Application file fort he recognition
of good practice through the 
SUREPLUS quality label



Submitted to obtain the label on the level:
(mark the level applied for)


	Label
	

	D - Discovery
	

	C - Candidate
	

	B - Basic
	

	A - Advanced
	

	A+
	

	A++
	





For the organization:

NAME IN CAPITALS


(eventually) for the department or unit:

NAME OF DEPARTMENT OR UNIT



File finalized at:
DAY MONTH YEAR

Produced by:
FIRST NAME  LAST NAME

This document is based on the quality management practice 
in the period (3 tot max. 6 years):
20XX – 20XX.




General instruction (to be removed when submitting)

Preliminary admissibility assessment
If a label is applied for at the level of the organization as a whole, it is first checked (based on scale and structure) whether an assessment at this level is possible or whether an assessment is necessary for the separate departments. If the label is applied for at the level of a department, this department must have sufficient autonomy within the organization. If in doubt, it is best to contact us in advance to discuss this.
Self-evaluation as a basis
Self-evaluation is an important starting point in quality assurance, and this is also the case when drawing up this file. You make an online self-assessment in advance with members of the quality steering group or board of directors (at least 5 people), based on the questionnaire sets 7C (basic conditions for quality assurance) and 4A (basic axes of quality management). These contain the elements that are taken into account for a label. You download the results as a PDF and provide them as an attachment to your file. You can discuss the manner in which the results were discussed internally in the section Characteristics of quality management in the organization.
How detailed should this file be completed?
We have a user-friendly policy regarding administrative formalities. If you have internal reports in which matters are already well described, you may refer to the place where the elements are included in your own report. Documents can be attached as separate files. Added documents are always treated confidentially.
Which elements can you add to this file?
You may add any elements that can support your request. However, the form is drawn up in such a way that specific questions are asked. You may add additional matters that you consider important in order to be able to do the assessment correctly, but be careful not to lose the essence and the overall structure. It is better to submit a clear and concise file rather than a detailed and complex file. Do not include concrete details of persons in the file itself.
How do you submit this file?
This file is submitted digitally in Word format (not in PDF) to admin@prose.be by the quality coordinator or the responsible quality assurance officer. You can remove parts of text that serve as instructions or explanations (such as this sheet). Do not change the layout; insert text as plain text. Pictures or illustrations can be added as an attachment. Please limit the file (without annexes) to a maximum of 20 pages, and name it as “ SurePlus file + name of organization”. You will receive a notification of receipt after submission.
How is this file assessed?
The dossier is assessed by experts based on the same criteria as in the self-evaluation. An online interview or a visit on site can be included, depending on the label level and the quality of the submitted file. The completeness, clarity and convincing value of your descriptions are important. You insert references to verifiable elements (which can be retrieved if necessary). If a file contains insufficient information or is poorly structured, it can be refused. In this case, it is indicated which elements are insufficient and the file processing cost is charged. If the file is accepted, the cost will be charged for the requested label, even if the result does not lead to recognition with this label or if a lower label is reached.
What else happens to a positively assessed file?
A slimmed-down version of the submitted file can be made and placed on the site as an example of good practice, so that other organizations can take inspiration from this in the further development of their quality assurance. It is therefore important that this file is written in clear and correct language and that it is drafted in a coherent manner. The slimmed-down version will be presented to you first.

Characteristics of and conditions in the applicant organization
Show how large the organization is, how the organization is organized and for which level or unit within the organization a quality label is applied for. Show how the organization or department is managed how policy is made. The information given here should allow to properly assess the practice of quality assurance (which you describe in the following sections). Where relevant, please indicate any distinction between central or decentralized policy.
Also discuss (based on the results of the 7C self-test) to what extent the basic conditions for the proper embedding of quality care have been fulfilled in recent years:
• Coordination: clear structure with managerial and coordinating functions
• Competence: competent managers and employees
• Coaching: guidance and evaluation of employees
• Collaboration: active collaboration and exchange of experience between employees
• Communication: a system of internal flow of information to and between employees
It is important here that you address the achieved indexes at list level, and strengths and possible shortcomings through the scores at item level. In particular, you will discuss the results of the conditional items. Provide a clear overview of achieved indexes. For the rest refer to the results in attachment.
Policy and operation of quality assurance in the organization
Explain how quality management has been established or developed in recent years, where the responsibility lies and which persons manage quality assurance in policy and daily operations. Please indicate whether you have already received recognition for your quality assurance practice in the past. Describe the broad lines of the quality policy in your organization, with the quality vision and quality planning (or give them in attachment). Pay attention to the 4 basic functions of quality assurance: quality determination, quality assurance, quality improvement and quality reporting. Do this based on the results achieved with the 4A self-test. It is important here that you address the achieved indexes at list level, and strengths and possible shortcomings through the scores at item level. In particular, you will discuss the results of the conditional items. Provide a clear overview of achieved indexes. For the rest refer to the results in attachment. Describe the available internal expertise and competence, how the expertise in quality assurance is assured (e.g., which initiatives of education and training have been taken), and the experience built up in quality assurance in recent years. Describe how you made the policy decision to use certain methods and tools, and what preparations and measures were taken to use them properly. Also indicate how the application file was drawn up, by whom the decision was made to have good practice in quality management recognized through a quality label, and how the self-evaluation was discussed via the 4A scan.



The concrete assessment and improvement of quality

The preparation, organization, implementation and reporting of self-evaluations
Describe how diagnoses and self-evaluations have been organized in recent years and which focus areas or themes have been involved. Describe some important findings from these diagnoses and self-evaluations.

The choice and follow-up of improvement projects
Describe the chosen improvement projects in recent years, how the choice for improvement projects has been determined and which criteria for prioritization may have been used. You can take into account policy plans, external obligations, critical success factors, expectations of different stakeholders involved, but also how improvement projects are interrelated and interdependent. Problem analysis techniques may have proved useful here. Here or in annex you provide an overview of the improvement projects, with their planned duration. The formulation of improvement projects is an important aspect. Some can be very specific and clearly defined, and very easy to manage (so-called quick wins); others are more complex and difficult to achieve, but with a potentially significant impact. You can attach an overview and limit the description in this section to a critical discussion of the above quality aspects.

The elaboration of 3 chosen improvement projects (necessary for an A level)
Describe the elaboration and realization of 1 to 3 chosen improvement projects with their relevance and importance for your organization and your activities, and the impact of improvement. For an A-label one project is sufficient, for an A + label you need three projects, spread over several years, or a larger project comprising three sub-projects. For each (sub) project, add an overview table in attachment, in which the various sub-actions or realizations with their implementation date are shown. You can use screenshots or PDF reports from the PROSE instruments. For each project you pay attention to the structured approach in terms of implementation, regularly checking the progress and effectiveness of the implementation, regularly assessing and discussing possible adjustments, adaptations or revisions of improvement actions, and the effective achievement of the objectives set. You can use the PROSE project process sheet, which you simply add in attachment in this case.

The dynamics and sustainability of quality assurance
You only complete this part if you are going for an A+ level. Describe the efficacy, productivity and dynamics of the quality steering committee over the past few years. Describe how you guarantee a sustainable quality cycle in which a policy is based on quality indicators and a quality culture has been realized in the organization. Describe (for at least 3 improvement projects undertaken) how you ensure that improvements are sustainable in nature and what you have learned from (1) the domain to which the improvement projects relate, (2) the approach adopted for improvement projects per se, and (3) the quality policy in your organization. Try to provide evidence for the assessment criteria that focus on the integrative, dynamic and sustainable character of quality assurance.
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Annexes

To be added as a separate attachments:
• Self-assessment 7C and 4A (downloaded as PDF from the PROSE online digital system)
• Quickscan EFQM or a similar broad SWOT analysis across the 9 focus areas (pdf)
• If applicable: Evidence (PDF) of quality certification already obtained in the past 5 years

Any additional attachments as proof, chosen by yourself or required according to level, for example:
• Document with description of quality policy
• Job profile of the quality coordinator
• Overview and elaboration of improvement projects (project management sheets or prints from PODS)
• Overview of quality indicators (print from PODS)
• Etc.


Tips:
• For those who have systematically used the various surveys from PROSE in accordance with the recommendations, compiling a file for a quality label does not require much work. In this case, it is sufficient to add it as an attachment and refer to it in the file. You can easily substantiate various issues by additionally adding reports of certain diagnoses, such as Employee satisfaction and Human organization.
• The PROSE system makes it easy to generate quality indicators. The indices from PROSE surveys can in themselves be used as indicators. In the online system you can determine and follow up sets of quality indicators over several years.


For your information:
• Appendices remain strictly confidential within the assessment process of the file and are only used for other purposes with explicit permission (e.g., in function of training and learning from good practical examples - in this case examples are anonymized as necessary or desired).
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