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	Introduction


The Assessment Workbook is designed as a tool for assessors to record the evidence provided, assessment findings, and any resulting recommended actions resulting from the assessment. 
This information forms the basis of the Assessment Report developed by the assessors following the on site assessment. 

The Assessment Workbook is also a useful self assessment tool for funded agencies to prepare for the assessment site visit.  Funded agencies have the option of completing and submitting the Assessment Workbook to AHA prior to their assessment site visit being conducted.  Although funded agencies are not obligated to do so, this activity will assist the agency to identify appropriate evidence sources and potentially identify any opportunities for improvement.  Submission of the completed Assessment Workbook prior to the assessment site visit also enables the assessors to better plan the site visit.   
Comprehensive detail is not required when completing the workbook for submission to AHA.   It is adequate to complete the “Evidence examples provided” section only by documenting a reference to the evidence source.  For example, where the agency’s evidence is a policy it is acceptable to write the name and/or number of the policy in this section.  However agencies are encouraged to complete all sections of the workbook for submission. 

Agencies choosing to complete and submit the workbook to AHA will be required to do so, either electronically or via post, no later than ten working days prior to the assessment date.  Where agencies opt not to submit the workbook to AHA prior to the assessment site visit, completion of the workbook is nonetheless encouraged.  
The Assessment Workbook should be used in conjunction with the Guide to Compliance Ratings.
Assessors consider all relevant supporting evidence in order to determine a funded agency’s compliance with each of the Approval Requirement Standards. Potential evidence sources include; review of documentation, interviews with staff and management, and observation of the physical environment. 
The assessors will determine the degree of compliance with the Approval Requirements following review and analysis of all relevant evidence. This will involve discussion with the funded agency and clear explanation of the reasons for the decision, including any identified gaps and the action required to achieve full compliance. 
The Assessment Workbook and Guide to Compliance Ratings are useful tools to also assist funded agencies in their preparation for the assessment, and to record assessment outcomes and recommendations made at the time of the site visit.  
The workbook is structured as follows: 
1.  Assessment Summary

The Assessment Summary is completed at the conclusion of the assessment and clearly indicates your organisation’s compliance with each of the 15 Approval Requirements Standards and your agency’s Overall Compliance with the Approval Requirements. 
An explanation of how compliance ratings are determined for each of the 48 attributes has also been included in this section to assist in first completing the workbook. 
2.  Compliance Reports and Action Plans
All funded agencies are contractually required to comply with the Approval Requirements. This section of the workbook has the provision to document the evidence examples provided for each attribute. The section immediately below has the provision to document the assessment findings for each attribute and the resulting outcome (compliance rating). The compliance rating for the standard is then identified and documented in the top right hand corner of the page. 
The Action Plan has the provision to detail any recommended actions necessary for your agency to address any compliance gaps and achieve full compliance with all Approval Requirement Standards.  The action plan has the provision for you to document the person responsible for completing the recommended action, the timeframe for completion, and the date the action is completed.  

At the time of the of site visit the assessors may also make recommended actions for questions that are assessed as fully compliant, in order to support your organisation’s own quality improvement initiatives. 

	
	Fully Compliant
	Partially Compliant
	Non Compliant

	Leadership and Governance
	

	Standard 1:
	Values and ethical framework
	
	
	

	Standard 2:
	Governance
	
	
	

	Strategy, Policy and Planning
	

	Standard 3:
	Planning
	
	
	

	Information and Analysis
	

	Standard 4:
	Management of data
	
	
	

	People
	

	Standard 5:
	Entry of practitioners
	
	
	

	Standard 6:
	Supervision of practitioners
	
	
	

	Standard 7:
	Training and Development
	
	
	

	Standard 8:
	Staff appraisal
	
	
	

	Standard 9:
	Safety of staff
	
	
	

	client focus
	

	Standard 10:
	Accessibility of services
	
	
	

	Standard 11:
	Managing client feedback and complaints
	
	
	

	Standard 12:
	Client confidentiality and privacy
	
	
	

	Standard 13:
	Client safety
	
	
	

	Processes products and services
	

	Standard 14:
	Service design
	
	
	

	Processes products and services
	

	Standard 15:
	Assessing Performance
	
	
	

	OVERALL RESULT
	

	Assessment Summary


The Compliance Ratings for each Attribute are as follows:
Fully Compliant – Written and verbal evidence clearly demonstrates that the funded agency meets all the requirements set out in that attribute.  

Partially Compliant – Written and verbal evidence clearly demonstrates that the funded agency only meets part of the requirements set out in that attribute.  
Non Compliant – Written and verbal evidence clearly demonstrates that the funded agency does not meet the requirements set out in that attribute.  

The Guide to Compliance Ratings sets out clear criteria for determining the compliance rating against each attribute within each standard. Once the compliance rating for each attribute has been identified the compliance rating for the standard can be determined. 
The Compliance Ratings for each Standard are as follows:  
Fully Compliant – Written and verbal evidence clearly demonstrates that the funded agency meets all the requirements set out in each attribute in the standard. 

Partially Compliant – Written and verbal evidence clearly demonstrates that the funded agency does not meet all the requirements of one or more attributes within the standard. 
Non Compliant – Written and verbal evidence clearly demonstrates that the funded agency does not meet all the requirements of any attribute within the standard.   

Once the compliance rating for each standard has been identified the overall compliance rating can be determined.
The Overall Compliance Ratings are as follows: 

Fully Compliant – Written and verbal evidence clearly demonstrates that the funded agency has met all the requirements in every standard.  
Partially Compliant – Written and verbal evidence clearly demonstrates that the funded agency has not met all the requirements in one or more standard. 

Non Compliant – Written and verbal evidence clearly demonstrates that the funded agency has not met all the requirements in any standard.  
	Compliance Reports and Action Plans


	Standard 1
	Values and ethical framework
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2



	Attribute 3



	Attribute 4



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2


	

	Attribute 3


	

	Attribute 4


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	


	Standard 2
	Governance
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	


	Standard 3
	Planning
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2



	Attribute 3



	Attribute 4



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2


	

	Attribute 3


	

	Attribute 4


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	


	Standard 4
	Management of Data
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2



	Assessment findings
	Rating

	Attribute 1

	

	Attribute 2


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	


	Standard 5
	Entry of practitioners
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	


	Standard 6
	Supervision of practitioners
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	


	Standard 7
	Training and Development
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	


	Standard 8
	Staff appraisal
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	


	Standard 9
	Safety of staff
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Assessment findings
	Rating 

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	


	Standard 10
	Accessibility of services
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Attribute 4 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	

	Attribute 4 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	


	Standard 11
	Managing client feedback and complaints
	Rating:


	Evidence Examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	


	Standard 12
	Client confidentiality and privacy
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	


	Standard 13
	Client safety
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Attribute 4 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	

	Attribute 4 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	


	Standard 14
	Service design
	Rating:


	Evidence Examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Attribute 4



	Attribute 5 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	

	Attribute 4


	

	Attribute 5 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	

	Attribute 5
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Attribute 4
	
	
	

	Attribute 5
	
	
	


	Standard 15
	Assessing Performance
	Rating:


	Evidence examples provided

	Attribute 1



	Attribute 2 



	Attribute 3 



	Assessment findings
	Rating

	Attribute 1


	

	Attribute 2 


	

	Attribute 3 


	


	Action plan

	Recommended action
	Person Responsible 
	Timeframe
	Date Completed

	Actions to achieve full compliance with the Approval Requirement Standard

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
	
	
	

	Optional actions to promote continuous quality improvement

	Attribute 1
	
	
	

	Attribute 2
	
	
	

	Attribute 3
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