Approved SAAP PMF Calendar for 2008-09

	Stage
	Action
	By Who
	By When
	PMF Templates / Documents

(to be hyper-linked)

	1
	Confirm PMF process and templates.
	Funding Policy Unit
	24 July 2009
	

	2
	Update SAAP PMF Self Assessment Template and SAAP PMF User Guide
	Funding Support Unit
	24 July 2009
	· SAAP PMF Calendar

· SAAP PMF Self Assessment Template
· SAAP PMF User Guide 

	3
	Request all Service Providers (SP) to complete a PMF Self Assessment using the SAAP PMF Self Assessment Template.   
	Funding Support Unit
	7 August 2009
	· SAAP PMF Self Assessment Template

	4
	Forward completed SAAP PMF Self Assessment to relevant Network Office together with the Audited Financial Statements.
	Service Provider
	31 October 2009
	

	5
	Review completed SAAP PMF Self Assessment for each service specification in conjunction with other available information including Audited Financial Statements, the organisation’s annual reports, service data, local knowledge, feedback, etc.
	Region
	15 December 2009
	

	6
	Send a letter (Acknowledgement Letter) to the SP advising that no further action is required. Feedback on the completed SAAP PMF Self Assessment can be included in this letter.

OR if DoCS disagrees with or queries the SAAP PMF Self Assessment 
Send a letter (Letter 1) to the SP advising that a Monitoring Review Meeting (MRM) will be undertaken. The letter will suggest a date/time/venue (at least two weeks notice is provided), and details of the MRM process. 
	Region

	15 December 2009
	· Acknowledgement Letter

· MRM Letter 1 template

	7
	Hold Monitoring and Review Meeting (MRM) if needed and revise the SAAP PMF Self Assessment (if necessary). 
Inform the service provider if a Performance Improvement Plan (PIP) will be required. PIP is only required if requested by DoCS. 
	Region and Service Provider
	28 February 2010
	· SAAP PMF Self Assessment Template (to update) 

· PIP Template

	8
	Finalise and endorse any PIP.  
	Region and Service Provider
	28 February 2010
	· PIP Template (to amend or update based on MRM meeting)

	9
	Send a letter (Letter 2) to SP with post meeting feedback/ agreed outcomes.If PIP will not be implemented by 30 June 2010, include PIP in Service Agreement for 2010/2011.
	Region
	15 March 2010
	· MRM Letter 2 template




Note:
‘Self Assessment Template’ (SAT) replaces ‘Service Monitoring and Review Tool’ 

‘Monitoring & Review Meeting’ (MRM) replaces ‘Audit of Self-Assessment’
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