Seniors in Service of Tampa Bay Inc. 

Senior Companion Program 

Quality Assurance Procedures
Requirements: 

· A Senior Companion Program (SCP)  quality assurance (QA) review form is to be completed at each home visit for all active consumers.

· A QA form is to be completed by telephone with all new consumers of SCP services within 90 days after initiation of service.

· A QA review form is to be completed by telephone with active consumers of SCP services, at a minimum, every 120 days.

·  For Hillsborough County Department of Aging Services (HCDAS) referred SCP consumers only: A supervisory home visit is to be completed to perform a service quality assurance review every six months.

Any home visit or telephone contact that indicates imminent risk to either consumer or volunteer is to be reported to the Seniors in Service offices/managerial staff immediately.  
Process: 

1. The performance of each quality assurance review completed along with observations made is documented in the consumer file within 10 working days. 

2. QA forms not indicating need for action are documented in the case narrative and forwarded to the Director of Volunteer Programs within 10 working days.
3. QA forms indicating the need for action to be taken are documented in the case narrative and forwarded to the Director of Volunteer Programs no later than the following business day.

4. The Director of Volunteer programs reviews the QA form for completeness, initials/dates form to verify it’s review and takes action to address any issues noted, as needed.

5. For HCDAS referred SCP consumers, copies of any QA form indicating major or minor incidents are forwarded to the HCDAS QA unit. 

6. The QA form is forwarded to the administrative assistant who enters the data into the SCP quality assurance tracking spreadsheet: the form is initialed and dated. 

7. The QA form is returned to the SCP program coordinators for inclusion in the consumer record.   

8. All transfers of QA forms are to be done securely and in consideration of confidentiality standards. 
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