WEST LONDON SUPPORTING PEOPLE PARTNERSHIP – ACCREDITATION                                     APPENDIX 2
ACCREDITATION CRITERIA CHECKLIST
	Criteria
	What Administering Authority is looking for


	Current Activity
	How Do We Carry This Out  In the Team 


	1. Financial Viability
	
	
	

	1.1 Organisation is able to produce forward financial projections for three years ahead (or one year in the case of small providers) that are sufficiently detailed to demonstrate that the organisation is financially viable.

 
	Projections should separate main income streams and main elements of expenditure so that variations and risks in relation to each can be properly evaluated. The bottom line should show sufficient margins to allow for reasonable eventualities.
	· Contractual requirement 

· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF
· Financial assessments completed as part of each new procurement activity 

· Financial assessments completed when drawing down from the framework agreement 
	Annual mail out by SP TEAM
Commissioning Managers at ACM  (annual Commissioning meetings/performance management meetings).
Provider performance measured as part of annual contract monitoring OR via references from other authorities.
TSA traffic lights checked for RSLs in preparation for ACMs  

Independent financial checks completed as part of each procurement activity/call off from framework/re-issuing of contract  OR ANNUALLY as part of Performance Management


	1.2 Organisation is able to provide an explanation of the assumptions that have been used in relation to the financial projections produced, including an assessment of possible financial risks, and these assumptions are reasonable.


	Projections should be based on conservative assumptions, taking into account known and potential changes in the external environment. Rates of inflation, pay increases, interest, and growth should be reasonable and sustainable. Significant risks should be taken into account.


	· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF

· Financial assessments completed as part of each new procurement activity 

· Financial assessments completed when drawing down from the framework agreement
· When procuring for new services providers are asked to submit all inclusive prices that take account of these assumptions.

· Inflation no longer paid – replaced by new Performance Bonus Framework  
	 See above




	Criteria
	What Administering Authority is looking for


	Current Activity
	How Do We Carry This Out  In the Team 



	1.3 Organisation is able to produce cash-flow forecast for one year ahead that demonstrates that all financial liabilities will be covered.


	Income streams should be modelled separately, to enable assessment / adjustment to be made on the basis of problems with particular sources of income. Any overdraft facilities required by cash-flow problems should be guaranteed.


	· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF
· Providers required to identify SP expenditure 

	See above



	1.4 Organisation produces a budget statement for individual SPG-funded Services.


	Organisations need to be able to demonstrate that are able to assess the viability of individual services.
	· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF
· Providers required to identify SP expenditure 

	See above



	1.5 Organisation produces regular management accounts that are monitored by the Board on at least six-monthly basis and by line managers at least quarterly. In the latter case management accounts should identify individual SPG-funded services.


	Management accounts should be accurate, prompt and sufficiently detailed to identify where corrective action is needed. Need to be able to demonstrate that those with management responsibility are not only able to identify when action is required but do actually take action when appropriate.
	· Financial budgets requested on an annual basis as part of the WLPMF
· Providers required to identify SP expenditure 
Providers can be asked to submit management accounts on an annual basis as part of financial return  
	See above



	1.6 Organisation has access to sufficient reserves


	Levels of reserves required should relate to levels of turnover and to assessments of risk.
	· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF

	See above



	1.7 Organisation has audited accounts for last complete year that are not qualified in any way.


	
	· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF

	See above



	Criteria
	What Administering Authority is looking for


	Current Activity
	How Do We Carry This Out  In the Team 



	2 Ability to handle Supporting People Grant



	2.1 The organisation has a structure for coding income and expenditure to appropriate budget codes and cost centres and provides guidance to staff on how to do so.


	Budget codes need to be sufficiently detailed to be able to monitor effectively and yet not too detailed to be too difficult to use. Expenditure codes need to relate to income streams. Cost centres need to ensure that SPG-funded services can be isolated from others. Guidance to staff needs to be clear, comprehensive, up-to-date and accessible.


	· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF
· Providers required to identify SP expenditure 

· VFM assessments completed on an annual basis as art of WLPMF 

	Commissioning Managers at ACM  



	2.2 The organisation has financial procedures which minimise the possibility of fraud.


	Procedures need to be written and should include checks at each level. Should include the capacity for regular and random audit.
	· Can be checked at ACM.
	Commissioning Managers at ACM 


	2.3 The organisation is able to certificate (in future to be counter-signed by auditor) that SPG is only used for the provision of housing-related support.


	
	· Financial budgets/Annual Accounts  requested on an annual basis as part of the WLPMF

	Annual mail out by SP TEAM


	3 Effective Employment Procedures


	3.1 The organisation has a selection and recruitment policy and procedure which seeks to guarantee equality of opportunity regardless of gender, age, religion, race, disability, nationality and sexuality. 


	Clear written procedures governing the way in jobs are assessed, advertised, shortlisted and interviewed for, which take equal opportunities issues into account. Staff responsible are provided with training. Recruitment procedures are monitored and results are analysed.

 
	· Contractual requirement 

· Assessed as part of each procurement activity

· Can be checked at ACM/ provider self-asst

· Financial budgets requested on an annual basis as part of the WLPMF

	

	3.2 Organisation has a health safety policy and produces health and safety guidance for its staff
	Health and safety policy meets legal requirements. Guidance would normally be in the form of a Manual which at least covers the expectations contained in the Quality Assessment Framework.

 
	· Contractual requirement 

· Assessed as part of each procurement activity

· Can be checked at ACM
· QAF assessment/ provider self-asst  


	Checked at ACM


	Criteria
	What Administering Authority is looking for


	Current Activity
	How Do We Carry This Out  In the Team 



	3.3 Organisation provides adequate resources for staff training
	Training budget should at least be set at a level that represents 1% of total staff salary budget.


	· Contractual requirement 

· Assessed as part of each procurement activity

· Can be checked at ACM/provider self-asst 


	Procurement Team

Commissioning Managers at ACM 


	3.4 Organisation has a Human Resources Manual or equivalent set of policies covering principal Human Resource issues.

 
	Written guidance should be provided on , selection, induction, supervision, appraisal, disciplinary and grievance procedures.
	· Contractual requirement 

· Assessed as part of each procurement activity

· Can be checked at ACM/provider self-asst 


	Procurement Team

Commissioning Managers at ACM 

	3.5 Organisation has a staffing structure that enables sufficient support and supervision to be given to front-line staff and provides for efficient and effective lines of communication throughout the organisation.

	Lines of management responsibility should be clear. Spans of management should be reasonable.
	· Contractual requirement 

· Assessed as part of each procurement activity

· Can be checked at ACM/provider self-asst 


	Procurement Team

Commissioning Managers at ACM 

	4 Robust Management Procedures



	4.1 Organisation has an appropriate governing institute and the services it is providing (or is proposing to provide) come within its terms.


	Terms of governing document do not make any of the services provided ultra-vires.
	
	TSA traffic lights checked for RSLs in preparation for ACMs  Governing docs checked. 



	4.2 Organisation has a managing body which is enabled to take full responsibility for the management of the business, including the receipt of full and regular reports from senior staff, and a schedule of policies and procedures to review.

 
	Reports to the managing body should demonstrate that information is provided routinely on the operation of the organisation, including statistical performance information. Minutes should demonstrate that decisions are taken, and on the basis of clear options presented. Schedule should ensure that principal operational policies are reviewed once every three years.


	
	Agenda, minutes and reports to Organisation’s Board/management committee reviewed /SELF certification by Organisation


	Criteria
	What Administering Authority is looking for


	Current Activity
	How Do We Carry This Out  In the Team 



	4.3 Organisation has Operational Policies Manual, containing as a minimum the policies required by the Quality Assessment Framework.


	
	· Can be checked at ACM
· QAF assessment/ provider self-asst  


	Commissioning Managers at ACM

	4.4 Organisation has a delegated authority schedule or equivalent document.


	Written procedures provides clear guidance to staff at various levels as to what they have the authority to do
	· Can be checked at ACM
· QAF assessment/ provider self-asst  


	Commissioning Managers at ACM

	4.5 Organisation is able to routinely supply Supporting People Administering Authority with information requested as part of quality and monitoring procedures


	Has information collection procedures and processes which enable performance returns to be submitted accurately and promptly.
	· SP Team has robust processed for assessing this
· Part of PBF
· Part of ACM/QAF self assessment
	SP Performance and Business Manager OR equivalents produces quarterly reports (for current providers).  For new providers the check is about the providers ability to make returns (e.g. IT in place, staff with knowledge/ability to complete the returns).
Provider performance profiles 

	5 Competence to Deliver Services



	5.1 Organisation has experience of providing similar types of service (either for similar client groups or similar types of support).

Newly-formed organisations will be judged on the basis of the experience of the founder members or key members of staff.


	Where the organisation is new to the Authority, they can provide references from other Supporting People Administering Authority or other statutory agency. It may be that the organisation has no record of providing the specific service proposed, in which case the provider should be invited to demonstrate how they can apply the experience that they have got to delivering the Service in question.

All providers already known to one of the West London Boroughs will automatically be seen to meet this criteria.


	· Assessed as part of each procurement activity
	Procurement Team




	Criteria
	What Administering Authority is looking for


	Current Activity
	How Do We Carry This Out  In the Team



	5.2 Organisation has a statement of values or similar such document.

This could be a stand-alone document or contained within a larger publicly-available document.


	Written statement makes it clear that organisation upholds values that enhance service user’s rights, choices and independence, and demonstrate a commitment to confidentiality, consultation, and quality of service.


	· Can be checked at ACM

	Commissioning Managers at ACM

	5.3 Organisation is able to keep up to date with relevant practice issues.


	Organisation is a part of a network of some kind, participates in local and national mechanisms of practice review, employs specialist staff, keeps staff informed through newsletters, seminars etc.


	· Can be checked at ACM
· QAF assessment/ provider self-asst  


	Commissioning Managers at ACM
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