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As a Community Services funded service provider, you are required to comply with the performance monitoring and review conditions specified in the 2010/11 Community Services Service Agreement.
The Annual Performance Report provides an opportunity for you to demonstrate the outcomes achieved for your client groups. In line with the introduction of the Early Intervention and Placement Prevention (EIPP), and the Community Builders programs on 1 July 2011, the Annual Performance Report will be replaced by the Performance Monitoring Framework (PMF) for the 2011/12 reporting period. 
The template which follows will assist you in presenting your Annual Performance Report in a standardised manner for renewable service specifications under the Community Services Grants Program (CSGP) and the KTS Child Protection.
The Annual Performance Report template records the extent of service providers’ performance as measured against the relevant performance measures and targets set out in the service agreement and attached schedules. To complete the template, you will need to refer to your organisation’s 2010/11 Service Agreement and service specifications. 

You may also wish to use this template to report on the achievements of CSGP fixed term or one-off service specifications. The decision to use the generic template in this way needs to be negotiated with the relevant Community Services Community Program Officer (CPO).
Information about the Annual Performance Report template:

Section 1 

This section relates to your organisation and the funded service to which the Annual Performance Report applies. The service agreement and attached schedules are a good place to go to check if the information you are providing in the report is correct.  

Section 2 

This section provides you with an opportunity to list the activities your funded service is engaged in, which outputs were achieved and how clients benefited from these outputs. 

The background information which will assist you to complete this section is located in the funded service specification.  

Your service specification may use different terminology to that used in the Annual Performance Report template. This should not prevent you from completing your Report template. You are encouraged to copy and paste the relevant information from your service specifications into the Annual Performance Report.  Here are some helpful hints on how to reconcile the terminology used in Annual Performance Report template v service specification.

	Annual Performance Report (APR)
	Service specifications (SS)

	
	CSGP
	KTS Child Protection 

	Activities


	Key activities

Copy all key activities outlined in your service specification and paste in the Activities column of  APR
	Service Activity component
Copy all service activity component outlined in your service specification and paste in the Activities column of  APP

	Key Service Outputs/Outcomes


	Output and Outcome measures 

Copy  the above information and paste in the Key Service Outputs/Outcomes column of APR
	Service Level Outcomes
Copy  the above information and paste in the Key Service Outputs/Outcomes column of APR



	Service Results/Client Outcomes


	Report on how you met the Output and Outcome  measures listed in your service specification
	Report on how you met key performance measures and Performance Targets set in your service specification


Section 3

This section provides you with an opportunity to reflect on any issues relating to your funded service which require a special mention.  For example, you may wish to report on unexpected positive outcomes of your project; a challenge such as emergence of new client groups which presented a challenge for service delivery; or significant changes within your organisation which could have potentially destabilised your project.   

Section 4

Please ensure that only the appropriately authorised officer in your organisation signs off on the Annual Performance Report.
Deadline for submission

Annual Performance Reports, together with the financial accountability documents (please refer to the 2010/11 Service Agreement) are due by the end of October 2011.

For any additional information please contact the Community Services CPO or Program Manager responsible for your project.

	Section 1
	Service provider and funded service details

	Name of service provider 


	

	Service provider’s COMS code

	

	Name of service specification
(As described in the Service Agreement, its schedules and annexures  or other relevant documents such as Letters of Agreements or other contractual documents signed between Community Services and service provider)
	

	Service specification COMS code


	

	Name of funding program


	

	Contact person
(The name of the person who can be contacted to discuss the report, and a contact phone number)
	

	Target group/s
(Identify target groups as detailed in the service specification or other relevant documents)
	

	Funding level: 

As described in the Service Agreement, its schedules and annexure or other relevant documents such Letters of Agreement or other contractual documents signed between Community Services and service provider
	

	Funding term
(please circle)


	Fixed term/one-off/renewable

	Weekly hours of operation
	


	Section 2
	Performance details 


The details provided in this section should reflect the relevant information outlined in the funded service’ service specification (2010/11).  In the absence of the service specification, the details should reflect any other relevant contract documents which has been endorsed by both Community Services and the service provider for this service (e.g. projects brief etc)

	Key activities
	Key service outputs/outcomes
	Service results/client outcomes 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Section 3
	Highlights & constraints of funded service

	

	UNEXPECTED OUTCOMES
	

	HIGHLIGHTS 
	

	BARRIERS AND CONSTRAINTS
	


	Section 4
	Authorisation


	Organisation name:

	We
, the undersigned, warrant that we have full power and authority to endorse this report as per the requirements under the 2010/11 Agreement we have with Community ServiceAs. As duly authorised delegates of the service provider, we have read and accepted on behalf of the service provider the contents of this report regarding the performance of the funded service.



	Name
	
	

	(Signature)
	
	Designation

	Name
	
	

	(Signature)
	
	Designation

	Date:
	
	


� E.g. members of Board of Directors/Executive/Management Committee/Council Executive etc





