Quality Standards for youth information, advice, counselling and support services


Standard Area 1: Management

The agency has clear and accountable management structures and systems.

Practice guidelines

1.1
The appointment and composition of the management body is consistent with Equal Opportunities practice and where relevant, the agency’s Constitution

1.2
All new members of the management body undertake an Induction process to include:

· the provision of an information pack

· a process for ensuring understanding of  the work of the agency

· a process for enabling understanding of their management role and responsibilities

1.3
The management body has sufficient information and skills to undertake and meet its legal and financial responsibilities. This includes:

· operating open and accountable financial procedures

· meeting its employer responsibilities

· meeting Health and Safety requirements

· meeting its insurance responsibilities, particularly Employers and  Public Liability Insurance and Professional Indemnity Insurance

1.4
The management body ensures it has sufficient skills and information, including information about the views of staff and users to plan effectively, to develop policy and to take decisions     

1.5
The management body has systems to ensure it has sufficient information to account for the standard and level of work undertaken by the agency and its staff

1.6
All members of the management body are offered opportunities to attend internal and external training events

(Please see Appendix 1: A Checklist for Management Committees)

Monitoring methods

· Documentation

· Minutes of meetings

· Feedback from management, staff, young people and funders

Standard Area 1: Management

Management body member 

The agency has clear and accountable management structures and systems




D
C
B
A
EVIDENCE

E.g. How do you know?  What is the evidence?  Where is it located?  What needs to be done to make improvements?

1.1i


I was appointed in line with the agency’s Equal Opportunities policy.

I understand my responsibilities for meeting its requirements.
















1.1ii
I have a copy of the agency’s constitution (where relevant). 

I understand my responsibilities as a member of the management body.
















1.2i
I underwent an induction into the work of the agency.








1.2ii
I received an information pack about the agency.

I fully understand the work of the agency.

I fully understand my responsibilities as a manager.
























1.3i
I have copies of the agency’s annual budget.






1.3ii
I have copies of the agency’s recent statement of income and expenditure.






1.3iv
I know the agency has sufficient funding to meet its financial obligations.








1.3v
I understand the agency’s policies on recruitment. 

I understand the agency’s policies on salary structures

I understand the agency’s policies on training

I understand the agency’s policies on supervision

I understand my responsibilities for staff















· 







· 







· 






1.3vi
I have seen a copy of the Health and Safety policy.

I am aware of how this policy is applied and monitored in practice.
















1.3vii
I know the agency is adequately insured.








1.4i
I have a copy of the agency’s annual work plan and targets.








1.4ii
I have enough information and skills to enable me to:

· monitor the work of the agency

· to take decisions

· to contribute to forward planning
























1.5i
I understand the agency’s confidentiality policy.

I know how staff record their work with young people.














1.5ii
I receive feedback from staff about the agency and its work.

I use the feedback in my decision making
















1.5iii
I receive feedback from young people about the agency and its work.

I use the feedback in my decision making.
















1.5iv
I receive copies of the minutes of previous meetings and relevant papers in good time for all meetings.






1.6
I am offered opportunities to attend internal and external training events that relate to my management role.







                                                                                                   TOTAL:






Standard Area 1: Management

Co-ordinator

The agency has clear and accountable management structures and systems


D
C
B
A
EVIDENCE

E.g. How do you know?  What is the evidence?  Where is it located?  What needs to be done to make improvements?

1.3i
I provide the management body with regular information about how the agency is using its resources, including finance.








1.3ii
I think the management body effectively undertakes its responsibilities for legal and financial matters.








1.4i
I believe the management body understands the agency’s work and it policies and makes good decisions.








1.4ii
I feel supported by the management body and believe that my views are accepted and taken account of in the decision making process.








1.5
I provide the management body with regular information about how the agency is meeting its targets.









                                                                                                   TOTAL:






Standard Area 1: Management

Other Staff
The agency has clear and accountable management structures and systems


D
C
B
A
EVIDENCE

E.g. How do you know?  What is the evidence?  Where is it located?  What needs to be done to make improvements?

1.4i
I understand how to get my views heard by the Management Body.








1.4ii
I understand what decisions the management body is responsible for and how it makes them.








1.4iii
I know where to find the minutes and papers of appropriate meetings of the management body.








1.4iv
I feel the management body values my contribution to the agency’s work.









                                                                                                   TOTAL:






Standard Area 1: Management

Young people




The agency has clear and accountable management structures and systems


D
C
B
A
EVIDENCE

E.g. How do you know?  What is the evidence?  Where is it located?  What needs to be done to make improvements?

1.4i
I think this is an agency that listens to young people.









                                                                                                   TOTAL:






 Later, Standard Areas will consult on more questions with young people.  You may want to ask a series of young people the above question individually.  Alternatively you could get a group of young people together to discuss the question and their response to it.

We are producing a briefing paper on User Consultation and Involvement, which will detail ways of consulting and involving young people.

Standard Area 1: Management
Monitoring methods




The agency has clear and accountable management structures and systems

DOCUMENTATION: (see also Management Committee Checklist., Appendix One)

 (  Equal Opportunities Policy

(   Confidentiality Policy

(   User Involvement Policy

· Induction pack

· Agency Constitution

· Annual budget and income and expenditure records for the current financial year

· Signed audited accounts for previous year

· Signed staff contracts and job descriptions

· Police checks

· Health and Safety policy

· Insurance certificates

· Annual workplan and targets

· Staff reports on the agency’s work

MINUTES OF MEETINGS:

· Management body

· Staff meetings

· User Consultation meetings

FEEDBACK FROM:

· Management

· Staff

· Young People

· Funders
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