	Evidence required
	Yes / No / Partly Met

	Memorandum & Articles of Association or Governing Document
	

	Equalities policy
	

	Confidentiality policy
	

	Business Plan / Service Strategy
	

	Mission Statement
	

	Organisational Chart
	

	Financial Management Policy
	

	Referral Policy
	

	Signposting policy
	

	Complaints policy
	

	Audited Accounts
	

	Annual Report
	

	Professional Indemnity Insurance
	

	Public Liability Insurance
	

	Certification of quality marks
	

	Proof of membership to recognised bodies
	

	Data Protection registration
	

	Child Protection/Vulnerable Adult Policy
	

	Evidence of CRB checks
	

	Client feedback
	


Room G9, 
Torquay Town Hall, 

Castle Circus, 
Torquay, 
TQ1 3DR
MEMBERSHIP CRITERIA

All organisations requesting membership to Torbay Advice Network (TAN) are required to provide evidence that they have the minimum required policies and procedures in place to ensure that they are adhering to quality standards. Where evidence is not available TAN will support organisations to meet these standards.
Organisations are requested to complete the following questionnaire and return it to emma.hadland@torbay.gov.uk or to the address above. Arrangements will then be made to visit your organisation to see the evidence required or wherever possible the documents can be emailed. 
	Access to service

	What are the methods of service delivery?

	

	Do you publicise opening times?

	

	Do you serve a specific client 
group?

	

	Is information available in foreign language/ for sensory impaired?

	

	Signposting & Referrals

	What are the methods for referral?

	

	Do you signpost if a referral is inappropriate?

	

	Do you keep records of referrals?

	

	Do you keep records of signposting?

	

	Do you keep records if no suitable alternative provider is found?

	

	Do you report on gap in provision if no alternative provider is found?

	

	Do you provide client details to new provider?

	

	Management

	Is financial management exercised?

	

	Do you monitor quality of the service?

	

	Are you working towards any quality marks?


	

	Do you have a clear management/ decision making structure?

	

	Do you undertake service performance reviews?

	

	Does the organisation hold appropriate Insurance?


	

	Do you have a clear business plan and future objectives?


	

	Training

	Do new employees have an induction programme?

	

	Do you undertake staff appraisals?

	

	Do you undertake regular staff supervision?

	

	Do you undertake training needs analysis?

	

	Client Information

	Can you provide access to clients files?

	

	Are you registered with the Information Commissioner?

	

	Do you undertake file reviews?

	

	Do you have a clear policy on who you share information with?


	

	Do you get the clients permission before sharing information?


	

	Complaints

	Are clients told how to complain?


	

	Are records kept of complaints?


	

	Do you ask clients for feedback?

	

	Do you analyse feedback to monitor trends / change working practices? 

	

	Safety

	Are advisors required to complete a CRB check?


	

	Do you have a Child Protection / Protection of Vulnerable Adults policy?

	

	Do you have a lone working policy?
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