	Setting out Your Preparation for an unannounced visit
This checklist may be helpful in making your plan.
#

Description

Y
I: Planning Suggestions
1

Temporary Manager appointed and aware of operations.
2

Use staff meetings to discuss and prepare a plan for unannounced audit.
3

Information kit prepared for the auditor(s).
4

Determine how to communicate quickly with staff for an unannounced visit.
5

Fact sheet prepared for front door / reception.
6

Key personnel know where evidential information is.
7

Identified who would be called upon to discuss certain aspects of care.
II: Stay on Track with your quality systems and service delivery
8

Are all quality systems on track including internal auditing, training, meetings, care delivery, care plans current, family involvement, and so on. 
9

Use staff meetings to build up knowledge and awareness of sector standards.
III: Once the auditors are on site
10

They have arrived so all is in order to put your plan into action.

11

Auditor(s) should have an intro meeting to set the day.

12

To call a brief meeting with key persons for managing the visit.

13

Where will the auditor(s) work from?
14

They will also be interviewing staff, residents and family and observing some aspects of care.  

IV: Reflection
15

Have a format to write down what worked well and what could be improved.
16

Give feedback to your audit agency.
17
Adjust your future planning for being “audit ready” at all times.
My very next actions are to:​​​​​​​​​​​​​​​​​​​​​​​​​​​​
1. _____________________________________________________
2. _____________________________________________________

3. _____________________________________________________
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	Introduction:
The Minister of Health has identified that an unannounced audit would improve public confidence in aged residential care services and as a result, has supported the introduction of unannounced audits into the audit framework. In order to achieve the objective of introducing unannounced audits, it is proposed the certification surveillance audit is unannounced and current surveillance requirements are amended.  The scope is to also include key DHB contractual requirements.  The MoH is implementing a “Spot (Unannounced Surveillance) Audit Pilot Project” and designated auditing agencies will undertake these audits with an evaluation completed by the MoH to see how well this works and determine any associated cost implications.  
Because this is un-chartered waters in New Zealand (unannounced visits do happen in other countries) this special report provides some early tips on how to prepare for an unannounced visit.  
I: Planning Suggestions
1. The standards require that a temporary manager is identified so be sure this person is in place and has a sound grasp of operations.
2. Could use staff meetings to discuss and develop a plan on how you will prepare and manage the unannounced spot audit.
3. Could prepare an information kit for the auditor(s) that includes layout of the home, key personnel, organisation chart and mission/philosophy.  This would be readily available with documentation needed for the visit.
4. Consider how you would communicate quickly to staff that an unannounced visit is happening.  This would vary by size of home from word of mouth, to telephone, perhaps email or placing bulletins on notice boards.

5. Consider who is at your front door or reception and have a fact sheet or protocol for them to follow when the auditor(s) arrive.  For example, could list who should be contacted, primary and alternate, etc.

6. Ensure key personnel can readily put their hands on evidential information such as complaints, meeting records, care plans, etc.

7. Consider who would be called upon to discuss certain aspects of care in the surveillance spot audit scope.
	II: Stay on Track with your quality systems and service delivery

8. The best way to be prepared is by staying on track with your quality systems, internal auditing, staff training, meetings, care delivery, care plan evaluations, family involvement, and so on.

9. Opportunity to use staff meetings to gradually build up more understanding of the sector standards.

III: Once the auditors are on site
10. Remember you have planned for the unannounced visit so now is the time to put your plan into action.

11. The auditor (s) should have an introductory meeting to set the scene for the visit.
12. As the auditor(s) gets started, you may wish to call a brief meeting of key personnel to help in managing the visit with as minimal disruption as possible.

13. Have you thought about how the auditor(s) will be accommodated – will they have a designated work area or space.  Do plan ahead.

14. Note that the assessment is to collaborate evidence, not just by way of documents, but importantly by talking with staff, residents, and family and observing practices in the home. 
IV: Reflection
15. Write down what worked well and also identify those things that didn’t go well.
16. HDANZ would welcome feedback as an audit agency.

17. Adjust your future planning for being “audit ready”’ at all times.
Conclusion: Although at first glance, “preparing for an unannounced visit”, has some resemblance to being an oxymoron, this special report helps show that you can actually plan and prepare for when this visit occurs


Turn over to set out your preparation for an unannounced (spot) audit visit and all the very best in putting your plan into action.
(Disclaimer:  This report is for guidance purposes only and HDANZ also acknowledges the Aged Care Standards and Accreditation Agency Ltd’s May 2007 Newsletter.)


