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Self-Assessment Guide

Action Plan

Department Name: Counseling Services
Instructions: The purpose of this work form is to begin the planning for action to be taken on practices judged to merit follow up (see five column Mission Statement - Results form). Transfer short descriptions of the practices requiring follow-up and detail these items using the table format provided.

Describe the current practice that requires change and actions to initiate the change

	Practice Description
	Corrective Action Sought
	Task Assigned to
	Timeline: Due Dates

	Programming: 

1) Increase collaboration with faculty, staff and IE

2) Adhere to ADA accessibility

3) Fill SARP position
	1) Document existing collaborations more extensively including IE blackboard, pre-departure meetings, ongoing support for students abroad, coaches meeting, classroom lectures, new advisor training, HR sponsored staff training sessions, mandated assessment and faculty consultation. 
2) ADA building changes have been in the master building plan for the past 5 years. 
3) The SARP position is currently in recruitment.
	MJR

MJR

MJR
	7/1/2010

Complete

7/1/2010

	Leadership:
1)Document representation on strategic planning initiatives across campus

2)Document fiscal management.
	1) Director reviews and contributes to strategic and divisional initiatives throughout the academic year. 
2) Documentation exists of all budget transactions. The business office, Dean of Students and the administrative office manager at the Counseling and Health Center oversee fiscal management.
	MJR

MJR
	Complete

Ongoing

	Human Resources:

1)Fill vacant SARP position

2)Increase hours psychiatrist is available

3)Staff and faculty training in emergency protocol and crisis response.


	1) SARP position currently in recruitment

2) Increased hours for psychiatry is currently restricted by budget, this will continue to be advocated for through our budgeting process.

3) Currently conduct QPR, sexual assault prevention, mental health awareness programs and response training on campus throughout the academic year and during student staff training.

a) Create a laminated wallet card with emergency numbers and contact protocols for all staff and new students.


	MJR

MJR

MJR

KB


	Complete

7/1/2010

7/1/2010

7/1/2010




	Practice Description
	Corrective Action Sought
	Task Assigned to
	Timeline: Due Dates

	Human Resources con’t

4) Ensure on-call professional is available for emergency consultation and intervention after hours.

5) Evidence of adequate support staff to complete the counseling mission.

6) Documentation of review of staffing levels and appropriate services.
	4) Staff is currently available for consultation during crisis, trained on-call professionals are available 24hrs 7 days a week, and public safety is trained and available for emergency triage and transport. We have an MOU with our local hospital and a positive working relationship with our community mental health services. It is not good standard of care for full time mental health providers to be on call for crisis while carrying a full caseload with administrative responsibilities.

5) Counseling does not have dedicated support staff. We have adequate support staff for scheduling, budget support, transmission of mental health information and communication.

6) We conduct satisfaction surveys for individuals using our services, faculty, staff and individuals who do not use our services. The results of these assessments allow us to follow trends and respond to community needs. We have created walk-in hours and increased diversity in our waiting area in response to our community surveys.
	MJR

MJR

MJR

MJR
	Response

Complete

Complete

Complete

	Ethics:

Accountability and conflict resolution within the staff needs to be demonstrated and protocols for responding to unethical behavior outlined. 
	We adhere to the state laws governing Mental Health practice; we follow the ethical standards of the American Counseling Association and the American College Counseling Association. These ethics codes outline how a concern of unethical behavior is confronted, an appendix will be added to our current Policy and Procedure manual. Our current consent form outlines for clients how to file a complaint against a therapist. The clients’ bill of rights in prominently displayed in the counseling and health center waiting room.
	MJR
	7/1/2010

	Legal Responsibility: 

1) Written policies on operations, transactions or task with legal implications.

2) Informed about institutional policies regarding risk management, personal liability and related insurance coverage options
	1) We will create an administrative section to our existing Policy and Procedure Manual that includes how basic office operations.

2) Pg 20 & 21 of current P&P covers documentation and clinical file protection. Therapist carry personal liability insurance, evidence of this will be included in the Admin section of P&P
	MJR

MJR


	7/01/2010

Response


	Equity and Access:

1)Meet ADA compliance in building code

2)Reduce time between initial contact and intake
	1) Request for ADA compliant entrance and bathroom are on our annual building request list.

2) We do not wait list, we accommodate emergencies and have walk-in hours to facilitate quicker response times. Our time between intake and initial contact is well within or below that of other institutions of our size.
	MJR

MJR
	On-going
Response

	Diversity:

1)Create and nurture environments that are welcoming to and bring together persons of diverse backgrounds.

2)Promote respect for commonalities and differences in historic and cultural contexts.

3)Addresses characteristics and needs of diverse populations when establishing and implementing policies and procedures.
	1)Review demographics of current and 1 past academic year to explore percentage of diverse backgrounds represented in our case load. 

2)We annually review our waiting area and outreach programs for promoting respect and embracing difference.

3)We strive to be inclusive in our policy development, this is reviewed annually with our policy and procedure manual review. We created Wednesday Walk-in hours to allow for quicker contact and in response to research that supports a larger response to walk-in hours for minority students. We offer GLBTQ training for faculty and staff annually. Literature at our tabling events is specifically representative of all student populations.
	KB

MJR

MJR
	7/01/2010

Complete

Complete

	Organization and Management:

1)Procedures for decision-making and conflict resolution.

2)Documentation that the website for counseling services is regularly monitored and updated.

3)Policies and procedures that indicate what performance expectations are for staff members.
4)A policy which states that the mission of counseling services is reviewed regularly.
	1)Add decision tree to the administrative section of the policy and procedure manual. Conflict is resolved through direct communication and the conflict resolution skills supported through the ACA ethics code.

2) Website is updated every summer, a statement outlining that timeline will be added to the policy and procedure manual section relating to web site access. 

3) Follow the evaluation schedule and protocols of the human resources department of SMCM.

4)Mission is reviewed on a biannual basis with the Policy and Procedure manual, it is the first page of the manual.
	MJR

MJR

MJR
MJR


	7/1/2010

7/1/2010

Complete
Complete



	Campus and External Relations:

1)Written procedures for disseminating information in times of emergency

2)A policy for communicating with the media

3)Documentation that indicates counseling services engages in working relationships with off-campus mental health resources.
	1)We follow the crisis protocol as agreed upon by the division of student affairs and in collaboration with the Office of Residence Life.

2)We utilize the office of public relations for dissemination of information to the media.

3)We have secured an MOU with St. Mary’s Hospital behavioral unit, we work closely with our local community mental health office (Walden-Sierra), we have a consultation relationship with Dr. Alissa Jones, we meet annually with the sex crime detectives of St. Mary’s County and work with parents during orientation to secure ongoing care of students in need.
	MJR

MJR

MJR
	Complete

Response

Ongoing

	Financial:

1)Documentation regarding a comprehensive budget analysis which would be evidence of funding priorities, adequate funding to complete counseling’s mission, fiscal responsibility and cost effectiveness.
	1)Fiscal accounting is reviewed in the mid-year report, overseen by the office manager and the college business office and discussed regularly with the dean of students as budget requests are made or money is needed for specific projects. A section will be added to the administrative section of the P&P to outline the fiscal process.
	MJR
	7/1/2010

	Technology:

1)Documentation regarding the use, review, accessibility and policies/procedures regarding technology.
	1)We use Titanium software which is annually updated as our contract with the company is renewed. No therapy or consultation is carried out on email and this is documented in our P&P.
	MJR
	Complete

	Facilities and Equipment:

1)Facilities and equipment are maintained.

2)Staff training on evacuation procedures.

3)Sufficiently equipped work space.

4)ADA accessible.
	1)Annual requests for building maintenance are reviewed with appropriate staff.

2)Create evacuation plan and execute a drill during orientation week annually.

3)Each staff members places requests for needed office supplies as needed.

4) ADA compliance is an ongoing concern and is reviewed annually with building and grounds staff.
	MJR

MJR

MJR

MJR
	Complete

7/1/2010

Ongoing
Ongoing

	Assessment and Evaluation:

1)A systematic plan to meet accountability expectations.

2)Evidence that current assessment and evaluation methods are sufficient.

3)Regular evaluation of counseling services support of the institutions mission and educational effectiveness.

4)Evidence that data collected from assessment and evaluation procedures are used to enhance counseling services in order to better meet the needs of students.
	1)Mid year and annual reports are completed in a timely manner and include multiple assessment factors.

2)We complete clinical assessments on a client by client basis, these assessments are statistically sound and in common use in the therapy field. Staff performance is assessed through the evaluation process and ongoing supervision in both 1 on 1 and group settings.

3)Mid and End of year reports are based on the institutional mission.

4)We incorporate this data into our outreach programming, educational purchases, satisfaction survey and staff training focus.
	MJR

MJR

MJR

MJR


	Complete

Complete

Complete

Complete

Ongoing



	
	
	
	

	
	
	
	


