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Pre-Assessment Questionnaire
[image: C:\Users\sally.richens\AppData\Local\Microsoft\Windows\INetCache\Content.Word\qpm crown Square turquoise-01 (002).png]To commence working towards achieving the Quality Performance Mark (QPM), we ask that organisations complete the information requested within this questionnaire
Advocacy is taking action to support people to say what they want, secure their rights, pursue their interests and obtain services they need. Advocacy providers and Advocates work in partnership with the people they support and take their side, promoting social inclusion, equality and social justice.
This Pre-Assessment Questionnaire enables us to:
· Check you are eligible to undertake the QPM assessment
· Check you are ready to undertake the assessment
· Plan and cost your assessment
· Prepare your organisation’s Working Agreement (your contract with us)
Before completing this Pre-Assessment Questionnaire, we encourage advocacy providers to:
Review the Assessment Workbook
Be confident that their advocacy services are delivered in line with the above definition of advocacy and the Advocacy Charter as a whole
Undertake development activity needed to demonstrate compliance with QPM standards
Schedule internal resources in order to be confident that the Assessment Workbook and requested policies, procedures and other documentation will be submitted with within 4 months
This is to ensure that you and your team have the best chance possible of successfully completing the QPM assessment and gaining the Award.
Organisations have up to 4 months to complete the Assessment Workbook once your organisation accepts our terms and conditions as detailed within the Working Agreement and we have issued your personalised Assessment Workbook.  We are not always able to offer an extension and will only do so on the grounds detailed within the extensions section of the Working Agreement.
Please answer the following questions to introduce us to your organisation.  We ask you what models of advocacy you are providing at the time of your assessment. In order to ensure that each strand of your service is operating to QPM standards, it is important that your Assessor understands what the different types of advocacy you deliver are.
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Introduction to your organisation

Please complete the following questions:
	Ref
	[bookmark: _Hlk512328711]Question
	Write your answer below or tick the relevant option

	1
	Trading name of your organisation:
	

	2
	Your registered address:
	

	3
	Country:                   England                          Northern Ireland                       Wales

	4
	Website address (URL):
	https://www.

	5
	Does your organisation provide independent advocacy in line with the Advocacy Charter?
	Y/N

	6
	Have you reviewed the Assessment Workbook and are you confident that you can demonstrate that your organisation’s service delivery is in line with the standards as set out?
	Y/N

	7
	If your organisation provides any other services in addition to advocacy, list them here (or write ‘none’):
	

	8
	If your organisation provides other services in addition to independent advocacy, please tell us how the advocacy service is kept free of conflict of interest(s), independent and confidential:
	

	9
	If you work like a sub-contractor, receiving advocacy work from another advocacy organisation/s, name it here and provide details:
	

	10
	If you sub-contract advocacy work to another provider, name the provider here and give details:
	

	11
	Full staffing complement: the number of paid advocates in your organisation – please include all staff who delivery advocacy, sessional/bank staff, those on zero hours contracts and vacancies in whole time equivalent (WTE)
	

	12
	Number of volunteer advocates (whole time equivalent WTE):
	

	
	How many local authorities / geographical areas does your organisation cover? Please list:
	

	13
	Is your annual turnover less than 3 million GBP per year?
	Y/N

	14
	Is any of the advocacy you provide Non-Instructed?
	Y/N

	15
	Name the lead contact in your organisation for the QPM assessment:
	

	16
	Job title of the lead contact:
	

	17
	Telephone number for the lead contact:
	

	18
	Email address for the lead contact:
	

	19
	Name your Chief Executive:
	

	20
	Give the Chief Executive’s telephone number:
	

	21
	Give the Chief Executive’s email address:
	

	22
	Type of organisation/company (please select)
☐	Charitable Trust
☐  Charitable Company (limited by guarantee)
☐ Charitable incorporated organisation (CIO)
☐ Community Interest Company (CIC)
☐ Charitable Trading Company (CTC)
☐ Unincorporated Association
☐ Private Company (limited by shares)
☐ Public Limited Companies (PLC)
☐ Company Limited by Guarantee
☐ Other:  


	23
	Company registration or incorporation number: 
	

	24
	Registration body (e.g. Charity Commission, Companies House):
	

	25
	Your VAT registration number:
	

	26
	Please send us a copy of your organisational chart when you send this Pre-Assessment Question and confirm here
	Y/N
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Information about the advocacy services you provide

When planning and undertaking your assessment, we need to understand the size, scope and structure of your organisation, including the different kinds of advocacy that you provide. 
This helps us ask for the right documents and reports and is valuable during site visits, advocates), where we meet around a third of the paid staff working under each advocacy manager. 
This information also helps us plan and cost your assessment. If you have several offices, projects or teams in different locations or a large team, several site visits will be needed to obtain a good understanding of your service delivery. Please complete the tables below to help us with this.
	Ref.
26
	Service Delivery Area
	Location of office base, if there is one
	List of each type of advocacy provided and each distinct 'project'
	Name of Service Manager/Team Leader
	Number of Supervisors in addition to the manager 
	Number of Advocates (FTE and head count - paid staff)
	Number of FTE Advocacy Vacancies
	Number of volunteer advocates (total headcount)

	26.1
	e.g. Bath 
	n/a
	all adult statutory (IMHA, IMCA, Care Act, NHS Complaint)
	Gail Petty
	3
	10.5 FTE
17 advocates
	0
	4

	26.2
	
	
	
	
	
	
	
	

	26.3
	
	
	
	
	
	
	
	

	26.4
	
	
	
	
	
	
	
	

	26.5
	
	
	
	
	
	
	
	

	26.6
	
	
	
	
	
	
	
	

	26.7
	
	
	
	
	
	
	
	

	26.8
	
	
	
	
	
	
	
	

	26.9
	
	
	
	
	
	
	
	

	26.10
	
	
	
	
	
	
	
	

	26.11
	
	
	
	
	
	
	
	

	26.12
	
	
	
	
	
	
	
	

	26.13
	
	
	
	
	
	
	
	

	26.14
	
	
	
	
	
	
	
	

	26.15
	
	
	
	
	
	
	
	



Ref 27. Types of advocacy per advocate (please group in teams where possible)
	
	
	
	TYPES OF ADVOCACY DELIVERED PER ADVOCATE 

	Team 
	Advocates initial 
	FTE/ hours
	Non-statutory (all types)
	IMCA
	IMHA
	Care Act Advocacy
	IPA (Wales)
	NHS complaints
	Paid RPR
	Other – please specify 
	Notes

	e.g. Bath
	XY
	0.75
	x
	x
	
	x
	
	
	
	
	Mostly Care Act
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Within 10 working days of receipt of the Pre-Assessment Questionnaire, we will:
· Confirm receipt of your Pre-Assessment Questionnaire, 
· Raise any queries we may have at this early stage, and, provided that you meet our eligibility criteria
· Prepare and issue a Working Agreement (our contract with you) for your organisation
To understand more about what happens at each stage of the assessment process, please view the QPM Assessment Timeline.
Please return your completed Pre-Assessment Questionnaire to support@qualityadvocacy.org.uk 
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