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HOW TO USE THIS TOOLKIT?
This self-assessment toolkit provides you with a simple overview of how you currently fare 
against the requirements of the Supported Employment Quality Framework. The responses 
that you give will enable you to see clearly where you excel or have areas that you need to focus 
on and develop in order to improve your supported employment provision. The assessment 
toolkit contains nine criteria. 

Each of the criteria contributes a percentage of your final score. These criteria are:
1. Leadership (score 20) – 10%
2. Strategy (score 15) – 10%
3. Staff management (score 15) – 10%
4. Partnership & Resources (score 20) – 10%
5. Products, Services & Processes (score 25) – 25%
6. Customer Results (score 30) – 10%
7. People Results (score 20) – 10%
8. Society Results (score 5) – 5%
9. Business Results (score 5) – 10%

Each criterion is laid out in five stages ranging from ‘little to no structured quality achieved’ 
(score 1) to ‘excellent quality achieved’ (score 5). It is important to take into account that it is a 
progressive system. You can only achieve a higher score if you can demonstrate that you meet 
the criterion contained within the previous stage.

You should review each criterion and identify the range of evidence available to support each 
statement. Prompt questions are included in the workbook to guide you in assessing your 
level of quality for each criterion. It is important that you can evidence your judgment and 
this should be recorded in the table below each criterion. Keep it concise and refer to working 
documents / files rather than a description of procedures.

Always start from the current situation, not where you would like to be as the optimal 
situation. This assessment should be an honest picture, a snapshot of the service as it is at the 
moment of the assessment. When you have judged the evidence available to support your 
decision you should note your score out of a potential 5 points.

Each section contains room for you to note areas for improvement and to prioritise these. 
This will help you to compile your Growth and Development Plan. The toolkit also contains 
sections for you to describe what you consider to be best practice within your organisation.

SEQF  
SELF-ASSESSMENT 
TOOLKIT
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ORGANISING THE SELF-ASSESSMENT
There is no defined way to complete this assessment. You’re free to choose an approach that 
best fits your organisation. You are more likely to get an accurate picture of the quality of your 
provision by involving a representative range of stakeholders in the assessment process.

It is recommended that the quality manager / senior management convenes and leads (a) 
group(s) of stakeholders to complete the document over a period of time.
The assessment toolkit does not need to be completed in a sequential order. It may be useful 
to form different task groups to focus on identifying evidence for each of the 9 assessment 
sections. 

Try not to over-analyse. The toolkit is designed to give you an indication of what you’re doing 
well and what you could do better within your organisation to deliver the highest quality 
supported employment provision.

KEY PERFORMANCE INDICATORS
Sections 6.2 and 7.2 contain a range of key performance indicators. Some are mandatory while 
others are suggested optional indicators. Each of these sections describes a scoring mechanism 
for the indicators.

ASSESSMENT RESULT
You should transfer your scores for each criterion to page 115 of the toolkit. A weight is given 
for each of the 9 quality areas. These should be calculated to give a final percentage score.  
The fifth section, ‘Products and Services’, has a higher weight because of the importance of 
model fidelity. A spidergraph can be completed to give a visual representation of your scores. 
www.suem.be/spiderweb 

TYPES OF EVIDENCE
You can demonstrate how you meet each of the criteria using a variety of evidence. These may 
include any of the following but this is not an exhaustive list:
— Strategies and plans
— Mission / vision statements
— Service level agreements and contracts
— Hard and soft outcomes
— Distance travelled
— Analysis of trends 
— Performance indicators
— Audits of compliance with policies and systems
— Human resources procedures and documents
— Induction processes
— Results of observed practice
— Previous evaluations
— Supervision, appraisal and team meeting notes
— Training needs analyses 
— Random sampling of files and case notes
— Marketing information
— The views of focus groups of stakeholders
— Results of surveys and questionnaires
— Complaints, compliments and suggestions
— Process documents e.g. vocational profiles, action plans, job analyses, risk assessments
— Labour market information
— Case studies

http://www.suem.be/spiderweb
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1.
LEADERSHIP
Supported employment organisations have leaders 
who support the supported employment values 
and principles. They act as role models, inspire and 
ensure the ongoing success of the organisation. The 
organisation is the vehicle to realise the supported 
employment values and principles.
(maximum = 20)

1.1 A CLEAR VISION ON SUPPORTED EMPLOYMENT IS INTEGRATED 
IN THE MISSION, VISION & VALUES OF THE ORGANISATION

1 2 3 4 5

The organisation 
has a basic mission 
statement and/or 
vision, but this is not 
communicated to 
stakeholders.

The organisation has 
a mission statement 
/ vision which is 
communicated to 
and understood by 
staff.

The organisation has a mission 
statement / vision which is 
communicated to and understood 
by stakeholders. 

Policies and procedures support 
delivery of the core values of 
supported employment.

The mission statement / vision is 
reviewed periodically,informs policies 
and procedures and is complimentary 
with multi-agency strategies.

Stakeholders are involved in defining 
the vision/mission statement.

The mission statement / vision is 
co-produced with stakeholders and is 
regularly reviewed as part of quality 
assurance procedures.

It is consistently used to raise 
aspirations and expectations amongst 
stakeholders.

PROMPTS EVIDENCE

Is there a mission and/or vision statement? Who was involved in writing it?

Does the strategic/business plan reference the vision?

Are staff and stakeholders aware that there is a vision statement? Can they explain it?

How is the mission/vision statement communicated? 

Do the team’s policies and procedures support the delivery of the core values of supported employment? 

Is there evidence of who was involved in producing the mission/vision statement?

How does the vision link to multi-agency strategies?

How often is the mission/vision statement reviewed? Who is involved in reviewing it?

Is the review integral to quality assurance procedures?

How is the mission/vision statement used?

How does the vision inform policies and procedures?

How does the vision link to multi-agency strategies?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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1.
LEADERSHIP
Supported employment organisations have 
leaders who support the supported employment 
values and principles. They act as role models, 
inspire and ensure the ongoing success of the 
organisation. The organisation is the vehicle to 
realise the supported employment values and 
principles.
(maximum = 20)

1.2 LEADERS DESIGN & IMPLEMENT A GOVERNANCE STRUCTURE

1 2 3 4 5

There is an organisational 
structure but governance 
does not provide effective 
support, challenge and 
scrutiny.

Leaders ensure that 
the service operates in 
compliance with legislation.

There are clear lines 
of communication 
and accountability.

Potential conflicts 
of interest are 
identified and 
managed.

Leaders use a quality or 
organisation development 
model to improve business 
operations.

Decisions are based on an 
oversight of management 
information.

The governance structure collaborates 
and consults with all stakeholders.

Business risks are identified and 
managed.

Governance arrangements are reviewed 
periodically.

The governance structure ensures excellent 
support, challenge and scrutiny based on 
a detailed understanding of management 
and performance systems, use of financial 
resources, policies and procedures, and quality 
assurance processes.

The governance structure is responsive to 
change, regularly reviewed and updated.

PROMPTS EVIDENCE

Is there an organisational structure?  
How is it used to ensure communication and accountability, both internally and externally?

How does the organisation ensure effective support, challenge and scrutiny  
in the management of supported employment provision?  
What internal and external factors are taken into account within risk management and wider decision making?

How often is the governance structure reviewed? Who is involved in reviewing it?

Is the review integral to quality assurance procedures?

How does the organisation ensure that it operates in compliance with legislation?

Does the organisation have a quality assurance framework?  
What does it cover and how is it used to improve business operations?

How are potential conflicts of interest identified and managed?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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1.
LEADERSHIP
Supported employment organisations have 
leaders who support the supported employment 
values and principles. They act as role models, 
inspire and ensure the ongoing success of the 
organisation. The organisation is the vehicle to 
realise the supported employment values and 
principles.
(maximum = 20)

1.3 LEADERS ENGAGE WITH EXTERNAL STAKEHOLDERS

1 2 3 4 5

Leaders have a basic 
understanding of key local 
and national policies, local 
labour market needs and 
circumstances, and local 
demography which informs 
the engagement with 
stakeholders.

The organisation 
has a plan to build 
and strengthen the 
relationship with 
stakeholders and 
to raise aspirations 
and expectations 
amongst customers.

Links with commissioners 
and employers are based on 
a clear understanding of local 
and national policies, local 
labour market information and 
demographics.

The organisation ensures active 
engagement with commissioners 
and funding bodies to source 
and allocate financial resources 
ensuring links with multi-agency 
strategies.

The organisation engages effectively with a 
wide range of stakeholders in the governance, 
design, delivery and evaluation of services.

The organisation exchanges knowledge and 
resources with stakeholders.

PROMPTS EVIDENCE

What level of understanding is there of the local environment and  
how does it inform engagement with stakeholders?

How, and about what, does the organisation plan and conduct its engagement with others?

How does the organisation engage and collaborate with stakeholders? 

What is the rationale for the organisation’s engagement with the various stakeholders?

How does the organisation’s engagement with stakeholders fit with multi-agency strategies?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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1.
LEADERSHIP
Supported employment organisations have 
leaders who support the supported employment 
values and principles. They act as role models, 
inspire and ensure the ongoing success of the 
organisation. The organisation is the vehicle to 
realise the supported employment values and 
principles.
(maximum = 20)

1.4 LEADERS REINFORCE A CULTURE OF EXCELLENCE &  
TRANSPARENCY WITH THE ORGANISATION’S PEOPLE

1 2 3 4 5

Leaders understand the 
supported employment core 
values but do not use them in 
their leadership role. 

Communication with staff is 
primarily task-orientated. 

Leaders recognise 
that staff are a 
valuable resource 
for feedback on 
organisational 
performance, service 
delivery and staff 
development. 

Leaders regularly 
consult with all staff on 
organisational performance, 
service delivery and staff 
development.

Leaders use information and 
knowledge across the organisation to 
support effective decision-making to 
build the organisation’s capability.

Leaders ensure decision-making is 
transparent and all information and 
knowledge used is accessible to staff.

Leaders champion the supported employment 
core values and are role models by providing 
clear leadership and direction for the service, 
which is understood by the organisation’s 
people.

Effective decision-making is used to ensure 
services are developed to meet customer need.

PROMPTS EVIDENCE

How do leaders communicate with staff, how often and for what purpose?

How are staff involved in informing decision-making within the organisation? 

How well are the core values of supported employment understood and used across the organisation?

How is the rationale behind decision-making communicated to staff?

How are information and knowledge used to build the organisation’s capability and to meet customer need?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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BEST PRACTICES BEST PRACTICES
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2.
STRATEGY
Supported employment organisations 
implement their mission and vision 
by developing a strategic plan with 
short, medium and long-term goals and 
objectives based on stakeholders’ needs and 
expectations, the external environment and 
internal capabilities.
(maximum = 15)

2.1 THE ORGANISATION SETS CLEAR GOALS &  
KEY PERFORMANCE INDICATORS (KPIs) RELATED TO  

THE CORE VALUES & 5 STAGES OF SUPPORTED EMPLOYMENT

1 2 3 4 5

The organisation demonstrates 
some evidence of goal setting.

These goals do not link 
to stakeholders’ needs or 
expectations, the external 
environment or internal capability.

The organisation 
sets key 
performance 
indicators that 
relate to the 5 
stages of supported 
employment.

The organisation has a strategic 
plan that contains short, medium 
and long-term goals.

The strategic plan and key 
performance indicators meet 
legislative and policy requirements.

The strategic plan and key performance 
indicators are related to stakeholders’ needs 
and expectations and take into account the 
external environment and internal capabilities.

The key performance indicators relate to the 5 
stages of supported employment.

The strategic plan and key 
performance indicators are 
continually reviewed and updated 
to reflect changes in stakeholders’ 
needs and expectations, the 
external environment and internal 
capabilities.

PROMPTS EVIDENCE

How does the organisation establish performance indicators?  
How do they relate to the core values and model of supported employment?

How are goals set?

Is there a strategic plan? How does it address short, medium and long-term objectives?  
How is the plan reviewed and updated? Who is involved?

How is the strategic plan influenced by internal capabilities, the environment,  
and by stakeholder needs and expectations?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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2.
STRATEGY
Supported employment organisations 
implement their mission and vision by 
developing a strategic plan with short, medium 
and long-term goals and objectives based on 
stakeholders’ needs and expectations, the 
external environment and internal capabilities.
(maximum = 15)

2.2 GOALS AND KEY PERFORMANCE INDICATORS (KPIs) ARE 
COMMUNICATED, IMPLEMENTED, MONITORED & REVIEWED  
THROUGHOUT THE ORGANISATION & WITH STAKEHOLDERS

1 2 3 4 5

The organisation 
makes limited use of 
goals and KPIs.

The organisation has goals 
and KPIs but these are not 
clearly understood by internal 
and external stakeholders.

The organisation has goals 
and KPIs which are clearly 
understood throughout 
the organisation.

KPIs are reviewed 
regularly and up-dated.

The organisation has goals and KPIs which 
are clearly communicated and understood 
by internal and external stakeholders.

There is clear evidence that data from KPIs 
is analysed and that trends are understood 
and inform strategic planning.

The organisation defines quality assurance 
approaches which analyse data and feedback 
on the service. These approaches build upon 
strengths, and address areas of improvement. 

Stakeholders are involved in reviewing goals 
and KPIs.

PROMPTS EVIDENCE

How does the organisation implement and communicate performance indicators  
with internal and external stakeholders?

What level of understanding and involvement do stakeholders have in the organisation’s  
goals and performance indicators?

How is performance data analysed and used?

How are performance indicators reviewed and updated? Who’s involved in this?

How is performance data and feedback used within the quality assurance framework?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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2.
STRATEGY
Supported employment organisations 
implement their mission and vision 
by developing a strategic plan with 
short, medium and long-term goals 
and objectives based on stakeholders’ 
needs and expectations, the external 
environment and internal capabilities.
(maximum = 15)

2.3 PRODUCTS & SERVICES ARE EFFECTIVELY PROMOTED & MARKETED

1 2 3 4 5

The organisation has 
marketing materials with 
content that is targeted 
at different customers 
and stakeholders. 

Stakeholders have a clear 
understanding of the 
service offer.

The organisation has a 
recognisable brand. 

Case studies and testimonials 
are used in marketing activities.

The organisation engages with a 
range of networks and forums to 
market the service.

A range of media, social media and 
internet tools are used to market the 
service. 

Information materials can be made 
available in a range of accessible formats. 

The organisation acknowledges 
exemplary employers.

Marketing processes and materials are regularly 
reviewed and updated. 

The organisation works with employers, jobseekers 
and families as role models and champions to 
promote and market the service.

The organisation publishes annual reports detailing 
its activity and successes.

The organisation has 
an effective marketing 
strategy that helps it 
achieve its strategic 
goals.

PROMPTS EVIDENCE

How does the organisation market its service to different customers and stakeholders?  
What materials and tools are used? Does the organisation have a recognisable brand? 

How does the organisation ensure that stakeholders have a clear understanding of the service offer?

How does the organisation make best use of employers, jobseekers and families as role models and champions?

Does the organisation have a marketing strategy?  
How does it help achieve the organisation’s strategic goals?

How does the organisation review and update its marketing processes? 
Who is involved?

How does the organisation inform stakeholders of its activity and successes?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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BEST PRACTICES BEST PRACTICES
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3.
STAFF 
MANAGEMENT
Supported employment organisations 
recruit, develop and value their employees 
to deliver the 5 stages of supported 
employment.
(maximum = 15)

3.1 THE SUPPORTED EMPLOYMENT ORGANISATION  
HAS A CLEAR POLICY & PROCEDURES FOR MANAGING STAFF

1 2 3 4 5

The organisation has 
basic personnel policies 
which comply with 
mandatory legislation.

The organisation defines 
the skills, knowledge, 
competencies and 
qualifications for individual 
staff roles.

The organisation has a staff 
recruitment, management, reward 
and retention policy that promotes 
the selection and retention of 
competent staff.

The organisation has performance management 
procedures in place to ensure it meets service 
targets and objectives.

Personnel policies and procedures are regularly 
reviewed.

The organisation uses robust 
performance management 
and appropriate professional 
development to meet service 
targets and objectives. 

PROMPTS EVIDENCE

How does the organisation ensure it complies with relevant employment legislation?

How does the organisation ensure that it selects and retains capable staff?

How is staff performance managed?  
How does the management of staff performance link to meeting service targets and objectives?  
How does the organisation address both excellence and under-performance of staff?

How are staff policies and procedures reviewed and updated?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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3.
STAFF 
MANAGEMENT
Supported employment organisations 
recruit, develop and value their employees 
to deliver the 5 stages of supported 
employment.
(maximum = 15)

3.2 STAFF UNDERSTAND THEIR TASKS, ROLES & RESPONSIBILITIES

1 2 3 4 5

Staff understand and 
demonstrate the delivery 
of the 5 stages of 
supported employment 
in line with its core 
values and principles.

Staff understand and 
demonstrate the delivery of 
the 5 stages of supported 
employment in line with its 
core values and principles.

Job descriptions and person 
specifications are in line with the 
organisation’s mission statement 
/ vision.

Job descriptions and person 
specifications are regularly 
reviewed and updated in 
collaboration with staff.

Staff demonstrate a clear focus on impartial 
customer service with both jobseekers and 
employers.

The organisational structure promotes clear 
communication, responsibility and accountability 
with policies, procedures and governance clearly 
communicated to and understood by all staff.

Staff within the organisation 
can describe how their role fits 
in the organisational structure, 
who they report to, how they 
contribute to both delivery 
and quality of the service, 
and the importance of their 
contribution and role in the 
organisation.

PROMPTS EVIDENCE

Is there an organisational structure with job descriptions and person specifications? 
How is it used to ensure communication and accountability within the organisation?

How does the organisation ensure staff understand policies, procedures, responsibilities and lines of accountability?

Is the staff understanding about the model of supported employment and its core values?

How do job descriptions and person specifications support the organisation’s mission?

What is the staff understanding of how their role contributes to delivery and service quality?

Is the staff understanding about their role in relation to balancing the needs of both jobseekers and employers?

How often are job descriptions and person specifications reviewed and updated?  
Who is involved and how?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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3.
STAFF 
MANAGEMENT
Supported employment organisations 
recruit, develop and value their 
employees to deliver the 5 stages of 
supported employment.
(maximum = 15)

3.3 THE SUPPORTED EMPLOYMENT ORGANISATION ENSURES THAT  
STAFF ARE COMPETENT AND CONTRIBUTE TO A LEARNING CULTURE

1 2 3 4 5

Staff have 
periodic access to 
supervision.

The organisation 
provides a basic 
induction process.

The organisation monitors the skills, 
knowledge, competencies and qualifications 
required for individual staff roles.

New staff receive a comprehensive induction.

The organisation has a basic plan for learning 
and development that is linked to the aims 
and objectives of the service.

Staff have access to 
regular supervision 
and professional 
development. 
Individual training 
needs are identified 
at least once per year.

The organisation 
promotes a learning 
culture.

The organisation monitors and develops 
the skills, knowledge, competencies and 
qualifications for all staff.

Professional development is in line with 
current nationally recognised professional 
qualifications and standards.

Staff are empowered to be creative and solve 
problems. Innovation and managed risk-taking 
is encouraged.

The organisation has a comprehensive plan 
for the learning and development of all staff 
so that they can excel in their roles.

The plan is regularly reviewed and ensures 
resources and time are allocated for staff 
learning and development. The effectiveness 
of any learning development is evaluated.

Staff contribute to the learning culture of the 
organisation by reflecting on their practice.

PROMPTS EVIDENCE

How does the organisation provide supervision of staff performance?

How does the organisation provide induction for staff?

How does the organisation plan and implement the professional development of its workforce?  
How does this link to the aims and objectives of the organisation?  
Does it link with nationally recognised qualifications and sector standards?

How does the organisation review and evaluate professional development?

How does staff reflection contribute to a learning culture?

How are staff empowered to be creative and to manage positive risk-taking?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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BEST PRACTICES BEST PRACTICES
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4.
PARTNERSHIP 
& RESOURCES
Supported employment organisations 
define and manage their 
partnerships, resources and supplies 
in order to reach their supported 
employment goals as defined in their 
strategy.
(maximum = 20)

4.1 PARTNERSHIPS ARE IDENTIFIED & MANAGED

1 2 3 4 5

The organisation focuses on internal 
drivers, and has no involvement 
in multi-agency strategies and 
partnerships.

The organisation has a clear 
complaints procedure. 

The service collects customer 
feedback. 

The organisation maps and 
records all partners who 
have relevant involvement 
in local and national policies, 
multi-agency strategies, 
local service delivery, 
partnerships and networks, 
including representative 
bodies for customers.

The service works actively to build and strengthen 
the exchange of information with some partners, 
identifying common objectives with them.

The organisation uses a system of account 
management, where appropriate. 

The organisation has a compliments and 
suggestions procedure. 

The service works actively to build and 
strengthen the exchange of information 
and resources with partners and measures 
the effectiveness of the relationships to 
ensure a mutual and sustainable benefit.

There is clear evidence of improvements 
and innovative developments resulting 
from working with stakeholders.

The organisation 
takes a lead role 
within networks 
and partnerships to 
share knowledge 
and resources, and to 
promote the model and 
values of supported 
employment.

PROMPTS EVIDENCE

How does the organisation collect and analyse customer feedback? How is this feedback used?

How does the organisation identify and make use of appropriate networks and partnerships?

How does the organisation manage and evaluate its work with networks and partnerships?

How does the organisation promote the model and values of supported employment  
through its networks and partnerships?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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4.
PARTNERSHIP 
& RESOURCES
Supported employment organisations define 
and manage their partnerships, resources 
and supplies in order to reach their supported 
employment goals as defined in their strategy.
(maximum = 20)

4.2 FINANCES ARE EFFECTIVELY MANAGED

1 2 3 4 5

The organisation 
maintains basic 
accounting systems and 
complies with relevant 
legislation.

The organisation has 
systems in place to source 
and allocate financial 
resources across service 
provision.

There are financial policies 
and procedures in place.

The organisation has budget controls and targets 
in place.

The organisation has systems to monitor financial 
resources across service provision.

Staff are clear on their financial freedoms and 
responsibilities. 

The organisation has systems 
in place to evaluate the use 
of financial resources across 
service provision.

Audit systems are in place.

The organisation can demonstrate 
how it achieves its strategic goals 
through the effective use of 
financial resources. 

Finances are managed to 
secure the sustainability of the 
organisation.

PROMPTS EVIDENCE

What financial systems, policies and procedures does the organisation use?  
Do they comply with legislation?

How does the organisation source and allocate financial resources?

How does the organisation control, monitor, audit and review financial resources?  
Do staff know and understand their financial freedoms and responsibilities?

How are the financial resources used effectively to meet strategic goals and secure sustainability?

Any other evidence?

SCORE: ……… / 5



60   | SEQF SELF-ASSESSMENT TOOLKIT |   61SEQF SELF-ASSESSMENT TOOLKIT

EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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4.
PARTNERSHIP 
& RESOURCES
Supported employment organisations define 
and manage their partnerships, resources 
and supplies in order to reach their supported 
employment goals as defined in their strategy.
(maximum = 20)

4.3 RESOURCES ARE EFFECTIVELY MANAGED

1 2 3 4 5

The organisation has an 
asset register.

Premises used are 
comfortable, accessible, 
safe and welcoming.

The organisation has 
systems in place to source, 
allocate and monitor the use 
of resources across service 
provision.

Premises provide facilities 
for confidential discussion. 

The organisation has systems to manage 
the flow of jobseekers and size of 
caseloads to allow for individualised 
support for customers.

Customers are provided with and 
supported to use resources including 
access to appropriate technology.

The organisation has systems in place to evaluate 
the use of resources across service provision.

The organisation considers options for sharing 
staff, systems, materials, equipment and physical 
resources with partners.

Resources are improved on the basis of data 
and management information, which includes 
complaints, compliments and suggestions.

The organisation can 
demonstrate how it 
achieves its strategic 
goals through the 
effective use of staff, 
systems, materials, 
equipment and physical 
resources. 

PROMPTS EVIDENCE

What systems does the organisation have in place to monitor the use of resources across service provision?  
How do they evaluate this?

How does the organisation ensure that premises and resources meet customer needs?  
Are they fit for purpose?

What systems does the organisation have in place to manage the flow of jobseekers  
and size of caseloads to allow for individualised support for customers?

How does the organisation consider options for sharing resources with partners?

How are data and feedback used to improve resources?

How does the organisation make best use of its resources to achieve its strategic goals?

Any other evidence?

SCORE: ……… / 5
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4.
PARTNERSHIP 
& RESOURCES
Supported employment organisations define 
and manage their partnerships, resources 
and supplies in order to reach their supported 
employment goals as defined in their strategy.
(maximum = 20)

4.4 INFORMATION & KNOWLEDGE ARE EFFECTIVELY MANAGED & SHARED

1 2 3 4 5

The service collects data about 
customers and performance 
and ensures that it is accurate 
and reliable.

All data is held securely and 
managed in line with relevant 
legislation.

IT systems are backed 
up. 

There are protocols for 
managing disclosure 
and data sharing 
that are known and 
understood by staff.

Staff have knowledge 
about appropriate 
agencies or organisations 
in order to effectively 
refer customers.

Stakeholders are provided with accurate 
and timely performance data.

The organisation shares information 
with partners on an ad hoc basis 
about research, policy drivers, funding 
opportunities and sector developments.

There is a business continuity plan in place and 
this is reviewed and updated regularly. 

The organisation has formal systems to ensure 
that information is shared with stakeholders 
about research, policy drivers, funding 
opportunities and sector developments.

PROMPTS EVIDENCE

How does the organisation collect data? How do they ensure it’s accurate and reliable?

How is data stored? Is it held securely and backed up in line with relevant legislation?

How does the organisation manage the sharing and disclosure of data?  
How does it ensure that staff understand and comply with the systems?

How are information and data shared with stakeholders?

How does the organisation understand and manage how customers can access external resources?

How does the organisation identify, manage, review and update its business continuity needs?

Any other evidence?

SCORE: ……… / 5
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5.
PRODUCTS, 
SERVICES &  
PROCESSES
The 5-stage supported 
employment model is designed, 
managed and translated into 
products, services and processes.
(maximum = 30)

5.1 (A) ENGAGING JOBSEEKERS

1 2 3 4 5

Jobseekers and referral 
organisations understand 
any eligibility criteria 
and what to expect from 
the service, including its 
limitations.

The organisation takes 
account of cultural factors 
and communication needs 
when arranging initial 
meetings with customers.

The organisation provides impartial 
information, advice and guidance to 
jobseekers using accessible materials and 
any conflicts of interest are managed.

The organisation provides a private area 
for confidential discussions.

Disclosure issues are discussed and 
managed.

Staff maintain professional boundaries.

The organisation recognises that everyone 
can work with the right support, and does 
not operate a screening process to identify 
job readiness.

Jobseekers are signposted to alternative 
provision if they choose not to pursue 
employment.

The organisation makes effective use of the 
jobseeker’s circle of support.

The organisation has systems to manage 
and minimise waiting lists.

The referral process is regularly reviewed 
and updated.

Referrals reflect local 
demographics.

A person-centred approach 
based on the zero-rejection 
policy is consistently 
applied.

PROMPTS EVIDENCE

Does the organisation have accessible service literature and published eligibility guidelines?  
How does the organisation ensure these are understood by stakeholders?

How does the organisation manage disclosure issues?

How does the organisation ensure that all jobseekers who want to work receive a service?  
How is their circle of support involved?

How does the organisation signpost to alternative provision if appropriate?

How does the organisation provide impartial IAG ensuring any conflicts of interest are  
managed and professional boundaries are maintained?

Does the organisation monitor local demographics and how does the organisation  
ensure referral demographics are comparative?

How does the organisation review and update its engagement procedures and policies?

How does the service manage under-demand or over-demand for the service?

Any other evidence?

SCORE: ……… / 5
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5.
PRODUCTS, 
SERVICES &  
PROCESSES
The 5-stage supported 
employment model is 
designed, managed and 
translated into products, 
services and processes.
(maximum = 30)

5.1 (B) VOCATIONAL PROFILING & ACTION PLANNING

1 2 3 4 5

The organisation uses basic 
vocational profiling and 
action planning techniques.

The organisation 
acknowledges and acts 
on the cultural factors 
associated with its 
jobseekers. 

The organisation identifies 
and agrees clear learning 
objectives for any work 
experience and pre-
employment activity. 

Person-centred approaches are used to collect 
relevant information about the jobseeker’s 
experience, skills, abilities, interests, wishes 
and needs, and this information is collated into 
vocational profiles.

Action plans are used to support the jobseeker 
through the supported employment process.

Action plans include overcoming any barriers or 
discrimination, and these are regularly monitored, 
reviewed and updated with relevant parties.

The organisation assesses the potential for using 
assistive technology to meet individual aspirations.

Goals in action plans are specific, measurable, achievable, relevant 
and time-bound.

The organisation can provide or arrange Better Off Financial 
Calculations for all jobseekers to inform their decisions on 
employment.

Jobseekers are supported to exercise choice and control, using 
advocates where appropriate to make informed choices about work.

The organisation ensures that self-employment options are 
considered.

Rapid progress is made towards employment, and the frequency 
and intensity of support is agreed with jobseekers.

Vocational profiles and 
action plans can be made 
available in a range of 
accessible formats.

Vocational profiles 
and action plans are 
co-produced with the 
jobseeker and their circle 
of support.

The vocational profile and 
action plan processes are 
periodically reviewed and 
updated.

The organisation 
recognises that 
vocational profiling is 
an ongoing process, 
and vocational 
profiles are updated 
according to needs. 

Holistic, accessible 
and co-produced 
vocational profiles are 
used to inform both 
job-seeking and job 
matching activities.

PROMPTS EVIDENCE

How does the organisation carry out vocational profiling and action planning? Are these co-produced and accessible?  
Do they acknowledge and act on any cultural factors associated with the jobseeker? 

How are vocational profiles and action plans reviewed and updated?

How are jobseekers supported to exercise their choice and control?

How are the vocational profiling and action planning processes reviewed and updated?

How does the organisation ensure that jobseekers understand the financial implications of work?

How does the organisation address self-employment options?

How does the organisation ensure that SMART action plans identify and address any obstacles faced by the jobseeker?

How do action plans ensure rapid progress towards employment using a ‘place and train’ approach?

How does the organisation plan, monitor and evaluate any pre-employment activity, including work experience?

Any other evidence?

SCORE: ……… / 5
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5.
PRODUCTS, 
SERVICES &  
PROCESSES
The 5-stage supported 
employment model is 
designed, managed and 
translated into products, 
services and processes.
(maximum = 30)

5.1 (C) ENGAGING EMPLOYERS

1 2 3 4 5

The organisation contacts employers across 
a range of sectors to seek employment 
opportunities. 

The organisation records details of employer 
contacts. 

The service provides impartial and objective 
information, advice and guidance to employers.

The organisation addresses any concerns or 
discrimination from employers.

The organisation has a clear 
understanding of the local 
labour market.

Staff understand that 
employers are key customers 
of the service with their own 
business needs.

The organisation has 
dedicated time and resources 
for employer engagement.

The organisation systematically 
collects and analyses data on 
employers and the local labour 
market. The analysis informs 
the employer engagement 
process. 

Staff can articulate the business 
case for employers to engage 
with supported employment.

Employers are supported to develop inclusive recruitment 
and retention practices.

Employers are supported to identify and create vacancies 
through job design and job carving techniques.

The employer engagement process is regularly reviewed 
and updated.

Employers understand the added value and how supported 
employment can meet their business needs.

There is evidence that 
employers are using the 
organisation as a key 
tool for recruitment.

Employers act as 
ambassadors or 
champions for the 
service. 

PROMPTS EVIDENCE

How does the organisation use local, regional and national sources of information to identify employers?

How does the organisation decide which employers and sectors to target for engagement activity?

How does the organisation record employer contacts? How are staff time and resources  
allocated to employer engagement?

How does the organisation engage employers to promote the business case for getting involved  
in supported employment?

How does the organisation support employers with inclusive recruitment and retention practices  
to identify job roles, including the potential for job design and job carving?

How does the organisation address any issues of concern and discrimination from employers?

How does the organisation identify employer needs?  
How does the organisation support staff to recognise that employers are service customers?

How successful is the organisation in developing long-term relationships with employers?  
What is the basis for these relationships?

How are the employer engagement policies and processes reviewed and updated? Who is involved in this?

Any other evidence?

SCORE: ……… / 5
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5.
PRODUCTS, 
SERVICES &  
PROCESSES
The 5-stage supported 
employment model is designed, 
managed and translated into 
products, services and processes.
(maximum = 30)

5.1 (D) JOB MATCHING & SECURING EMPLOYMENT

1 2 3 4 5

The organisation seeks competitive and 
inclusive employment where the employee 
receives the same rate of pay and benefits as 
other employees doing the same job.

The organisation complies with legislative 
requirements.

To ensure an effective 
job match, job analysis 
is used to systematically 
identify the skills and 
other requirements 
needed to undertake 
the role. 

The vocational profile and job analysis are 
used to assess any skills gap and determine 
whether this is bridgeable as part of job 
matching.

In collaboration with the employer, the 
organisation has robust policies and 
procedures to ensure the health, safety 
and wellbeing of jobseekers, including risk 
assessment.

The organisation ensures that 
any identified skills gap is 
discussed with employer and 
jobseeker and that an action 
plan is agreed.

The organisation reviews the 
effectiveness of its job matching 
processes.

The organisation achieves job 
outcomes that meet individual 
aspirations across a range of 
employment sectors and occupations.

The organisation works collaboratively 
with partners to share data and 
vacancies so that employers get the 
best possible job match.

PROMPTS EVIDENCE

How does the organisation ensure it achieves parity of terms & conditions and  
complies with legislative requirements when securing employment for jobseekers?

How does the organisation use vocational profiles and job analyses as part of the job matching process?

How does the organisation work with employers to ensure the health, safety and wellbeing of employees?

How does the organisation support employers and jobseekers through the recruitment process?

How does the organisation secure jobs across a range of sectors and  
occupational areas that meet the preferences and abilities of jobseekers?

How does the organisation, in partnership with employers and jobseekers, identify and address any perceived skills gap?

How does the organisation work with partners to ensure that employers get the best possible job match?

How does the organisation review and update its job matching processes? Who is involved?

Any other evidence?

SCORE: ……… / 5
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5.
PRODUCTS, 
SERVICES &  
PROCESSES
The 5-stage supported 
employment model is 
designed, managed and 
translated into products, 
services and processes.
(maximum = 30)

5.1 (E) IN-WORK SUPPORT & CAREER DEVELOPMENT

1 2 3 4 5

The organisation  
- can provide job coach support in the 
workplace. 
- provides individualised support for 
customers, and requests for support are 
responded to in a timely manner. 
- is aware of the need to monitor employee 
progress and job sustainability. 
- supports employees to resolve any conflict & 
problems which are having an impact at work. 
- complies with relevant safeguarding 
legislation.

Workplaces are safe.

Employers are supported to 
understand their responsibility 
for the management and training 
of their employees. 

The organisation supports 
customers to plan in-work 
support, identify reasonable 
workplace adjustments and put 
them in place.

The organisation can demonstrate 
that employees develop personal, 
social and vocational skills.

The organisation identifies natural support.

The organisation supports employee learning through 
the most natural methods, using structured training 
techniques where needed. 

The organisation ensures employees are socially included 
within the workplace. 

Any issues with safeguarding, harassment and 
discrimination are proactively managed. 

The organisation collects data on sustained job outcomes 
and uses this to inform job sustainability strategies.

The organisation provides time-
unlimited support to customers. 
This includes working 
collaboratively with partners to 
resolve any work-related issues. 

The organisation makes creative 
used of assistive technology.

The organisation reviews and 
updates its in-work support and 
career development processes.

The organisation can 
demonstrate that a high 
level of jobs is sustained by 
using natural and dedicated 
workplace supports. 

Workplace monitoring and 
support is integrated into the 
employer’s natural routines. 

The organisation supports 
employees to develop their 
careers.

PROMPTS EVIDENCE

How does the organisation plan and provide for individualised support for customers?

How does the organisation ensure that social integration and independence are maximised?

How does the organisation support employers to understand their responsibility 
for the management and training of their employees?

How does the organisation ensure ongoing and timely support for customers?

How does the organisation identify, secure, implement and monitor any reasonable adjustments,  
including assistive technology?

How does the organisation work with employers and employees to ensure that  
the employee is safe at work and issues of safeguarding, harassment and discrimination are proactively managed?

How does the organisation monitor the progress of employees, resolving any problems and maximising job sustainability? 
How do these processes link with employers’ natural routines? 

How does the organisation make use of external partners to resolve work-related issues?

How does the organisation develop employee skills and help employers and employees to plan for career development?

How does the organisation collect, analyse and use job outcome data?

How does the organisation review and update its in-work support and career development processes? Who is involved?

Any other evidence?

SCORE: ……… / 5



90   | SEQF SELF-ASSESSMENT TOOLKIT |   91SEQF SELF-ASSESSMENT TOOLKIT

EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)



92   | SEQF SELF-ASSESSMENT TOOLKIT |   93SEQF SELF-ASSESSMENT TOOLKIT

BEST PRACTICES BEST PRACTICES



94   | SEQF SELF-ASSESSMENT TOOLKIT |   95SEQF SELF-ASSESSMENT TOOLKIT

6.
CUSTOMER 
RESULTS

Customers receive a good 
service that meets their 
expectations.
(maximum = 30)

6.1 PERCEPTION MEASUREMENTS –  
THE CUSTOMER’S PERCEPTION OF THE ORGANISATION

1 2 3 4 5

Customer satisfaction 
is informally 
monitored.

Customers are aware 
of who to contact 
with a compliment, 
complaint, comment 
or suggestion, and 
of the process the 
organisation follows 
when dealing with 
them.

The organisation evaluates compliments, complaints, 
comments and suggestions from customers, and can 
demonstrate that these have been actioned. 

Structured methods are used to capture customer 
feedback. 

Customers can describe how their needs have been 
met by the organisation and if they were met in a 
timely manner.

Customers can provide examples of their positive 
working relationship with the organisation.

Structured methods to capture customer feedback 
are regularly carried out, asking consistent 
questions to understand trend data. 

The results of customer feedback influence 
strategic planning and targets are set for customer 
satisfaction. 

Customers can describe what support they received 
to learn their jobs and socially integrate at work.

Customers can describe what resources were made 
available to them.

The methods to capture customer 
feedback are regularly reviewed 
and updated. 

Customers can describe what other 
agencies are linked in to support 
the employment journey.

Customers can describe and give 
examples of how they know what 
to expect from the service as well 
as its limitations.

Customer feedback is 
bench-marked against 
comparative organisations. 

Customers are able to 
describe how they are 
involved in the design and 
development of the service.

PROMPTS EVIDENCE

How does the organisation collect, analyse and use customer feedback?  
What information is collected?

What benchmarking activity does the organisation undertake?

How does customer feedback influence the organisation’s strategic planning?

What targets are set for customer satisfaction?

How are customers involved in the design and development of the service?

How does the organisation review and update its customer feedback methods? 

Any other evidence?

Possible Types of Evidence:  
Stakeholder feedback, questionnaires, surveys, operational plans, policies and procedures

SCORE: ……… / 5
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6.
CUSTOMER 
RESULTS

Customers receive a good 
service that meets their 
expectations.
(maximum = 30)

6.2 PERFORMANCE INDICATORS

MANDATORY:
A. Percentage of people commencing a vocational profile that achieve a paid job outcome 
 10% = score 1; 20% = score 2; 30% = score 3; 40% = score 4; 50% = score 5

B. Average time from initial meeting to job start 
 52 weeks = score 1; 39 weeks = score 2; 26 weeks = score 3; 16 weeks = score 4; 10 weeks = score 5

C. Employer average satisfaction ratings 
 Score 1 to 5 (5 = excellent)

D. Jobseeker/employee average satisfaction ratings  
 Score 1 to 5 (5 = excellent)

E. Percentage of people starting work who sustain paid work for 6 months 
 50% = score 1; 60% = score 2; 70% = score 3; 80% = score 4; 90% = score 5

OPTIONAL:
— Time period between referral and first meeting.
— Percentage of job roles with a job analysis
— Average hours worked
— Average pay per hour
— Range of occupational areas
— Average period of sustained job outcomes

SCORE: ……… / 25

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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7.
PEOPLE 
RESULTS

Staff feel capable, supported 
and valued by their 
organisation.
(maximum = 20)

7.1 PERCEPTION MEASUREMENTS –  
THE PEOPLE’S PERCEPTIONS OF THE ORGANISATION

1 2 3 4 5

Staff satisfaction is informally 
monitored.

Staff are clear about how 
the organisation defines, 
implements and reviews the 
roles, responsibilities and 
interrelation of all staff involved 
with the delivery of the service.

A variety of methods is used to capture staff 
feedback.

Staff can provide examples of how they 
contribute to the evaluation of aspects of 
the service.

Staff feel appreciated by the organisation for 
the job they do.

The various methods to capture staff feedback 
are regularly carried out, asking consistent 
questions to understand trend data.

The results of staff feedback influence strategic 
planning and targets are set for staff perceptions. 

Staff feel trained, supported and empowered in 
their roles, and feel that resources and time are 
allocated for learning and development.

The structured methods to capture staff 
feedback are regularly reviewed and 
updated. 

Staff believe their workload is 
manageable.

Staff understand how and why all 
aspects of the service are evaluated and 
how improvements are made as a result. 

Staff feedback is 
bench-marked 
against comparative 
organisations.

Staff can provide examples 
of how management and 
leadership lead them 
to deliver a high quality 
service.

PROMPTS EVIDENCE

How does the organisation collect, analyse and use staff feedback?  
What information is collected?

How does staff feedback influence the organisation’s strategic planning?

What targets are set for staff satisfaction?

How are staff involved in the design, development and evaluation of the service?

How does the organisation review and update its staff feedback methods? 

How does the organisation check whether staff feel appreciated, trained, supported,  
adequately resourced and have a manageable workload?

How does the organisation check that staff are clear on how it deploys and leads staff to deliver a quality service?

What benchmarking activity does the organisation undertake?

Any other evidence?

Possible Types of Evidence:  
Stakeholder feedback, questionnaires, surveys, operational plans, policies and procedures

SCORE: ……… / 5
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7.
PEOPLE 
RESULTS

Staff feel capable, 
supported and valued by 
their organisation.
(maximum = 20)

7.2 PERFORMANCE INDICATORS –  
THE INTERNAL MEASURES TO MEET THE KPIs

MANDATORY:
A. Sickness rates 
 8-10% = score 1; 6-8% = score 2; 4-6% = score 3; 2-4% = score 4; 0-2% = score 5

B. Staff satisfaction 
 Score 1 to 5 (5 = excellent)

C. Size of average caseload per FTE worker
 30+ = score 1; 25-29 = score 2; 20-24 = score 3; 15-19 = score 4; <15 = score 5

LOCAL INDICATORS CAN BE ADDED HERE BUT ARE NOT SCORED. EXAMPLES COULD BE:
— Staff turnover
— Percentage of staff trained (in-house, external unaccredited, professional accredited etc)
— Percentage of staff receiving an annual appraisal

SCORE: ……… / 15

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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8.
SOCIETY 
RESULTS
The organisation acts in an 
ethical and responsible manner.
(maximum = 5)

8. SOCIETY RESULTS

1 2 3 4 5

The organisation supports jobseekers in a 
way that enhances their social inclusion. 

The organisation is aware of its 
responsibilities in relation to 
environmental factors.

The organisation acts as a role 
model by employing a diverse 
workforce.

The organisation can 
demonstrate that 
it is supporting the 
local area to improve 
employment rates for 
disadvantaged groups. 

The organisation has an environmental 
policy which is implemented, reviewed 
and updated. 

The organisation recognises and acts 
upon its Corporate Social Responsibility.

There is a policy for Corporate Social Responsibility 
which links with the strategic plan. 

The organisation can demonstrate how it supports 
employers to create a more diverse workforce. 

The organisation promotes social entrepreneurship 
to create more jobs locally.

PROMPTS EVIDENCE

How does the organisation support the social inclusion of jobseekers?

How does the organisation plan, manage, review and update its environmental responsibilities?

Does the organisation have a corporate social responsibility policy? How does this link to the strategic plan?

How does the organisation act as a role model to encourage employers to create a diverse workforce?

How does the organisation work with the local community to improve employment rates for disadvantaged groups?

How does the organisation promote social entrepreneurship?

Any other evidence?

SCORE: ……… / 5



108   | SEQF SELF-ASSESSMENT TOOLKIT |   109SEQF SELF-ASSESSMENT TOOLKIT

EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)



110   | SEQF SELF-ASSESSMENT TOOLKIT |   111SEQF SELF-ASSESSMENT TOOLKIT

9.
BUSINESS 
RESULTS
The organisation achieves 
and sustains anticipated 
results.
(maximum = 5)

9. BUSINESS RESULTS

1 2 3 4 5

The organisation 
collects data on 
outcomes and reports 
them to funders.

The organisation sets challenging but achievable targets 
and these are understood by staff.

The organisation has a system to collect data on key 
performance indicators and to understand trends.

The organisation actively disseminates information about 
its performance to staff, customers and stakeholders. 

The organisation evaluates its 
business results in order to determine 
best value for customers, employers 
and funders.

Business results are analysed and used 
to improve and enhance services.

The organisation 
understands local 
demographics and 
gauges equality of access 
and achievement within 
the service.

The organisation benchmarks business and 
financial performance against comparable 
organisations.

The organisation delivers outstanding results and 
others look to it as an example.

PROMPTS EVIDENCE

How does the organisation collect, analyse and present data on outcomes?

How does the organisation set and communicate targets?

How does the organisation use outcome data to determine best value, improve services  
and gauge equality of access and achievement?

How does the organisation benchmark performance against comparable organisations  
and show leadership in the sector?

Any other evidence?

SCORE: ……… / 5
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EVIDENCE EVIDENCE

AREAS FOR IMPROVEMENT PRIORITY LEVEL (1-5)
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OVERVIEW

SCORE WEIGHT TOTAL

6 CUSTOMER RESULTS
6.1
6.2

… / 5
… / 25
… / 30

… x 1 /3 ……

7 PEOPLE RESULTS
7.1
7.2

… / 5
… / 15
… / 20

… x 1 /2 ……

8 SOCIETY RESULTS … / 5 … x 1 ……

9 BUSINESS RESULTS … / 5 … x 2 ……

TOTAL … / 100

OVERVIEW

SCORE WEIGHT TOTAL

1 LEADERSHIP
1.1
1.2
1.3
1.4

… / 5
… / 5
… / 5
… / 5

… / 20

… x 1 /2 ……

2 STRATEGY
2.1
2.2
2.3

… / 5
… / 5
… / 5

… / 15

… x 2/3 ……

3 STAFF MANAGEMENT
3.1
3.2
3.3

… / 5
… / 5
… / 5

… / 15

… x 2/3 ……

4 PARTNERSHIPS & RESOURCES
4.1
4.2
4.3
4.4

… / 5
… / 5
… / 5
… / 5

… / 20

… x 1 /2 ……

5 PRODUCTS, SERVICES & PROCESSES
5.1 (A)
5.1 (B)
5.1 (C)
5.1 (D)
5.1 (E)

… / 5
… / 5
… / 5
… / 5
… / 5

… / 25

… x 1 ……
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PROJECT 
PLAN FOR THE 
OVERALL QUALITY 
IMPROVEMENT OF 
THE ORGANISATION
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PROJECT PLAN FOR THE OVERALL QUALITY IMPROVEMENT  
OF THE ORGANISATION (OPTIONAL)

1. OBJECTIVES & BOUNDARIES DESCRIBE

1.1 Background Why is the project necessary?

What is the source for the project idea?

1.2 Boundaries What do we need in order to accomplish the project?  
E.g. computers, equipment, competence, facilities etc

2. ORGANISATION DESCRIBE

2.1 Responsible for the project The person in the organisation that is responsible for the project 

2.2 Project leader The person unambiguously responsible to implement the project within the 
boundaries that are given and the set outcomes.

2.3 Staff involved All staff that are involved in the project and their responsibilities.

3. IMPLEMENTATION DESCRIBE

3.1 Milestones Define the main activities and dates for finalising the different activities. 
The final date for the project is defined as one milestone.
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4. RISK ANALYSIS DESCRIBE

4.1 Critical success factors What may enhance the accomplishment of the project?

5. FOLLOW-UP & QUALITY ASSURANCE DESCRIBE

5.1 Quality Assurance How do we know along the way that the aims and objectives of the project are 
obtained? E.g. documentation that has to be done, descriptions of physical and 
measurable change

5.2 Reporting Describe frequency and type of reporting

6. OWNERSHIP (ANCHORING) DESCRIBE

6.1 Are all involved parties 
informed? 

Yes

No 

Date for revision 

All who have a role in the project and who should contribute  
should have ownership to the project plan.

The project plan is acknowledged, date: 

Project leader

Others involved
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ACTION 
PLAN
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ACTION PLAN – TEMPLATE

NR WHAT WHY HOW WHEN WHO RESULT

1

2

3

4

5

6
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STORYBOARD – DMAIC

DEFINE MEASURE

ANALYSE

IMPROVE CONTROL

STORYBOARD 
DMAIC
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STORYBOARD – DMAIC

DEFINE MEASURE

ANALYSE

IMPROVE CONTROL

STORYBOARD – DMAIC

DEFINE MEASURE

ANALYSE

IMPROVE CONTROL
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STORYBOARD – DMAIC

DEFINE MEASURE

ANALYSE

IMPROVE CONTROL

STORYBOARD – DMAIC

DEFINE MEASURE

ANALYSE

IMPROVE CONTROL
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STORYBOARD – DMAIC

DEFINE MEASURE

ANALYSE

IMPROVE CONTROL

STORYBOARD – DMAIC

DEFINE MEASURE

ANALYSE

IMPROVE CONTROL
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REVIEW TEMPLATE

DATE: 

AUTHOR:

1. HAVE THE OBJECTIVES BEEN ACHIEVED?

Copy/paste the defined  
improvement areas from  
the Storyboard here: 

2. EXPERIENCES FROM THE PROJECT

What went well? 

What could we have done differently?

3. STATUS & FURTHER PLAN 

Is the project finished?

Who does/will do the follow-up? 

Who will be informed? 

What is the date for the follow-up? 

Put in a link to the new Storyboard  
(if applicable) 

Describe the need for change – 
include in the new Storyboard

REVIEW 
TEMPLATE
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REVIEW TEMPLATE

DATE: 

AUTHOR:

1. HAVE THE OBJECTIVES BEEN ACHIEVED?

Copy/paste the defined  
improvement areas from  
the Storyboard here: 

2. EXPERIENCES FROM THE PROJECT

What went well? 

What could we have done differently?

3. STATUS & FURTHER PLAN 

Is the project finished?

Who does/will do the follow-up? 

Who will be informed? 

What is the date for the follow-up? 

Put in a link to the new Storyboard  
(if applicable) 

Describe the need for change – 
include in the new Storyboard

REVIEW TEMPLATE

DATE: 

AUTHOR:

1. HAVE THE OBJECTIVES BEEN ACHIEVED?

Copy/paste the defined  
improvement areas from  
the Storyboard here: 

2. EXPERIENCES FROM THE PROJECT

What went well? 

What could we have done differently?

3. STATUS & FURTHER PLAN 

Is the project finished?

Who does/will do the follow-up? 

Who will be informed? 

What is the date for the follow-up? 

Put in a link to the new Storyboard  
(if applicable) 

Describe the need for change – 
include in the new Storyboard
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REVIEW TEMPLATE

DATE: 

AUTHOR:

1. HAVE THE OBJECTIVES BEEN ACHIEVED?

Copy/paste the defined  
improvement areas from  
the Storyboard here: 

2. EXPERIENCES FROM THE PROJECT

What went well? 

What could we have done differently?

3. STATUS & FURTHER PLAN 

Is the project finished?

Who does/will do the follow-up? 

Who will be informed? 

What is the date for the follow-up? 

Put in a link to the new Storyboard  
(if applicable) 

Describe the need for change – 
include in the new Storyboard

REVIEW TEMPLATE

DATE: 

AUTHOR:

1. HAVE THE OBJECTIVES BEEN ACHIEVED?

Copy/paste the defined  
improvement areas from  
the Storyboard here: 

2. EXPERIENCES FROM THE PROJECT

What went well? 

What could we have done differently?

3. STATUS & FURTHER PLAN 

Is the project finished?

Who does/will do the follow-up? 

Who will be informed? 

What is the date for the follow-up? 

Put in a link to the new Storyboard  
(if applicable) 

Describe the need for change – 
include in the new Storyboard
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