Passporting of Corporate Policies and Procedures in Sheltered Housing

Greater Manchester Authorities have developed an amended QAF specifically for sheltered housing providers.

This piece of cross authority work has come about in response to concerns raised by sheltered providers operating across more than one authority in Greater Manchester.

One aspect of this work is that some corporate polices and procedures may be passported from one Administering Authority to another.

This means that once a corporate policy or procedure has been successfully validated by one of the ten Greater Manchester Authorities then all remaining Greater Manchester Authorities will accept that validation.

The benefits of this are clear for both the provider and the local authorities.

It is hoped that as a result of this system, Supporting People teams will be able to focus resources on other parts of the validation (eg speaking to service users and staff) and providers will save resources by not having to providing the same information for several local authorities.

A proviso of the passporting system for corporate policies and procedures is however that providers are able to demonstrate that sufficiently robust systems of communication are in place and operating effectively within the organisation.

In order to help Administering Authorities make a decision about the systems of communication your organisation has in place we would like you to complete the attached Communication Systems Questionnaire.

Please note that the questionnaire responses only demonstrate that the communication systems are in place. At validation, local SP teams may ask to see evidence that the systems are working effectively (eg team meeting minutes, supervision minutes, agendas, staff consultation etc)

The questionnaire should be completed by staff who have knowledge of corporate procedures and systems of communication

Communication Systems Questionnaire
	
	Standard
	Evidence
	yes
	no
	Comments

	i
	There is an induction programme for new staff and volunteers.
	The programme is documented.

Records (e.g. personnel files, attendance records etc.) show that all staff and volunteers receive induction shortly after joining the service.
	
	
	

	ii
	All staff know what is expected of them in their work.
	All service delivery staff have up-to-date job descriptions, which reflect their actual responsibilities and the requirements of the service.

Staff are able to describe the purposes of their jobs and key responsibilities in line with their job descriptions.
	
	
	

	iii
	Operational policies are made clear to staff.
	There is a comprehensive policies and procedures manual (or equivalent) covering all aspects of service delivery.

The manual is accessible for easy reference by staff (i.e. it is located on site and staff know where to find it).
	
	
	

	iv
	All staff and volunteers involved in service delivery have access to regular support and supervision.
	Supervision notes show that regular supervision takes place and feedback on performance given.
	
	
	

	v
	When corporate policies and procedures are amended and/or reviewed all staff are made aware of amendments
	Corporate policies and procedures are discussed as a standard item at team meetings

Corporate policies and procedures are discussed as a standard item at supervision

Staff have access to the organisation’s intranet and understanding of corporate updates is checked through supervision, team meetings etc

Other (please give details in comments box)
	
	
	


Completed by:


…………………………..


Organisation:
…………………………………


Position in organisation
…………………………..


Date 

………………………………..


