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Respect accreditation standard
Application pack for organisations
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Instructions

1. You should read through the entire application pack first and then complete each section. 
2. You should carry out the self assessment process as described in section 2, on page 6, using the self assessment workbook provided separately on the Accreditation Project page of the Respect website on http://respect.uk.net/pages/Accreditation_Development_Project.html
3. Ensure that you can answer ‘yes’ to all the questions on the checklist. If you cannot answer ‘yes’ to all these questions, do not send in a completed application form at this stage as you are not ready for assessment. 
4. If you can answer ‘yes’ to all the checklist questions you are ready to apply. You should then return the application form, checklist, contact list and desk top review document list, together with all the documents required by the desk top review, to Respect by email to info@respect.uk.net
5. You should then post your payment to the Respect Finance Officer at Respect, Downstream Building, 1 London Bridge, London SE1 9BG, enclosing a copy of page 7 of your completed application and marking the back of the cheque ‘Accreditation’.
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Details

1) Organisation can make a request via phone, email, etc. Alternatively, Respect reminds them that they need to apply under the three year rule*.

2) The pack contains information on the process, details of costs, guidance on how to apply, an application form and the requirements for the assessment process.

3) The application form provides information about the organisation, an agreement to enter the accreditation process, agreement to fees and a confirmation that the organisation can meet the assessment requirements. 

4) Respect checks the completeness of the application and identifies the appropriate assessors. 

POSSIBLE STOP POINT
5) Respect issues the assessors with application documentation and contracts (if freelance), and the organisation with contract and invoice.

6) The lead assessor contacts the organisation to introduce themselves, establish lines of communication, confirm the process and propose a timetable for it.

7) The assessors undertake a desktop review of all the documentation submitted. They conclude that either A) the organisation is ready for the rest of the assessment; B) there are small changes which can be made before the rest of the assessment; or C) there are significant changes and the assessment should not proceed at this time. POSSIBLE STOP POINT. 
* No-one can be a full member of Respect for more than three years without undergoing accreditation.
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Details

8) C) The organisation is given clear written feedback and agree date when they can reapply and part of their fee is refunded. B) Time is allowed for improvements before agreeing date for site visit A) Date for site visit is set.

9) Lead assessor carries out initial site visit, collects recordings of group sessions etc. Assessors watch recordings and agree programme for the site visit.
10) Assessors visit the organisation, view files, interview staff and provide an interim decision about whether or not they feel the organisation has met the requirements of the Standard. 

11) Assessors write draft full report and submit to the organisation. They respond with details of any factual errors or other clarification. 
12) Assessors finalise full report, including amending any factual errors, and sends to the organisation and Respect.

13) Respect checks the report, sends it to the Accreditation Panel members and convenes panel meeting. 

14) Panel members review report and ask for more details, request evidence in relation to particular concerns, and invite organisation and lead assessor to a panel meeting.
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Details

15) Panel meeting with lead assessor and a representative from the organisation. 

16) The panel will decide if the organisation either A) has met the requirements and is therefore accredited B) needs to make minor changes in order to meet the requirements, in which case they will be given a short period of time to improve before a further site visit C) has not met the requirements and will need to make major changes to do so, in which case they will not be accredited and will be asked to reapply.
17) The lead assessor will visit the organisation to provide feedback on the decisions and if appropriate discuss the review date and changes required.

18) If the organisation has agreed to make minor amendments in order to meet the Standard, one or both assessors make a further site visit to assess this and report back to the panel.
19) If accredited the organisation could be subject to a random site visit any time during the three year period during which accreditation is valid. 

20) Respect undertakes random site visits or requests that the organisation reapply six months before the end of their accreditation period. 

Self assessment

In order to become accredited with Respect, two Respect assessors will need to be satisfied that your organisation fulfils all the requirements of the Standard. They will work together, looking at various aspects of your services as described above on page 2 of this application pack. Before applying, you should check that you are ready to apply, using the checklist on page 8 of this application pack. 

Item 8 is checking that you fulfil all 105 requirements of the Standard. Here are some tips for doing this:

1. Allocate one member of staff to take overall responsibility for coordinating the accreditation process within your organisation and to be the main liaison person for the process. You will need to have a named liaison person for the accreditation process anyway.
2. This liaison person should read through the entire Standard carefully.

3. They can use the self assessment workbook available from the Respect web site on 
http://www.respect.uk.net/pages/Accreditation_Development_Project.html 

to record clearly how far they feel each requirement is met. They should complete as much as they feel is necessary, focusing particularly on any items which do not seem to be met currently.

4. Using this workbook will provide the organisation with notes on how to meet any items which are not currently being met. 

5. The liaison person may need to take this document to staff and Board meetings to discuss how and when to make changes. 

6. Make an action plan with a timetable of changes needed and named individuals to take responsibility for those changes. 
7. Review the action plan against the self assessment workbook and see if the organisation is now fulfilling all the requirements and is ready to apply. 

Application for Respect accreditation

Application form - 1

	* Name of organisation:
	

	Date of application:
	

	Checklist: please complete the accreditation checklist on the following page and include it with this application

	* Name of liaison person for the accreditation process:
	

	Full assessment fee (£7,000) included: 

	· YES – cheque included/posted

	· NO – invoice required – please insert details of where invoice should be sent here:


	I hereby certify that all the details contained in this application form are to the best of my knowledge accurate.

	Name: (should usually be Chair of the governing body)
	

	Signed:
	

	Job title:
	

	Date:
	


*
On the following pages you will be asked to provide contact details for the organisation and for specific individuals.
RESPECT FINANCE OFFICER: please inform Membership Officer when payment is made.

Application form - 2

CHECKLIST: ARE YOU READY TO APPLY?

In order to be assessed you will need to have certain things in place. Without these, your application cannot be considered. Please tick the relevant boxes:

	1.
	Does your organisation run Domestic Violence Prevention Programmes (DVPPs) working with male perpetrators of domestic violence in order to change their behaviour?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	2.
	Do you have an Integrated Support Service (ISS) for partners, ex-partners and others at risk from the participants in the DVPP?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	3.
	Is the primary aim of these two services to increase the safety of women and children? 
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	4.
	Do you have a clear written model of work which you are following?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	5.
	Does this model of work include: a statement of aims and principles, descriptions of main activities, details of the programme you are following in group work with men, details of the way you work with partners and ex-partners?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	6.
	Are you currently recording all group work with men and have you been recording all group work with men for the past six months and are these recordings audible and available for Respect Accreditation Assessors to view?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	7.
	Have you checked that you are fulfilling all 105 requirements of the Respect Accreditation Standard?  
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	8.
	Can you provide all the documents listed in the desk top review list in this document?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	9.
	Have you allocated a member of staff to act as the liaison person between your organisation, Respect and the assessors during this process?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	10.
	Have you read and understood the descriptions of the accreditation process in the Assessors’ Manual? 
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	11.
	Can you make space available on your main site for the assessors to carry out interviews with staff and to check a sample of case files? This means making available two separate rooms for two consecutive days.
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure

	12.
	Do you have the application fee of £7,000?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Not sure


If you answered ‘no’ or ‘not sure’ to any of the questions above you are probably not ready to apply for accreditation, unless you are going to be able to answer ‘yes’ within a few days or weeks and can provide details of this here:

Application form - 3

CONTACT DETAILS FOR YOUR ORGANISATION
	Liaison person for the accreditation process

	Name:

	Job title:







	Direct telephone line (landline):





	Mobile:

	Postal address:

	E-mail address:

	Chief executive or equivalent

	Name:

	Job title:







	Direct telephone line (landline):





	Mobile:

	Postal address:

	E-mail address:

	Chair of governing body 

	Name:

	Job title:







	Direct telephone line (landline):





	Mobile:

	Postal address:

	E-mail address:

	Site visit details:

	Address for site visits:    






	Recommended hotel and reason for recommending: 




Application form - 4
Respect accreditation assessment process

Desk top review documents

The following documents are required for the desk top review which takes place before the initial preparation visit by the lead assessor to your main site. Please send them as soon as possible, preferably as attachments to an e-mail. Note that they do not have to each be separate documents – one document may deal with more than one of the issues below.  The numbering in column 2 refers to the relevant sections of the Standard, as per the final version in March 2008. 

Please complete the form, indicating where you can send documents by email. You should then email this form, together with all the relevant documents, to the Respect Accreditation Manager.

	Document(s)
	Standard requirements


	SENT? please mark 

e = attachment to e-mail 

p = paper copies posted 
n/a = documents not available (say why)

	Health and safety policy and a procedure for staff in responding to abuse from clients
	A1.1
	

	Equal opportunities and diversity policy (including service provision and employment aspect)
	A1.1
	

	Model of working/procedures covering main activities
	Introduction, A1.1, B1.1, B1.2 B2.1, B4.1,B5.1
	

	Procedure and forms used for taking referrals, including application form for prospective clients
	B3.1
	

	Assessment procedure and forms used
	B4.1, B4.3, B4.4, B4.5, B4.6

B7.1, B7.2

B8.1, B9.1

C1.1, C1.2
	

	Confidentiality procedure and policy
	A1.1, B3.1, B3.2, B3.4  
	

	Case management procedure
	A5.3, B3.6, B4.3, D1.4
	

	Procedure for contact with partners and ex-partners
	B3.1, B3.2, B3.5
	

	Child protection policy and procedure including copies of any specific forms used
	A1.1

B7.1, B7.2, B7.5
	

	Absence policy and procedure
	A1.1
	

	De-selection procedure 
	B4.2, B4.3
	

	Risk management policy and procedure, including any guidelines for writing reports for courts or social services.
	A1.1, B7.9, B8.2, B8.3, D1.1-D1.5
	

	Complaints procedure (for clients)
	A1.1
	

	Couples work policy
	A1.1

B6.1, B6.2, B6.3
	

	Policy covering responding to DV where the primary aggressor is not male and primary victim is not an adult female
	A1.1

B5.1 – B5.3
	

	Procedure on the use of interpreters
	C1.1
	

	Budget (and any current fundraising strategy)

	A2.1

B5.3

C1.1
	

	Management structure
	A3.1
	

	Job descriptions for VPP and WSS staff, including defined responsibilities; practice manager or similar; any other job descriptions relevant to the operations of the intervention programme and women’s support service
	A4.1
	

	Policy on domestic violence and staff and procedure for dealing with allegations that staff member is/has been perpetrator
	A1.1
	

	Staff contract and most recent set of terms and conditions of employment, if not included in contract, to include: pay scales for all posts; training allowances for all posts. 
	A2.3, A4.1


	

	Policy on use of volunteers, including induction, contract, supervision and training
	A4.1 – 4.5
	

	Code of conduct for staff (including client-worker relationships)
	A1.1
	

	Latest statistics on referrals and take-up of services, to include breakdowns by gender, age, race and disability
	A3.3, B5.1

C1.2
	

	Recent output and outcome data
	A6.2, A6.3, A6.5

B5.2
	

	Data on views of clients of service
	A6.4
	

	Strategy to improve services to minority groups and if the strategy is over one year old the report of most recent annual review of this strategy
	B5.1, B5.2, B5.3

C1.3
	

	Most recent report to board/management committee on activities
	A3.3
	

	Where the organisation is taking referrals from local children’s services an outline of the referral process
	E1.2
	


Please see the next page for a list of additional documents needed.

Additional documents needed:

In addition to as many of the above list as possible, we will need as many of these documents as possible to examine during the assessment.  If they can be easily sent before the lead assessor comes for the initial short visit, please send them by e-mail or post as for the other documents.  Otherwise, the lead assessor will either collect or copy or view these on the initial site visit.

	Document (s)
	SENT? please mark 

e = attachment to e-mail
p = paper copies posted 
s = to be made available on site visit
n/a = documents not available (say why)

	Details of numbers of staff and volunteers and job/ role titles involved in the part of the organisation subject to this assessment, i.e. the intervention programme and allied women’s support service
	

	List of trustees, or board or management committee members and their roles.
	

	Information about the organisation and the services it provides, including any promotional leaflets or other documents.
	

	Latest annual report.
	

	Report or minutes from any recent organisational reviews.
	

	Copies of materials used with programme work with perpetrators or details of which materials used (if a specific named programme).  If you are not sure whether or not to send what you use, please give details of what resources you are using and if they are your own, if they can be sent as an attachment to an e-mail.  We will contact you to discuss this further if necessary. 
	

	Reports from any consultation with local women’s organisations working on violence against women (e.g. WA or similar).
	

	Reports of any recent evaluations
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