
<Appendix 2>

Agency Profile Form for Phase 3 External Assessment

	Remarks

(1) Please complete this Form and return it to Service Performance Section, Social Welfare Department by    6 June 2002 through the following means:

· by fax to 2575 5632; or

· by e-mail at grspu@swd.gov.hk; or

· by hand or mail to Room 2353, Wu Chung House, 213 Queen’s Road East, Wanchai, Hong Kong.
(2) Don’t send the SQS documents with this Form. Agencies/units are required to submit hard copy of the  supporting documents for the 16 SQSs one month prior to the external assessment.


I.  Basic Information 

	Agency Information

	Agency Name
	

	Address of Head Office
	

	E-mail Address
	
	Fax No.
	

	Contact Person for Phase 3 External Assessment

	Name of Contact Person
	
	Post
	

	Telephone No.
	
	Fax No.
	

	E-mail Address
	

	Service Unit(s) Short-listed for Phase 3 External Assessment 

	1
	Service Unit Name 
	

	
	Service Unit Address
	

	
	Telephone No.
	
	Fax No.
	

	
	E-mail Address
	

	
	Name of FSA(s) / 

Service Document(s)
to be Assessed
	

	
	Name of Unit Manager
	

	
	No. of Staff by Rank 
	
	No. of Service Users 
	

	2
	Service Unit Name 
	

	
	Service Unit Address
	

	
	Telephone No.
	
	Fax No.
	

	
	E-mail Address
	

	
	Name of FSA(s) / 

Service Document(s)
to be Assessed
	

	
	Name of Unit Manager
	

	
	No. of Staff by Rank 
	
	No. of Service Users 
	

	3
	Service Unit Name 
	

	
	Service Unit Address
	

	
	Telephone No.
	
	Fax No.
	

	
	E-mail Address
	

	
	Name of FSA(s) / 

Service Document(s)
to be Assessed
	

	
	Name of Unit Manager
	

	
	No. of Staff by Rank 
	
	No. of Service Users 
	


II.
SQS Implementation Strategy of Agency

· The information provided below will be useful for the logistic arrangement for Phase 3 external assessment.

· Prior to the completion of the following table, please note the definition of the terms below:

i) “Agency Level” – The documentation of the SQS concerned is the same for all the units of the agency; and/or the implementation of the SQS concerned is at centralized level, say, by the head office.

ii) “Service Level” – The documentation and/or implementation of the SQS concerned is the same for units under the same service type (e.g. halfway houses) or under the same service mode (e.g. residential care for different kinds of service users).
iii) “Unit Level” – The documentation of the SQS concerned is developed and implemented by an individual unit; or the implementation of the centrally developed policy and procedures for a particular SQS is at unit level. 

· Please refer to the SQS implementation strategy of your agency and fill in the table the appropriate SQS/Criteria number:
	Feature of SQS Implementation
	Phase 3 SQSs

(i.e. SQS 2,5,6,7,8,12)
	Phase 1 & Phase 2 SQSs

(i.e. SQS 1, 3, 4, 9, 10,

11, 13, 14, 15, 16)

	Agency Level
	Documentation
	
	

	
	Implementation
	
	

	Service Level
	Documentation

(Please specify the service types/service modes concerned.)
	
	

	
	Implementation

(Please specify the service types/service modes concerned.)
	
	

	Unit Level
	Documentation
	
	

	
	Implementation
	
	


~ The End ~
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