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Guidelines for writing the 

EQUASS audit report 

Overview:  
 

The EQUASS audit report has 4 sections: 

1. Information about the Social Service Provider 

2. The audit program. 

3. Detailed feedback on performance 

4. Overview of the audit results 

5. Closing remarks 

 

1. Information about the Social Service provider 
 

Name of  the soc ia l  service 

provider  

<Name of  the soc ia l  serv ice prov ider should be 

wri t ten without any abbrev iat ions>  

Address:  

 

<The address of the serv ice prov ider should be 

wri t ten as:  st reet ,  number , postcode, name of the 

c ity  and country>  

Post  box:  <Post  box number  of the service prov ider  is  

opt ional to be f i l led in> 

Person respons ib le (CEO):  <Tit le , name of the d irector /  CEO of the soc ial  

serv ice prov ider>  

Contact person:  <The person who wi l l  be contacted for 

informat ion> 

Phone:  <( Internat ional  access) +( country code)+(area 

code)+(phone number)>  Example:  +3227365444  
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Fax:  <( Internat ional  access) +( country code)+(area 

code)+(phone number)>  Example:  +3227365444  

E-mai l :  <Emai l  of the Soc ia l Serv ice prov ider>  

Web site:  <Websi te of  the socia l  serv ice prov ider>  

Name of  Auditor :  <Ful l  name(s)  of the audi tor (s)  > ( Inc luding those 

who part ic ipated as shadow auditor(s))  

Dates of  audi t :  <Day – month – year> (Example:  01 -02 January 

2018)  

Clients :  <Number  of  person served> 

As of (date):  <day – month – year> (Examl e :  01 

-02 January 2018)  

Staf f :      

 

<Number  of  Ful l  t ime staff> 

<Number  of  Par t t ime staff>  

<Number  of  Contracted s taff>  

<Number  of  vo lunteers  ( i f  appl icable)>  

Services:  < Lis t of  serv ices – programs that are ment ioned 

under the scope of  the appl icat ion for  EQUASS 

cert i f icat ion> 

Back ground informat ion 

of  the soc ia l  service 

provider  

<Br ief  in format ion/ descr ipt ion about  the back 

ground informat ion of the Soc ia l  Service 

Prov ider> 
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2. The audit program 
 

The audit program must be inserted in the format as shown below.  
The program should encompass 8 hours per day: Documentation review, meetings, 
updating personal files and scoring, breaks and travel. 
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3: Detailed feedback on performance 
 

The detailed feedback on performance should be filled in for all 50 criteria according 

the format shown below. 

 

1. The soc ia l  service provider def ines and implements i ts  vis ion,  i ts  mission 

and corporate values of  the organisat ion in the del ivered services by 

establ ish ing ambit ious organisat ion and service goals.  

Remark from the auditor :  1 2 3 4 5 

<The serv ices of  the soc ia l  serv ice prov iders  meet  th is 

cr i ter ion of  the EQUASS 2018 assessment gr id on stage>  

<The auditor put a “X” in the column that belongs at the 

stage where the Social  Service Provider (SSP) meets 

the cri teria.  Note:  Stage 3 can only be given when 

evidence on performance is based on documented facts 

/ information out of internal  audits and/or sel f -

evaluation> 

<The resul ts of the social  serv ice prov ider  meet this  

cr i ter ia of  the EQUASS 2018 assessment gr id on s tage >  

<The auditor put a “X” in the column that belongs at the 

stage where the Social  Service Provider (SSP) meets 

the cri teria.  Note:  Stage 2 can only be given when the 

results are based on val id and relevant indicators that 

show performance on outcomes /  achievements (no 

efforts)  > 
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In format ion on per formance  

<Brief elaborated clar i f ication (in Engl ish language ),  in ful l  sentences, WHY and 

HOW the service of the social  service provider meets the cri ter ia above at the 

indicated stage(s).  In case of  the requirement to present approach /  

implementation and results.  The audi tor must give information on:  

1.  Approach and implementation  

2. Results >  

Suggest ions for  Improvement  & developments  

<Brief elaborated clar i f ication (in Engl ish and national Language),  in ful l  

sentences, WHY the social  service provider should improve i ts performance on 

the cri teria and/or to reach the next stage of development (see: Assessment grid 

in the auditors’  handbook). The suggestions for improvement may also include, 

concrete suggestion HOW to meet the cri teria on the appropriate level and/or 

suggestions WHAT the Social  Service Provider may take up to meet the cri teria 

in a better way and suggestions that refer to the next stage of  development.  In 

case of the requirements to present approach /  implementation and r esul ts.  The 

auditor must give information on:  

1.  Approach and implementation  

2. Results  

This box needs always to be addressed i f  the services of the social  service 

provider do not meet the minimum stage for this cri terion (red or yel low l ight in 

the scoring Excel  f i le) The information should be provided into two languages: 

Engl ish and national language of the social  service provider.  
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4: Overview of the audit results 
 

The scores reflect <name of social service provider>  current position 

in the Social Services in <the country of the Social Service 

Provider>.  

The scores are based on the assessment (including site visit) of the 

social service provider in the framework of the EQUASS system.  

  

EQUASS Principle for Quality  Score 

Leadership  

Staff   

Rights   

Ethics  

Partnership   

Part icipat ion  

Persons Centred Approach   

Comprehensiveness  

Result  Orientat ion   

Continuous Improvement   

Total   

 

<Note: The scores should be compliant with the score of the auditors ’ 

Excel f i le and expressed with two decimals after the comma. (Example: 

4,00)> 
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5: Closing remarks 

 

In this section, the auditor writes down:  

1. Brief information about the core developments of the SSP in the 

implementation of EQUASS the EQUASS system 

2. A summary of his / her observations on the performance of the 

social service provider against the EQUASS criteria  

3. His / her personal experiences during the site visit  

4. The overview of suggestions for improvement and/or development 

that are mentioned under the specif ic criteria  

5. Conclusion 

 

The closing remarks should be written into two languages: English and 

national language of the social service provider.  

  

<Place, date> (Location of the social service provider, day -month-year 

when the report is written)  

  

< Name of the auditor> (full  name of the EQUASS auditor)  
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