Monitoring, Review and User Survey

1.0
Documentary Information 
1.1
The Service Provider will supply the following: 
a. Within four weeks following the end of the Contract year (after the easter term break in the first year) a concise annual report on delivery of the Service, including its achievements and difficulties encountered and the Service Providers own evaluation of its performance during the year. The Council will provide a template of the report and will cover the following items: 
· Services;
· Inclusion;
· Workforce development;
· Standards of care;
· Equalities; 

· Contributions to the short breaks plan; and
· Staff turnover.
b. On request copies of any policy or procedures relevant to the service 

c. On request details of qualifications and experience of the Personnel/Staff engaged in the service.

d. Reports on the results of service user survey and consultation exercises undertaken by the Service Provider as per below. 
1.2
Service User Survey

1.2.1
An important part of the service scope will be service user feedback, Service Providers will be required to consult with families on service provision as part of the regular Short Breaks consultation with parent/carers and young people. The results from the survey will be important for ongoing design and evaluation of the service as detailed in the Call-Off Procedure document. 

1.2.2
The survey will be carried out regularly, the format of which will be agreed in consultation with the Service Providers and the parent carers forum. 

1.3 Scheme Visits
The Council and those acting on their behalf will visit the schemes as part of the monitoring process, some of these maybe un-announced. For schemes which are of a therapeutical nature the Service Provider will be notified in advance of the visit. 

2.0
Service Delivery Date
Block Booked Sessions / Individually Booked Sessions 
2.1
The Council will give the Service Provider a monitoring spreadsheet which will be password protected, to complete each quarter which will monitor the service usage for that respective quarter for each activity / session booked. 
2.2
If it is agreed between the Council and the Service Provider to raise monthly invoices then the monitoring sheet must also be done monthly to coincide with the invoice. 

2.3
The Council will provide templates of the monitoring spreadsheet to be completed, these may be updated by the Council as required to reflect services and procedures. 

2.2
On booking a place the parent/carer will give the young person’s UIN (as described in the Call Off Procedure), post code, house number and date of birth. The Provider will check that the details are correct with their register and discuss the young persons needs. 

. 

2.3
The Service Provider will return the monitoring sheet to the Council on a quarterly basis in accordance with the following timetable: 
Return 1 within four weeks following completion of 3 months 

Return 2 within four weeks following completion of 6 months

Return 3 within four weeks following completion of 9 months

Return 4 within four weeks following completion of 12 months

2.4
The monitoring sheet will also include information where young people have booked in with a service but did not attend.  This list will be monitored across the Short Breaks programme and families will be contacted where no reason has been given by the Service Provider. 

2.6
Service Providers will also create and monitor their own non attendance list 

2.7
The monitoring return will be used to analyse service provision and access to ensure compliance with the contract. 

2.8
The Council may request a meeting with the Service Provider if there is cause for concern in the monitoring information provided, in any further information provided and or service management and provision. 

2.9
In addition, the Council may request with reasonable notice any other information to monitor the service, if the Council feels inadequate monitoring systems are in place or to comply with any statutory or other obligation the Council may have and the Service Provider will cooperate with the Council by providing the requested information within a reasonable time period.

3.0
Review

3.1
The Service Provider will cooperate with the annual review, which will be undertaken at the annual meeting and take into account the Service Provider’s annual report, the documentary information and performance data described above. The annual review may include an opportunity for the Council’s representative to seek and inspect evidence of procedures and records that meet the Service Providers obligations in relation to the Contract. 
3.2
As a result of the annual review the Council may request changes to the service and the Service Provider will cooperate in implementing any changes in accordance with the terms of the Contract. 
3.3
The Serice Provider may also suggest changes to the service (including changes to the specification) and in particular the Service Provider is expected to always seek and deliver improvements within the resources available. Proposal and implementation of agreed changes may be made at any time in the year, between the Parties. Consent should not be unreasonable withheld. 
