IE Council Self-Assessment Tool

About this self-assessment tool

This voluntary self-assessment tool is designed for use for IE Councils to identify how well they have performed their responsibilities over the past fiscal year, and to identify areas that may need improvement.  The tool is intended solely for internal IE Council use to plan future actions and identify priorities.

Each major heading represents one of the five IE Council responsibilities outlined in the IE Handbook, and the items listed under each heading are actions that IE Councils have taken to fulfill that responsibility.  These lists are not meant to be exhaustive; IE Councils are encouraged to note other actions they have taken to support their responsibilities.  

How to use this tool 

To complete this tool, the IE Council can either assign a workgroup or ask one or two IE Council members to review past IE Council minutes, a completed Facility Workbook, and performance measure reports.  The tool is structured with rows of check boxes (labeled M1-M4) to record items from the IE Council minutes of the previous four meetings that support activity in each of the five major areas.  The check boxes can be modified as needed if data is drawn from other sources or minutes from meetings that predate the last four occurrences.  The “Additional Data Sources” column can be used to record actions that are appropriately taken only every quarter or at other times throughout the year.  Notably, checking multiple boxes next to an item will not always indicate that the IE Council has fulfilled its responsibility for a given area. The activity level in each item should be considered based on its own merit.  The “Notes” section that follows the items list for each heading can be used to describe tasks accomplished and manageable next steps that could be addressed in the Action Plan.
After you complete the tool

Using the final page of the tool to structure a discussion, the responsible individual(s) should be prepared to report on the findings of the self-assessment tool to the entire IE Council, and to make recommendations for action planning.  Examples of activities that can be included in the Action Plan are:

· Adding specific agenda items to enhance the IE Council’s work in a particular area

· Changing reporting practices for high-frequency items from oral summations to written memos to allow more time for the discussion of new business

The IE Council may choose to repeat this exercise on an annual basis.
	I.  Oversee the integration of ethics activities at the facility 
	M1
	M2
	M3
	M4
	Additional Data Sources

	Use your Facility Workbook to evaluate your facility’s IE structures and processes, for example:

	
	
	
	
	

	· Complete Facility Workbook


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Review results

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Develop an action plan to improve one or more aspect

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Follow-up on the action plan and assess results

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Ensure integration among the facility’s ethics consultation, preventive ethics, and ethical leadership functions, for example: 


	
	
	
	
	

	· Use information presented by EC to make an assignment to PE or leadership outside the IE Council

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Use information presented by PE to make an assignment to EC or leadership outside the IE Council
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Use information presented by leadership outside the IE Council to make an assignment to PE or EC

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Link the IE Council to ethics-related activities at the facility, for example:
	
	
	
	
	

	· Reports are made by or referrals are made to related offices, efforts,   or task groups (e.g., research compliance, business integrity, human resources, system redesign, quality improvement, patient safety, peer review)


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· IE Council is represented on or makes regular reports to other related committees, groups, or offices at the facility 
· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	  Notes:      
	


	II.  Direct ethics activities
	M1
	M2
	M3
	M4
	Additional Data Sources

	Evaluate ethics knowledge, practices, and culture in your facility, for example:

	
	
	
	
	

	· Review findings, develop plans and take actions based on results of assessment tools (e.g., IE Staff Survey, EC Proficiency Tool, ECWeb data, PE Storyboards)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Review other sources of data regarding ethics knowledge, practices, and culture in your facility (e.g., input from other venues such as Directors’ forums, OIG reports, Patient Satisfaction surveys)


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Create and implement a plan to address gaps (may be managed through PE)


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	  Notes:      


	III.  Coordinate assignments for subcommittees or workgroups
	M1
	M2
	M3
	M4
	Additional Data Sources

	Monitor implementation of IE Staff Survey, for example:
	
	
	
	
	

	· Assign responsibility for subcommittees or workgroups


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Support and monitor completion of the IESS 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Monitor implementation of Facility Workbook, for example:

	
	
	
	
	

	· Assign responsibility for subcommittees or workgroups


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Support and monitor completion of the Facility Workbook


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Ensure IE program achieves performance measures and program implementation goals, for example:

	
	
	
	
	

	· Review on monthly or quarterly basis (as appropriate)


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Oversee the ethics consultation, preventive ethics and ethical leadership functions, for example:

	
	
	
	
	

	· Develop plans to assess whether EC staffing and workload is adequate to meet required activities and address any deficits
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Develop plans to ensure high quality ethics consultations
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Develop plans to assess whether PE staffing and workload is adequate to meet required activities and address any deficits
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Develop plans to ensure high  quality PE ISSUES cycles
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Develop plans to assess whether EL staffing and workload is adequate to meet required activities and address any deficits
· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Develop plans to ensure leaders are systematically integrating ethical leadership practices into the routine operations and management of the facility
· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Oversee standing subcommittees and ad hoc workgroups, for example:

	
	
	
	
	

	· Ensure regular reporting schedule


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	
	
	
	
	
	

	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 




	III.  Coordinate assignments for subcommittees or workgroups (continued)
	M1
	M2
	M3
	M4
	Additional Data Sources

	Ensure that the facility meets accreditation standards for ethics, for example:

	
	
	
	
	

	· Assign PE or another group responsibility for continuous readiness for Joint Commission and other accrediting bodies

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Create and implement a plan to address gaps (may be managed through PE)

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Ensure that the facility meets requirements of VHA policy related to ethics in health care, for example:

	
	
	
	
	

	· Create a list of policies under the auspices of the IE Council/program


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Develop a schedule for review and update


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Assign responsibility

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Plan for communication of policy changes
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Monitor for gaps between policy and practice 

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	  Notes:      


	IV.  Ensure communications with relevant programs across the organization
	M1
	M2
	M3
	M4
	Additional Data Sources

	Communicate with VISN IEAB, for example:

	
	
	
	
	

	· EC or PE identifies items to report/discuss at the VISN IEAB

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Identify and/or comply with VISN IEAB reporting requirements

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Network externally, within your VISN, and across the country with others to help to further your local IE program, for example:

	
	
	
	
	

	· Identify opportunities to network 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Demonstrate networking (i.e., share best practices, opportunities to showcase IE)

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Document support given and received

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Bring ethics concerns to the IE Council from departments/service lines throughout the facility, for example:

	
	
	
	
	

	· Document source of requests to or interest in the IE Council


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Assess range of sources 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Provide targeted “awareness” campaigns as needed (e.g., Staff meetings, Town Hall Meetings, emails to all staff)
· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Notes:      



	V.  Support staff education regarding ethics activities and the facility IE program
	M1
	M2
	M3
	M4
	Additional Data Sources

	Raise visibility of the IE program, for example:

	
	
	
	
	

	· Identify opportunities to make the IE program visible in the facility


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Carry out plans to make it so

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Communicate examples of how leaders are systematically integrating ethical leadership practices into the routine operations and management of the facility 

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Communicate examples of how leaders demonstrate that ethics is a priority, communicate clear expectations, practice ethical decision making and support the local ethics program
· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Document achievements

· 
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Coordinate staff education regarding IE and ethics, for example:

	
	
	
	
	

	· Assess staff needs regarding ethics education
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Create and implement a plan to address needs (may be managed through PE)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Document achievements
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	· Other (describe in Notes below)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Notes:      



Action Plan
Once you have completed the self-assessment questions, complete this action plan to identify opportunities for improvement.  To gain the maximum benefit, you should prioritize and execute those action steps that are critical for your IE Council’s development.  While the Ethics Center recommends choosing an action from each of the five overarching IE Council functions, the more important consideration is to focus on areas that need the most improvement.  To monitor progress, repeat this exercise yearly to help your IE Council assess whether you have achieved your improvement objectives and are identifying new areas for future attention.
Steps:

1. Based on your responses, choose and complete actions that you can realistically accomplish in the coming year. 

2. With each chosen action, identify several concrete steps you will take to improve your IE Council’s functions and thereby improve your facility’s ethical environment.  Leave a little room after each action step so you can record who will be responsible for the action (and by when) in the follow-up discussion.
Example:

	Oversee the integration of ethics activity at the facility

	IE Council Action
	Action Steps/Responsible Party/Timeline

	· Use information presented by EC to make an assignment to PE or leadership outside the IE Council 

	1. Request list of systems issues giving rise to ethics consultations as reported in ECWeb. ECC will accomplish within 1 month 
2. Review list and identify items that might be assigned to either PE or leadership outside the council. IEC will accomplish within 2 months
3. Assign tasks, establish deadlines, and track progress. EL Coordinator will accomplish within 3 months

4. Repeat semi-annually (or more frequently as needed)
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