Seniors in Service of Tampa Bay Inc. 

Senior Companion Team Leaders 

Instructions on How to Complete a Quality Assurance Form

General Rules:

· Always use a pen, not pencil, to complete the form

· Do not leave blank spaces on the form. If the client or caregiver does not answer a question write that down on the form

· Always be an objective reviewer. Personal feelings about a client, caregiver, or volunteer cannot be allowed to influence the review. 
Steps for completing a Quality Assurance Form:

A sample team leader quality assurance form is on the back side of this paper. The numbers on the instructions noted below show what line to fill out and are also on the sample.

1. Enter Client Name 

2. Enter the name of the volunteer that serves the client

3. Print the name of the team leader (reviewer) who is completing the form

4. Sign the form

5. Check whether the review was completed on the telephone or by a home visit: Make sure to also enter the date it was done

6. For questions 6 to 15: Ask the client or caregiver each question and to rate their opinion using either excellent, good, fair or poor. ***Write down as many of the client or caregivers comments as possible.

16. Add any comments you want to make about the review. 

17. Check the correct box to indicate if there is a need to take action on any of the information gathered during the review. 

18. Submit the quality assurance form to the Seniors in Service of Tampa Bay Inc.  offices according to agency procedures

