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Policy


PROGRAM AUDITS
Date Effective
AUGUST 2005
Date Renewed
JULY       2005
Programs will go through an internal audit with the Chief Executive Officer each year to ensure a multitude of requirements both Organisational and legal are being met by our staff within the programs.
For each audit process, ensure you have available on the day the following items:
· Staff training logs
· Current output requirements ( where applicable)

· Current unit cost  (If you are unsure how to work this out call the CEO)

· Consumer Information Pack for all new clients.
· Copy of Survey
· Latest survey results

· Plans for staff accrual use before end of financial year

· Any disciplinary notes from Disciplinary (Level 1 process – discussion) process
· Programs Policy and Procedures manual

· List of key Personnel for the Program (those listed with the funding body)
· Letterheads and any other material NOT provided by the Funding body
· Copy of your latest monthly financials ( year to date figures on budget)

Depending on the size and/or complexity of the program, the process can take anywhere from 1-4 hours. Please ensure you have allowed the time for the process to be completed.
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