INTAKE

· The agency has a written directive regarding client screening upon entry to the program.  When a validated psycho/social instrument is not used, the screening instrument shall, at a minimum, include:

· The agency has a written directive regarding interpretation and programmatic use of the client screening instrument

· The agency has a procedure for collecting background information on each client upon entry to the program.  At a minimum, background information shall include:

. 

· The agency provides clients with a written description of expectations and consequences which the client signs
· The agency had a written directive regarding what parties are required to attend the intake and those who are excluded

· The agency has written guidelines for determining eligibility for Diversion and/or programs. At a minimum the requirements address:



age



offense



number of prior offenses

PROGRAMMING

· The agency has a written directive regarding acceptance/transfer of clients to or from other diversion agencies.  

· The agency applies the tenets of Restorative Justice which includes, at a minimum:
· The agency maintains and documents contacts with clients. At a minimum this includes:

face-to-face meeting at intake and completion

· The agency makes referrals for outside services when not available within the organization. At a minimum this includes:

provides client with referral information and contact


Best practice – follows up with all referral sites after service is provided

· The agency has written standards for the program components that clients are referred to. At a minimum this includes:

Written goals and objectives and outcome data is collected and analyzed


Gold - the program is proven and effective/evidence based/buzzword approved

· The agency has written guidelines on the types of community service that is allowable

EXIT
· The agency has a written directive regarding paperwork required at the closing. At a minimum this includes:
who is notified of completion

timeliness of notification

· The agency has a written directive regarding the disposition of the client’s  physical and electronic file after closing.

· The agency has standards for when the community is involved in a closing

ADMINISTRATIVE

· The agency has a written directive regarding ethics

· The agency provides initial and annual refresher training on ethics

· The agency has a written directive regarding the provision of first aid

· The agency provides initial and refresher training on first aid, as required.

· The agency has a written directive regarding the use of volunteers.

· The agency requires all volunteers to sign agreements of confidentiality.

· The agency has a procedure for updating client records.

· The agency has a written directive regarding client confidentiality.

· The agency has a written directive that provides job descriptions for all employees.

· The agency has a directive regarding employee performance reviews. 

· The agency has an employee handbook that the employee signs

· The agency does a full background check on every new hire and has clear rules on what is and is not acceptable criminal history for hire.

· The agency requires employees to self report any criminal charges, whether or not they result in conviction, and has clear rules on sanctions, including sanctions for non-reporting.

· The agency has written guidelines about the number and types of organizations which an employee can belong to as a representative of the organization.

· The agency seeks community input and conducts community outreach. At a minimum at least annually.

· The agency analyzes progress toward program goals and objectives.  At a minimum the process is undertaken annually.
· The agency maintains a listing of community resources that is updated annually, quarterly, monthly…

· The agency operates a facility that complies with all applicable building/occupancy codes established for public buildings.

· The agency undergoes a fiscal audit with a neutral third party

 minimum – at every grant cycle or  annually

· The agency follows all applicable RSA’s regarding the privacy, storage and destruction of client records. At a minimum 
 paper records are in a locked cabinet and electronic records are password protected.

· The agency maintains contact with referral sources

· When charging for services, the agency has a current published fee schedule

· When charging for services, the agency has a published payment option and payment plan

· The agency has a written directive listing acceptable referral sources

· The agency has a directive regarding employee use of social media which the employee signs 

· The agency has a directive regarding use of company email

