[image: image1.png]Queensland
Government





Self Assessment Checklist for Accreditation or Renewal of Accreditation
Page 12 of 12

Self Assessment Checklist
for

Accreditation or Renewal of Accreditation
Your details
	Name of Service Provider
	

	Address of Residential Service
	

	Accreditation Level
	Please select level/s

· Level 1

· Level 2

· Level 3

	Application for Accreditation due by
	


About this Checklist

· Self-assessment is an internal process of evaluating the service’s operations against the accreditation standards to identify what services do well and what areas require improvement. 

· This Self-Assessment Checklist is used by you to measure your service against the accreditation standards.

Certification

I/we hereby certify that:
1. The information contained in the Self Assessment Checklist for

· Level 1 

· Level 2 

· Level 3  

accurately reflects the performance of the residential service.
2. The undersigned are authorised to sign on behalf of the service provider.
	Signature
	
	
	

	Print Full Name
	
	
	

	Position – Service Provider or Director of Corporation
	
	
	

	Date
	
	
	


Improvements

If you have made any improvements at the residential service since the previous accreditation, such as new policies and procedures, forms, renovations, purchase of furniture or equipment please list below.
	


Note
Throughout this checklist, references to staff includes both paid and “resident” staff who receive reduced rent.
Level 1 Service

	Focus Area
	Standard of building/s, external and internal features

	Accreditation standards
	LIVING ENVIRONMENT

Kitchens

Laundries

Common Rooms and Areas

Bedrooms

Bathrooms and Toilets

Passages and Stairways

Rubbish Removal

Cleanliness and Good Repair



	1. 
	Do you have a current building compliance notice (BCN) issued in accordance with the MP5.7 – Residential Services Building Standard of the Queensland Development Code from your local council which has been issued within the last 12 months?


	· Yes
	· No

	2. 
	Does the service have a documented procedure/form for residents to report any issues in relation to maintenance and repair work at the service?


	· Yes
	· No

	3. 
	Can you provide documentary evidence of recent pest control practices undertaken at the residential service?


	· Yes
	· No

	4. 
	Who cleans the residential service?
	· Contract Cleaner

· Resident/Cleaner

· Service provider

· Associate

· Manager

	5. 
	Is there a cleaning schedule in place at the residential service?


	· Yes
	· No

	6. 
	Do you have policies and procedures for any of the above accreditation standards?

List of policies and procedures:


	· Yes 

Please list
	· No


	Focus Area
	Accommodation

	Accreditation standards
	Privacy and Confidentiality

Agreement for Residency



	7. 
	Do you collect information about residents in accordance with section 10, Residential Services (Accreditation) Regulation 2002 (see attached example)?


	· Yes
	· No

	8. 
	Do you provide information to potential residents about the accommodation and fees that apply at the service?


	· Yes
	· No

	9. 
	Do you use Residential Tenancies Authority (RTA) forms?
If no, please list what forms you do use:

	· 17a: Pocket Guide for tenants

· R18: Rooming accommodation agreement

· R9: Entry notice

· R11: Notice to remedy breach

· R12: Notice to evict



	10. 
	Do you have a documented entry/induction/orientation checklist or procedure for potential residents?


	· Yes
	· No

	11. 
	Do you have policies and procedures for any of the above accreditation standards?

List of policies and procedures:


	· Yes

Please list
	· No


	Focus Area
	Resident focus

	Accreditation standards
	Prevention of Abuse and Neglect

Grievance Mechanism

Management of Residents with Complex or Difficult Behaviour

Access to External Service Providers of Professional Services

Entitlement of Residents to Independence and Freedom of Choice



	12. 
	Do you record complaints about the service in accordance with section 10, Residential Services (Accreditation) Regulation 2002 (see attached example)?


	· Yes
	· No

	13. 
	Do you have a written complaints procedure?

Please describe how you make residents aware of your complaints procedure.


	· Yes
	· No

	14. 
	Do you record significant incidents in a day diary or incident report form or other document?


	· Yes
	· No

	15. 
	Do you provide information such as a current contact list of external support agencies to residents if requested, or is it displayed?


	· On request


	· Displayed
	· No

	16. 
	Do you have policies and procedures for any of the above accreditation standards?

List of policies and procedures:

IMPORTANT NOTE:

It is mandatory that all service providers have a policy and procedures for accreditation standard Prevention of Abuse and Neglect.

	· Yes

Please list
	· No


	Focus Area
	Risk Management

	Accreditation standards
	Security and Emergencies



	17. 
	Do you have a copy of the Fire Safety Management Plan both on site and elsewhere for safe keeping?


	· Yes
	· No

	18. 
	Do you have copies of testing and maintenance records for all fire safety equipment installed at the residential service which complies with the proposed maintenance schedule?


	· Yes
	· No

	19. 
	Do you conduct annual fire evacuation drills with residents and do you make a documented record?


	· Yes
	· No

	20. 
	Do you provide orientation on emergency procedures and assembly point to residents at the time of occupancy?


	· Yes
	· No

	21. 
	Do you have an operational emergency landline telephone which is accessible to residents at all times, with emergency numbers displayed near the phone?


	· Yes
	· No

	22. 
	If you have staff (including residents who receive reduced rent), do you have a Certificate of Currency for WorkCover?


	· Yes
	· No
	· N/A

(No staff)

	23. 
	If you provide commercial cleaning products, do you have Material Safety Data Sheets (MSDS) which are in an accessible location near the chemicals?


	· Yes
	· No
	· N/A



	24. 
	Do you have policies and procedures for any of the above accreditation standards?

List of policies and procedures:

IMPORTANT NOTE:

It is mandatory that all service providers have a policy and procedures for accreditation standard  Security and Emergencies.

	· Yes

Please list
	· No


	Focus Area
	Business Practices

	Accreditation standards
	Business Management
Human Resource Management



	25. 
	Is the Certificate of Registration and Certificate of Accreditation (if provided) displayed in a prominent position where it can be seen by residents at the residential service?


	· Yes
	· No

	26. 
	Does the service have a documented induction program for new staff?

	· Yes
	· No
	· N/A
(No staff)

	27. 
	Does the service have copies of training records and certificates for staff?
	· Yes
	· No
	· N/A

(No staff)

	28. 
	Does the service have copies of its policies and procedures accessible for residents to sight?
	· Yes
	· No

	29. 
	Does the service have a separate bank account for all financial transactions in relation to the residential service?


	· Yes
	· No

	30. 
	Does the service have documented position descriptions for all staff? This includes the duties of caretakers (residents) who receive reduced rent?


	· Yes
	· No
	· N/A

(No staff)

	31. 
	Does the service have a documented Code of Conduct for staff?


	· Yes
	· No
	· N/A

(No staff)

	32. 
	Does the service have promotional material about the residential service?

If you have a website, please provide address:

_____________________________________


	· Yes
	· No

	33. 
	Do you have a current council rates notice/s for the premises?
	· Yes
	· No

	34. 
	Do you have policies and procedures for any of the above accreditation standards?

List of policies and procedures:


	· Yes

Please list
	· No


Level 2 Service

	Focus Area
	Food Services

	Accreditation standards
	Food and Nutrition  
Kitchens

Food Handling and Storage



	35. 
	Does the service have a current Food Licence issued by the local council and is it displayed in a prominent location which residents can sight?

	· Yes
	· No

	36. 
	Does the service provider and/or a staff member have a Food Safety Supervisor Certificate?
IMPORTANT NOTE:

If you have been issued with a Food Licence from your local council then you must have someone engaged who has a Food Safety Supervisor Certificate.


	· Yes
	· No

	37. 
	Has the service developed and implemented a Food Safety Management Plan and maintained records associated with the plan (such as temperature charts and pest control)?

	· Yes
	· No

	38. 
	Has the service had a recent audit undertaken by the local council?

	· Yes

Date of Audit


	· No

	39. 
	Do you have policies and procedures for any of the above accreditation standards?

List of policies and procedures:

IMPORTANT NOTE:

It is mandatory that all service providers have a policy and procedures for accreditation standard 2.3:  Food Delivery and Storage.

	· Yes

Please list
	· No


	Focus Area
	Food Quality

	40. 
	Has the service provider developed and implemented cyclical menu plans?

	· Yes
	· No

	41. 
	Does the service provider maintain documented feedback from residents to guide their menu planning?

	· Yes
	· No

	42. 
	Does the service provider maintain a current record of special dietary needs of residents?

	· Yes
	· No

	43. 
	Does the service provider seek professional assistance from a dietician or nutritionist in relation to menu planning?

	· Yes
	· No

	44. 
	Please provide times meals are served.

Mark “N/A” for those meals you do not serve.
	· Breakfast
	______ am

	
	
	· Morning Tea
	______ am

	
	
	· Lunch
	______ am / pm

	
	
	· Afternoon Tea
	______ pm

	
	
	· Dinner
	______ pm

	
	
	· Supper
	______ pm

	45. 
	Do you have policies and procedures for any of the above accreditation standards?

List only if other than Food Safety Management Plan:

	· Yes

Please list
	· No


Level 3 Service – personal care services
	Focus Area
	Support Services

	Accreditation standards
	Financial and Clerical Support

Assistance with Medication
Clothing

Hygiene Management 



	46. 
	Do you have current consent forms for residents who receive support with financial and clerical matters, medication management and hygiene management?

	· Yes
	· No

	47. 
	Does an external agency deliver support with hygiene management for residents?

If so, name the agency/ies and provide contact details:
	· Yes
	· No

	
	Name of agency
	Name of staff
	Contact phone number

	
	
	
	

	48. 
	Do you have a documented and/or electronic records (transparent and accountable) in regard to supporting residents with financial management and/or cigarette distribution?

	· Yes
	· No

	49. 
	Do you maintain medication records for residents (prescription and PRN)?

	· Yes
	· No

	50. 
	Does a pharmacy deliver all medication to the service?

If so, please name the pharmacy and provide contact details.

	· Yes
	· No

	
	Name of pharmacy
	Contact phone number

	
	
	

	51. 
	Does the service have a documented procedure if providing residents with a personal laundry service?

	· Yes
	· No

	52. 
	Does a visiting Doctor and/or allied health clinician visit the service?
If so, please name the doctor and/or allied health clinician and provide contact details and frequency of visits.
	· Yes
	· No

	
	Name
	Contact phone number
	Frequency of Visits

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	53. 
	How many residents have an appointed guardian and/or public trustee?
	Decision Maker
	Number of residents

	54. 
	
	Appointed Guardian
	_________

	55. 
	
	Public Trustee
	_________

	56. 
	Does the service have a copy of the Decision Notice in relation to an appointed guardian?

	· Yes
	· No
	· N/A



	57. 
	Does the service maintain documented records when it consults with the appointed guardian on behalf of a resident?


	· Yes
	· No
	· N/A



	58. 
	Does the community visitor attend your service?

If so please provide a copy of the last 2 reports.

	· Yes
	· No

	59. 
	Does the service maintain a day diary which staff initial daily when doing a handover of shift?

	· Yes
	· No


Your Next Step:
Please check that you have:

· Completed all questions

· Listed additional information where requested

· Signed the Certification on the front page

· Attached copies of documentation:

· If you are applying for an Initial Accreditation

Copies of policies, procedures and associated documents and forms must be provided with the Self Assessment Checklist and Form 2.

· If you are applying for Renewal of Accreditation

Copies of amended or additional policies, procedures and associated documents and forms must be provided with the Self Assessment Checklist and Form 3.

· Provide a copy of the completed checklist along with copies of supporting documentation:

	Mail:


	Regulatory Services
Department of Housing
GPO Box 690

BRISBANE   QLD   4001


	Fax:
	07 3008 5960



	Email:
	regulatoryservices@chde.qld.gov.au




Regulatory Services
Department of Housing 
Regulatory Services
Version - 070918

