Policy and Procedure to collect input from service users and staff

 in the review process of policy and procedure

Introduction

The service unit has two main mechanisms to make policies and procedures accessible to staff, namely, staff manual and handbook of service operational guidelines for users.

The policies and procedures contained in these two documents will be reviewed at least annually (See Sample Doc for 2.1) involving staff and users through its regular meetings.

Guidelines for Updating policy and procedure

Obtaining input from staff

Whenever there is a need for review and updating the policy, relevant meeting/ committee will discuss and channel back to the In-charge meeting to discuss and endorse.  Examples of such circumstances include:

· A staff member at anytime in the course of service delivery may raise an issue of concerned related to the relevant policy and procedure.

· An incidence has occurred and may imply that the relevant policy and procedure is not adequate for the service unit to deal with the incidence appropriately.

The policies and procedures are reviewed at yearly through the various grades and functional meetings as listed in Sample Doc for 2.1.  The In-charge meeting is the main mechanism to collect all feedback from various meetings and endorse the changes.  Hence, the Superintendent is the key person to put the mechanism in operation.

Staff members are also welcome to give individual feedback on the existing policies and procedures to their seniors or directly to the Superintendent for review.

Obtaining input from service users

There are regular meeting channel s to collect user feedback for policies and procedures. The room, lane and user advisory meeting are held quarterly. Users’ opinion and feedback are collected and channel to the In-charge meeting to consider. 

For individual user, regular interview will be arranged for them to collect their feedback through their room worker.

Users may and are welcome to provide feedback at anytime via the contact of any staff member.   When such feedback is received, the staff member concerned will channel such feedback to the relevant grade or functional meetings, or directly to the In-charge Meeting.

All users' feedback will be channeled to the In-charge meeting ultimately.
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