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Essential Management System Assessment for Physical Rehabilitation Centers

	
	
	
	
	
	
	

	SYSTEM 1:  PROGRAM MANAGEMENT SYSTEM 
	
	
	
	

	Processes 
	Stage of Development  with Description

	 
	1
	2
	3
	4
	Score
	Evidence

	1. Strategic Planning
	There is no strategic plan.
	A strategic plan is in place but it is not up-to-date, was developed by only a few key decision makers and there is no regular review process.
	A strategic plan is in place, members of the board of directors, executive staff, internal auditors, and program coordinators contributed but it is not -up-to-date and there is no regular process to review it.
	The strategic plan guides the overall operation of the organization, is updated every five years at a minimum, through contributions from members of the board of directors, executive staff, internal auditors and program coordinators.
	 
	 

	1.b     Links to Clients

	Intervention strategies are developed
without reference
to the needs of clients or their communities.
	[bookmark: _GoBack]Intervention strategies are developed based on assumptions related to the needs of clients or their communities.
	Intervention strategies are developed 
based on accurate information related to the needs of
clients or their communities
	Intervention strategies are developed  with participation of 
clients or their communities

	 
	 

	2. Planning, annual operations programing
	Activities are scheduled on a monthly or quarterly basis, but activities completed are not reviewed with regard to goals and targets on a regular basis.
	Some of the organization's units and programs have activities and goals set forth in an annual operating plan, review it is not on a regular basis, and they may not be aligned with the strategic plan.
	Most of the organization's units and programs have activities, goals, and targets set forth in an annual operating plan, they are reviewed in a regular basis but they are not aligned with the strategic plan.
	All of the organization’s units and programs have activities, goals, and targets set forth in an annual operating plan which is aligned with the strategic plan and activities are regularly reviewed against targets.
	 
	 

	3. Work group organization, direction and coordination
	Staff develops their activities individually with no group involvement on planning the activities, monitoring progress or taking corrective measures.
	The different areas or departments of the center (management, care-providing units) or programs are organized in teams, meet to plan their activities but very rarely, monitor their progress.
	The different areas or departments of the center (management, care-providing units) or programs are organized in teams, meet regularly to plan their activities and monitor their progress but there is not follow up on the corrective measures.
	The different areas or departments of the center (management, care-providing units) or programs are organized in teams, meet regularly to plan their activities, monitor their progress and proceed as a group and follow up on corrective measures.
	 
	 

	4. [image: ]Identification of funding resources 
	Most funding is from one predominant source and there is no plan to diversify y funding.
	Most funding is from one or two sources. A plan for diversifying funding sources and attracting new donors has been developed but it is not operationalized yet.
	A plan for diversifying funding sources and attracting donors has been developed and is used to guide  new business development
	A plan for diversifying funding sources and attracting donors has been developed and is used to guide business development, and funding has been diversified with more than 2 donors. 
	
	

	SYSTEM 2:  HUMAN RESOURCE MANAGEMENT AND DEVELOPMENT

	Processes
	Stage of Development  with Description

	 
	1
	2
	3
	4
	Score
	Evidence

	1. Recruitment, selection and hiring of personnel
	There are no or inadequate human resources policies and procedures to recruit select and hire personnel. 
	The organization is working toward a human resource system with policies and procedures to recruit select and hire personnel.
	Human resource policies and procedures to recruit select and hire personnel are in place, and managers are beginning to use them to hire new staff.
	Human resource policies and procedures to recruit, select and hire personnel are in place, and managers use them consistently to hire new staff.
	 
	 

	2. Personnel administration 
(attendance, leave, disciplinary measures, etc.)
	There are no or inadequate policies and procedures to personnel administration. 
	The organization is working toward a personnel administration policies and procedures. 
	Personnel administration policies and procedures are in place, and managers are beginning to use them. 
	Personnel administration policies and procedures are in place, managers use them consistently and there are up to date personnel records.
	
	

	3.  Payroll administration
	Employees sometimes experience delays in receiving their salaries and reimbursement for expenses.  Contractors are frequently paid late, or sometimes not at all.
	Employees receive their salaries on time, but do not receive reimbursement for expenses on time.  Contractors are sometimes paid late, or not at all.
	Employees always receive their salaries and reimbursement for expenses on time,.  Contractors are always paid, but sometimes with delays.
	Employees always receive their salaries on time, and they are promptly reimbursed for any expenses.  Contractors are also paid promptly, within the terms of their agreements.
	
	

	4a.     Personnel   
         Development 
         (Performance  
         standards)

	Not all employees have a written job description, and there is no formal performance evaluation.
	 Most employees have written job descriptions. Some of them have the minimum qualifications listed in their job descriptions, and satisfactory job performance but there is no formal performance evaluation
	Most of the organization's employees have written job description, the minimum qualifications listed in their job descriptions, and their performance is satisfactory, but there is no formal performance evaluation.
	Almost all organization's employees have job descriptions and the minimum qualifications listed in their job descriptions, and their on-the-job performance is satisfactory as rated in a formal employee performance evaluation.
	
	

	4b.    Personnel 
         Development
         (Training)
	Few of the organization's staff has access to opportunities for developing, strengthening and/or updating their skills in order to improve their on-the-job performance.
	Many of the organization's staff has access to opportunities for developing, strengthening and/or updating their skills in order to improve their on-the-job performance.
	Most of the organization's staff has access to opportunities for developing, strengthening and/or updating their skills in order to improve their on-the-job performance, although there is no official policy to support staff capacity development and capacity development is not formally planned or tracked.
	The organization's staff has access to opportunities for developing, strengthening and/or updating their skills in order to improve their on-the-job performance.  There are staff capacity development policies and system to plan and track staff capacity development on an annual basis.
	 
	 

	4c.     Personnel           
         Development
           (Work
           climate)
	There is a lot of employee discontent, with fairly high turnover. Employees do not have enough resources to do their jobs, unclear workplans and expectations and/or feel their contributions are not recognized.
	Although there is some discontent, most employees have resources to do their jobs well, but are sometimes disorganized with unclear expectations.
	The work climate is fairly good.  Employees have resources to do their jobs well, along with clear workplans and expectations.
	The work climate is very good.  Employee contributions are recognized.  They have resources to do their jobs well, with clear workplans and expectations.  
	 
	 

	5. Workplace safety and hygiene 
[image: ]
	There are no biosafety strategies and standards documented to comply with official regulations governing biosecurity and workplace hygiene. 
	Biosafety strategies and standards are documented. Some personnel do not comply and there is no mechanism to monitor compliance and to apply disciplinary measures if necessary.
	Biosafety strategies and standards are in place. Most personnel comply with the official regulations governing biosecurity and workplace hygiene. There is some monitoring of compliance but it is not systematic and there are no consequences for noncompliance.
	Biosafety strategies and standards are in place. All personnel comply with the official regulations governing biosecurity and workplace hygiene. There are measures to monitor compliance and to apply disciplinary measures if necessary.
	
	

	SYSTEM 3:  PROCUREMENT SYSTEM
	
	
	

	Processes
	Stage of Development  with Description

	 
	1
	2
	3
	4
	Score
	Evidence

	1. Planning of the goods and services to be procured
	There is no organization system in place to procure (clinical, pharmaceutical, or office). Supplies are procured upon demand.
	An organization supply system has been designed to allow the organization to forecast and track the flow and use of supplies. Staff have not yet been trained to use the system.
	An organization supply system has been designed and implemented and allows the organization to forecast and procure supplies in relation to their demand and use.  Some staff hasn’t been trained to use the system, so they still have some stock outs.
	The organization supply system is implemented. Trained staff consistently uses the supply system to forecast future requirements, reduce gaps, and prevent stockouts.
	 
	 

	2. Procurement of goods and services
	There is no formal policy on procurement. Services are often provided by those known to the organization's staff without bids.
	There is no formal policy on procurement, but larger procurements often have more than one bid from which a selection has been made.
	Standard procedures are generally followed for procuring goods regarding number of bids, bid analysis and awards.    There is no differentiation in the way procurements are handled by size.
	Procurement of goods and services take place in accordance with policies and procedures approved for their respective price ranges.  Where specified, procurements are advertised or solicited, the required number of bids are analyzed, and a bid analysis and award is documented in the organization's files.
	 
	 

	3. Storage and distribution of goods
	There are no documented procedures and criteria with regard to receipt, storage and distribution of the products and supplies procured.
	Procedures and criteria with regard to receipt, storage and delivery of the products and supplies procured are under development.
	Procedures and criteria with regard to the receipt, storage and delivery of the products and supplies are in place. Still staff doesn´t comply a 100% with these procedures.  
	Procedures and criteria previously established by the organization with regard to the receipt, storage and delivery of the products and supplies procured are duly followed.
	
	

	4. Monitoring the appropriate use of resources

	There are no documented procedures to monitor the adequate use of resources.
	Procedures to monitor the adequate use of resources are under development.
	A procedure to monitor the adequate use of resources is implemented. There is no mechanism to follow up on corrective measures.
 
	A procedure to monitor the adequate use of resources is implemented. There is functioning mechanism to apply corrective and disciplinary measures.
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	SYSTEM 4:  FINANCIAL MANAGEMENT SYSTEM
	
	
	

	Processes
	Stage of Development  with Description

	 
	1
	2
	3
	4
	Score
	Evidence

	1. Results-based budget management
	Budgets are developed without input from program managers.  
	Budgets are usually developed by financial staff with input from program managers.  
	Financial staff develop budgets in conjunction with program managers.  
	Program managers work with financial staff to develop budgets that support programmatic decisions.  
	 
	 

	2. Analytical cost accounting
	The organization doesn’t have a system to record and monitor direct and indirect costs broken down by product or service. The finance system tracks expenditures, revenues, and cash flow by line item.
	All organization units, projects or programs count with a system to record and monitor both direct and indirect costs by program or project. The finance system tracks expenditures, revenues and cash flow by project or program  but can´t  broke down by product or service.
	All organization units, projects or programs count with a system to record and monitor both direct and indirect costs for their program or project and some of them can be broken down by product or service. The finance system tracks expenditures, revenues and cash flow by project, program and some products or services.
	All organization units, projects or programs count with a system to record and monitor both direct and indirect costs broken down by product or service. The finance system tracks expenditures, revenue, and cash flow in relation to program outputs, products and services.
	
	

	3. Financial accounting recording and control of fixed assets and insurable goods. 
	The organization's financial movements are not properly recorded or supported with documents; financial reports are not accurate and/or are produced with delays 30 or more days after the last day of every month.

	The organization's financial movements are properly recorded and supported with documents; financial reports are not accurate and/or are produced with delays 20 or more days after the last day of every month.

	The organization's financial movements are properly recorded and supported with documents; financial reports are accurate but they are produced with delays 20 or more days after the last day of every month.

	All organization's financial movements are properly recorded and supported with documents, financial reports produced and financial information analyzed by the management team and/or the board of directors in the following 15 days after the last day of every month.
	 
	 

	4. Cash and banks
	The organization has problems fulfilling its institutional payment obligations, there are delays of more than two months on payments in accordance with their commitments, and no systematic monthly schedule of payments. 
	The organization has fulfilling its institutional payment obligations, but there are delays of more than a month according with their commitments payments they have not a systematic monthly schedule of payments.
	Institutional payment obligations are fulfilled in accordance with their procedures and the monthly schedule of payments, but their system of payment is slow. 

	Institutional payment obligations are fulfilled on time, in accordance with a fast and expedite procedures and within the monthly schedule of payments. 
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SYSTEM 5:  GENERAL SERVICES SYSTEM 
	
	
	

	Processes
	Stage of Development  with Description

	 
	1
	2
	3
	4
	Score
	Evidence

	1. Maintenance and cleaning of infrastructure and equipment
	Equipment and facilities are repaired after they breakdown.
	Most equipment and facilities are maintained before they breakdown, but there is no regular system.
	A program of preventive and corrective maintenance of the organization's facilities and equipment is in place and is complied with, but there is no system for replacing equipment and facilities which are old and no longer up-to-date.
	A program of preventive and corrective maintenance of the organization's facilities and equipment is in place and is complied with.  Equipment and facilities are in good working order and are up-to-date and replaced when necessary.
	 
	 

	2. Safety and Security  administration
	There are not written policies or procedures to ensure the ongoing  security of the organization's staff and assets
	There are policies, procedures and services in place to ensure the ongoing security of the organization's staff and assets, but these are not always followed.
	Facilities have in place policies, procedures and services that ensure the ongoing security of the organization's staff and assets, but there have been some issues.
	Facilities have in place policies procedures and services that ensure the ongoing safety and security of the organization's staff and assets and not security issues have occurred.  
	 
	 

	3. Fleet management
	Transportation is not available for staff or for clients
	Limited transportation is available for the organization's staff and to accommodate most clients with disabilities.  
	Safe and comfortable transportation is available for the organization's staff and for clients with disabilities who need such services. Transport is equipped to handle wheel chairs and contain standard safety features, such as seat belts, but there may be delays.
	Safe and comfortable transportation is available for the organization's staff and for clients with disabilities who need such services.  Transport is equipped to handle wheel chairs and contain standard safety features, such as seat belts.  Staff and clients do not have to wait for transport more than one hour.
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	SYSTEM 6:  INFORMATION MANAGEMENT AND QUALITY ASSURANCE SYSTEM
	
	

	Processes
	Stage of Development  with Description

	 
	1
	2
	3
	4
	Score
	Evidence

	1. Monitoring information recording, timeliness and quality 
	The organization doesn´t has its own monitoring and evaluation system. The organization's work is monitored and its results are evaluated by external evaluators when funders demand it.
	The organization monitors its own work to determine adherence to planned activities. But results are evaluated by external evaluators when funders demand it.
	The organization regularly monitors its own work to determine adherence to activities as well progress toward achieving goals and objectives.  It evaluates results at the end of each project and program.
	The organization regularly monitors its own work to determine adherence to activities as well progress toward achieving goals and objectives.  It evaluates results at the end of each project and program and uses the findings to improve services and plan the next phase of work.
	 
	 

	2. Monitoring service production, cost and quality

	Routine service and financial data are often inaccurate, and reports are rarely submitted on schedule.
	The organization has introduced systems that are beginning to improve the accuracy and timeliness of routine service and financial reports.
	Organizational systems produce routine service and financial data that are generally considered accurate, and most reports are submitted on schedule.
	Organizational systems provide cross-checking to guarantee the accuracy of routine service and financial data.  There are clear, enforced consequences for late reports.
	 
	 

	3. Reporting

	.  The information in the reports is filed away and not used for management or programmatic decisions.
	Some managers analyze the information in the reports to make decisions.
	All managers analyze the information to make decisions and inform personnel about the analysis and decisions made.  
	Staff with their managers,  analyze the information and use their findings to analyze trends, improve management and performance, and achieve outcomes.
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