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	Lifemark Village Scheme (LVS)

Self-assessment Schedule



	Section 1 – Lifestyle

	Standard
	Activity
	Person Responsible
	Date Due
	Date Completed

	1.1
	Review availability, range and accessibility of social activities provided for the residents and the Village’s involvement with the wider community.
	
	
	

	1.2
	Check Village vehicles (if applicable) for maintenance, condition, first aid kit availability and review any policies and procedures relating to Village transport.

Verify driver licences and emergency contact arrangements.
	
	
	

	1.3
	Review how residents are able to participate in and influence management decisions.


	
	
	

	1.4
	Check how service delivery and resident satisfaction are monitored and areas for improvement are identified.  Improvement Plan in place.
	
	
	


	Section 2 – Support

	Standard
	Activity
	Person Responsible
	Date Due
	Date Completed

	2.1
	Audit of documentation provided to prospective and new residents to ensure it is complete, accurate and up to date.
	
	
	

	2.2
	Review residents’ orientation program.
	
	
	

	2.3
	Review communication system between management and residents and any associated policies and procedures.
	
	
	

	2.4
	Conduct a resident satisfaction survey to measure residents’ satisfaction with all aspects of the Village.
	
	
	


	Section 3 – People / Staff

	Standard
	Activity
	Person Responsible
	Date Due
	Date Completed

	3.1
	Review staff practices, conformance with the Privacy Act, (you may need to conduct a privacy audit) and any policies and procedures in place relating to privacy, dignity and confidentiality.
	
	
	

	3.2
	Review recruitment and selection process and associated documentation.  Review job descriptions to ensure they are up to date and relevant.
	
	
	

	3.3
	Review staff orientation and induction program
	
	
	

	3.4
	Check staff appraisals are up to date.
	
	
	

	3.5
	Review education and training programs for staff and regular volunteers.
Ensure staff training records are complete. 
	
	
	


	Section 4 – Safety

	Standard
	Activity
	Person Responsible
	Date Due
	Date Completed

	4.1
	Review the security and safety of the Village and its environs, including pool or spa if applicable.
	
	
	

	4.2
	Review unit and directional signage in the Village to ensure adequacy.
	
	
	

	4.3
	Check that the emergency call system is operating and regularly checked and those procedures are documented. 
	
	
	

	4.4
	Check that documented procedures are in place to meet fire safety and other disasters.
	
	
	


	Section 5 – Regulations

	Standard
	Activity
	Person Responsible
	Date Due
	Date Completed

	5.1
	Review policies, procedures and staff practices in the kitchen to ensure compliance with health and food safety standards, (National and State), if applicable.
	
	
	

	5.2
	Audit financial, contractual and disclosure documentation provided to the residents to ensure they are complete accurate and up to date. 
	
	
	

	5.3
	Evaluate the system in place to ensure compliance with all relevant legislation, regulations and guidelines for Village operations.
	
	
	

	5.4
	Review the OH&S system in place to ensure compliance with legislation.
	
	
	

	5.5
	Check insurance documentation for replacement cost estimate and for policy expiry date.
	
	
	


	Section 6 – Village Policy

	Standard
	Activity
	Person Responsible
	Date Due
	Date Completed

	6.1
	Review the dispute resolution scheme or comments and complaints mechanism to ensure residents are aware of the scheme and know how to use it.
	
	
	

	6.2
	Review that residents are provided the agenda and financial and other statements prior to the Annual or General meetings.  Verify meeting records are available to residents.
	
	
	

	6.3
	Review Policies and Procedures in place in the Village to ensure they are relevant, up to date and comply with legislation
	
	
	

	6.4
	Evaluate the maintenance programs in the Village and ensure records of maintenance are complete. Verify processes are in place to provide contractor orientation and to verify their licences and insurances.
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