Checklist of SQS policies and procedures and the review mechanism

SQS
Policies & procedures 
Frequency of review
How input from staff and service user are obtained
Responsible person/meeting

1.2 & 1.3
Guidelines to ensure information of home accessible and circulate to potential service users, staff and community
Yearly or after information is circulated to the community
Clerical staff to take on the initial responsibility of review. 
In-charge meeting

3.1
Policy and procedure to ensure service unit keeping record of service operation and activities
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting
In-charge meeting



3.2
Procedure to ensure accuracy of SIS compilation
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting
In-charge meeting

3.3
Policy to inform service users and public about periodical statistics and performance
Yearly
Discussed in:

SQS working Group

Staff meeting

Service user advisory meeting
In-charge meeting

4.2
Guideline to ensure Job description and duty statements being accessible to staff ,service users and other interested parties
Yearly
Discussed in: 

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting
In-charge meeting

#5.1
Policy and procedure for staff recruitment,

selection, employment contracting , deployment and disciplinary actions.
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting
In-charge meeting

5.2
Policy and procedure for staff induction
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting


In-charge meeting

5.3
Policy and procedure for staff supervision and performance appraisal
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting
In-charge meeting

5.4
Policy for staff training
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting
In-charge meeting

Revised 6.1
Policy and procedure to review unit’s performance and directions
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

*6.2
Policy and procedure to collect feedback from service users and staff
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised7.1, 7.2 7.3
Procedure of developing and endorsing budget ,

Managing financial resource, review budget.
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting 
In-charge meeting

Revised 8.2
Policy and procedure to ensure unit’s performance compiles with relevant legislation and help staff to be aware of the issues. 
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting
In-charge meeting

Revised9.1
Guideline to ensure the effective maintenance of the fire-fighting equipment and other necessary safety equipment
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised 9.2
Procedures for responding to an emergency for staff and users including training and briefing guidelines
 yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised 9.3
Guideline for safety check of unit and environment
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised 9.5
Guideline for road and traffic safety measures
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting


In-charge meeting

Revised 9.6
Guideline to ensure proper maintenance of the service equipment  
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised*10.1
Policy and procedure for entry and exit 
Yearly
Discussed in:

SQS working Group

Staff meeting

Service user advisory meeting


In-charge meeting

Revised*10.3
Policy and procedure to inform applicants the reason for being refused entry to the service and referral to other service units
Yearly
Discussed in:

SQS working Group

Staff meeting

Service user advisory meeting

 
In-charge meeting

Revised*11.1
Policy and procedures for assessing and meeting service users’ needs 
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised 11.5
Procedures to update regularly service users’ records
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting
In-charge meeting

Revised12.1, 12.2
Policy and procedure spelling out under what circumstances and timeframe that service users are provided with information about operations that affect them.

They are informed of their choices and making decision and their decision are sought. 
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
in charge meeting

Revised13.1
Policy and procedure for protecting private property of service users personal belongings of service users
yearly
Different meeting to discuss

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised 13.3
Policy and procedure for collecting and managing service users’ money
Yearly
Discussed in:

SQS working Group

Staff meeting

Service user advisory meeting
In-charge meeting

Revised*14.1
Policy and procedure on service users’ rights for  privacy and dignity
yearly
Different meeting to discuss

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting
In-charge meeting

Revised 14.2
Guideline on performance of aided personal care activities 
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

Revised14.3, 14.4, 14.5 & 14.6
Policy and procedure on confidentiality of the information about service users.
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting
In-charge meeting

Revised*15.1 & 15.3
Complain policy and procedure
Yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting 
In-charge meeting

15.4 
Policy and procedure to encourage users to discuss service delivery issues 
Yearly
Different meeting to discuss

SQS working Group

Staff meeting

Service user advisory meeting
In-charge meeting

Revised 16.1, 16.2 & 16.3
Policy  to ensure the respect for service users’ rights to freedom from abuse and procedure to prevent and handle of abuse, means to make staff aware of the issues,

mechanism for encouraging staff and users to raise concern. 
yearly
Discussed in:

SQS working Group

Staff meeting

EN meeting

PCW meeting

Cook meeting

Workman meeting

Service user advisory meeting

User Lane meeting

User room meeting
In-charge meeting

* documents should be made accessible to user ,staff and other interest par ties.

# documents should be made accessible to staff 
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