaknesses. Immediate remedial action requires to be taken. The experience for service users is inadequate in significant respects.  In almost all cases, staff responsible for provision evaluated as unsatisfactory will require support from senior managers in planning and carrying out the necessary actions to effect improvement. As a guide, there will be at least three aspects for improvement.
Definition of Outcomes

Outcomes refer to the impacts or effects of the project activities. They mainly affect the people who use your programmes/services but also provide evidence to funders about how you meet your purpose. 

Outcomes are benefits or changes for individuals or groups during or after participation in your programmes/services.  The outcomes may relate to behaviour, skills, knowledge, attitudes, values or other attributes.  They are what participants know, think or can do; how they behave, or what their situation is that is different or changed as a result of engaging with your programme/service. 

Outcomes are measured to demonstrate how far the goals of a project have been achieved and should take account of quality as well as quantity – not just how much training was there, but how good it was. 

Example
If a project’s goal is to increase children’s self-esteem some outcomes might be: 

§ Children are more able to make their own choices 

§ Children are more comfortable about doing things independently 

A community insulation scheme may have outcomes such as: 

§ A reduction in dampness 

§ Fewer children off school 

A training project could focus on outcomes such as: 

§ Increased work skills 

§ Improved motivation and aspirations
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