TEACHING FAMILY ASSOCIATION

REVIEWERS ON-SITE PROMPT SHEETS
ADMINISTRATIVE/DOCUMENTATION REVIEW

Standard


Relevant Documentation 





    Comments

	CC.1  Humane
CC.1.A-C

CC.1.B
CC.1.D
CC.1.E
	Documentation related to the training, awareness, and/or adherence to TFA Standards of Ethical Conduct, 206, 219-222 (see also EE.3.A)
Restraint Data  
Policies and procedures addressing abuse, neglect, restrictive interventions, and unethical actions.
Substantiated Abuse Data/Info
Staff practice/client safety questionnaires and docu-mentation of appropriate follow-up if disclosures occur.

	

	CC.2  Effective
CC.2.A
CC.2.B

CC.2.D


	Treatment Plans/Progress Notes (see also CC.3.A–D) 

Outcome Data 
Staff turnover rates 
	

	CC.3  Individualized
CC.3.A–D
CC.3.D
	Treatment Plans
Consultation Documentation (see also DD.3.C. & E)

	

	CC. 4  Consumer   Satisfaction
CC.4.A & B
CC.4.C
CC.4.D

	(These documents also apply to Standard DD.4 Evaluation)
Practitioner/Program evaluations (client and consumer satisfaction, # of consumers included in process, etc.)
Agency-Wide Consumer Satisfaction Data/Feedback 
Practitioner Satisfaction Data/Feedback 
Note:  When an overall average falls below criterion, consider the accompanying comments in addition to the ratings offered. For example, do criterion ratings include comments of significant concern, or conversely, do sub-criterion ratings include comments of minimal concern? Determine your reviewer’s rating based on full consideration of the data’s content, not just the numeric average.

	

	DD. 1  Facilitative 

            Administration
DD.1.A 
DD.1.B

	Organizational Chart, Agency Support Roster, Program Staff Roster (i.e., adequate program and practitioner staff positions).
Staff Resumes (i.e., qualified, diverse individuals)

	

	DD. 3  Supportive Consultation/Supervision
DD.3.A & B
DD.3.C & E
DD.3.F
	Consultation Service Delivery Plan
Consultation Documentation  (e.g., were services delivered, was feedback strength-based, did consultation focus on skill development, etc.).

Practitioner Feedback regarding consultation.
	


.
	EE.5  Diversity
EE.5.A
EE.5.D

EE.5.E
	Diversity Training Documentation
Equal Opportunity Policies/Procedures
Written Policy stating the agency offers services to clients regardless of race, religion, sexual orientation, national origin, etc.
	


TEACHING FAMILY ASSOCIATION

REVIEWERS PROMPT SHEETS FOR ON-SITE EVALUATIONS

ON-SITE TRAINING RECORDS

Standard


Description







Comments

	CC.1 Humane
CC.1.D 
	Client Rights/Ethical Practices Training Data 

	

	DD. 2  Training
DD.2.A
DD.2.B

DD.2.C

DD.2.D

DD.2.E

DD.2.F
	Pre-Service Attendance Records
Trainer Training (materials, processes, etc.)
Pre-Service Training Outline/Schedule, Materials
In-Service Training Schedule/Topics
Trainer/Training Evaluations
Competency-Based Skill Assessment (i.e., documentation of participants’ competency)

	

	DD.3.  Supportive   

            Consultation
DD.3.D
	Consultation training includes knowledge of TFA goals, systems and elements.
	

	EE.1. Teaching
EE.1.D
	Practitioner training includes de-escalation techniques in response to aggressive behavior are including in training.
	


TEACHING FAMILY ASSOCIATION

REVIEWERS PROMPT SHEETS FOR ON-SITE EVALUATIONS

EVALUATION RECORDS

Standard


Description







Comments

	CC.2. Effective
CC.2.C
	Consumer Feedback under effectiveness offered in Practitioner/Program evaluations indicates overall satisfaction.

	

	DD.4  Evaluation  

DD.4.A

DD.4.B

DD.4.B, DD.4.C

DD.4.D, DD.4.E
	Evaluation Records (i.e., Chronology logs and/or copies of Practitioner/Program evaluation reports that verify evaluations occur annually or are delayed due to unusual or otherwise legitimate reasons).

Evaluators’ Eyes-On Questionnaire/Tool includes all TFM skills and elements.
Client Interview Questions (all categories included)
Consumer Questionnaires/Survey Forms (i.e., consumer groups are identified; questions regarding all categories are included in the survey; and polling procedures promote optimum participation).

Completed Evaluation Reports/Consumer Data (minimum fifty percent response rate achieved).

Evaluation Policies and Procedures  regarding pre-evaluation training process and materials, timelines for reports, opportunities for post-annual/re-take evaluations, use of rating scale, median rule policy, # of evaluators on an evaluation, training of evaluators, etc.)
	


TEACHING FAMILY ASSOCIATION

REVIEWERS PROMPT SHEETS FOR ON-SITE EVALUATIONS

ON-SITE OBSERVATIONS/INTERVIEWS
Standard

    Observations to Make and/or Questions to Ask and Answer   
Comments

	CC.2  Effective
CC.2.E
	Are programs/procedures thoughtfully and flexible implemented?
	

	CC.4  Consumer 

           Satisfaction
CC.4.E
	Is the agency responsive to clients’ and practitioners’ feedback?
	

	DD.1  Facilitative
          Administration
DD.1.A

DD.1.B

DD.1.C

DD.1.D

DD.1.E

DD.1.F
	[The questions below can be asked of administration, consultants, evaluators, practitioners, etc.]
Is the administration successful in providing sufficient resources to effectively support and maintain TFM?

Is the agency able to recruit and hire qualified individuals for its various TFM positions?

How does the agency’s administration promote longevity/stability of program staff?  
How does the administration promote Teaching-Family Model and encourage participation in the Teaching-Family Association?
Does the agency strive to keep the needs of the clients and practitioners at the forefront of their decisions?

How does the agency’s leadership participate with others in their area/region to improve services for individuals and families?
	

	DD.3  Consultation
DD.3.A

DD.3.F

DD.3.D
	To Practitioners: Do you receive the amount and type of consultation you need?

To Practitioners: Do you view your consultant as supportive and helpful?

To Consultants:  Do you feel you receive(d) adequate training? If not, how do you think consultation training could be improved?


	

	EE.1. Teaching
EE.1.A

EE.1.B, EE.1.C

EE.1.E
	Do target skills change and reflect progress? Do clients advance through systems that offer them more privileges, challenges, benefits, and/or freedoms? Appropriate crisis interventions observed (when appropriate)

Do staff and practitioners rely on supportive Teaching-Family Model teaching procedures?
Do staff and practitioners model appropriate skills when teaching clients?


	

	EE.2 Self-Determination
EE.2.A

EE.2.B

EE.2.C

EE.2.D

EE.2.E


	How do clients participate in their own goal-setting? 
Do clients achieve goals and pursue personal interests?
Are clients given the opportunity to make decisions?
Are decision-making and problem-solving skills taught? 
Are clients given choices and options?
	


	EE.3.  Relationships
EE.3.A–E
	Are relationships with clients maintained through trust, respect, and positive regard (i.e., do practitioners use client-preferred behaviors, are clients’ cultures and preferences respected, are clients encouraged to appropriately express their feelings, are staff and practitioners responsive to clients, and do they model positive relationships)?

	

	EE.4  

Family-Sensitive Approach
EE.4.A–D
	Does the agency and its programs recognize the importance of family to the client and encourage and support family involvement (promote and advocate for the client’s family, include the family in the planning and delivery of services, facilitate family interaction, are families welcome in the program, etc.)?

	

	EE.5  Diversity
EE.5.A-E
	Does the agency provide services that are sensitive to differences arising from race, color, national origin, sex/orientation, religion, age, physical handicap, political affiliation, or socio-economic status (e.g., staff adequately trained in diversity, program environments reflect respect for diversity of the population or community served, staff recruitment actively seeks to promote diversity, etc.)?
	

	EE.6.  Professionalism
EE.6.A-E
	Is the agency’s professionalism characterized by competence, compassion, and integrity (e.g., does the agency promote the professional development of practitioners and other program staff, do practitioners become certified, are practitioners trained to take leadership roles in the agency, are practitioners empowered and given increased autonomy, does agency staff consistently strive to adhere and uphold the Basic Standards of Professional Conduct, does the agency offer training in professionalism?
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