THE NEW APPRAISAL PROCESS – A SUMMARY
1.
Prior to the Visit

It is expected by the Network that all member Centres will have BACP Service Accreditation, and a copy of the certificate will be sought.

Before the Visit a Centre would be asked to send a brief overview of itself – whose form would not be prescribed, allowing an ad lib response.
There will be no pre-Visit meeting.
The Centre will be asked to complete Checklist D of the current Appraisal documents as a form of summary audit.

A Centre will also be asked to complete and return a short and simple set of questionnaires which follow the passage of the client through the centre:

A
Counselling (to include Supervision)

B
Service Processes, ie First Contact and Reception, Information sent out, Assessment, Allocation, Ending, Record Keeping

C
Service Evaluation

This will include any data which the Centre uses to evaluate its work, which might for example include data from CORE. 


D
Unit cost of a session 

Average fee paid

% of sessions below unit cost
There will also be questionnaires to those who are listed at 2 below, which will relate to the dynamics of the Centre.
2.
A Visit which:

pursues the above, by meetings between the Visitors and those with whom they need to discuss, 

Receptionist

Assessor(s)

Counsellor(s)

Supervisor(s)

Head of Counselling

Director

discusses – what is made of the above, and any other concerns or considerations that may have arisen 
where possible comments about the dynamics will be made at the Visit.
3.
A Brief Report.

Two sides of A4, drafted by the Visitors, and finalised by Team Leader, so that it is consistent in style.  Conditions and Recommendations would be additional to this.  Any comments on dynamics will not be written, but will be made orally either on the day of the Visit, or shortly after.
While the visit and the report might lead to thoughts about how the centre might develop these will not be included in the report, as development is seen as a function of the Centre.

The notion of “Conditions” will be replaced by the notion of concerns.  Recommendations will therefore be more important, and will be argued rather than simply stated.

A copy of the draft report will be sent to the Director and Chair of Trustees within 10 days of the Visit and any factual corrections to the draft report will be made by a Centre within two weeks.

Since the appraisal process is to be simpler and less formal the Centre will no longer:
       offer draft Conditions and Recommendations

       have a right of reply

4. After the Visit.

Before being sent to the Centre the report would be considered by the AV Team, based on oral presentation of report by Visitors.  If the cycle of Visits, AV Team Meetings, and AMC meetings can be co-ordinated it is hoped that the report would be sent to a centre more quickly than has sometimes been so.

If the Centre wanted a follow up visit, which would be by both visitors, It would pay at £50 ph + travel expenses for each Visitor.

5. While the new appraisal process may not continue indefinitely it should not be 
changed until there have been sufficient visits carried out to inform a review
Clive Eiles
Appraisal Visitor Team Leader, for the Team
03/12/07
DRAFT TIME TABLE
	
	VISITOR A
	VISITOR B



	1100
	Director and/or Head of Counselling

Overview of Centre

	1115
	Intake Worker (s)
	Supervisor (s)

	1200
	Supervision Session
	Clinical Discussion

	1300
	Head of Counselling

	1345
	LUNCH

	1415
	Chair of Trustees, Director, Member of Management Committee, Head of Counselling, Treasurer,  Supervisor, Counsellor

	1515
	BREAK

	1530
	PLENARY

	1545
	END


CE

14/11/07

19/11/07
26/11/07

03/12/07

