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Tips for a Stress Free Licensure Audit

Preparing for a licensure audit can be an overwhelming task as organizations
attempt to maneuver through the maze of rules and regulations that are required
to pass inspection. The most effective way to prepare for an upcoming audit is to
ensure that standards are being met over the course of the year. Piurek &
Associates has developed the following tips in order to assist your agency
maintain a stress free environment when it comes to meeting licensure
standards.

1. Create an internal auditing team — Select individuals from multidisciplinary
fields to form an auditing committee. The committee should meet monthly
to provide direction and oversight of licensure requirements.

2. Develop a matrix of required elements — Include all elements of the
Arizona Administrative Code that apply to your license type. Include
licensure reference numbers along with review dates, results of reviews
and the name of the individual that will be accountable for ensuring that
the standard is met for each requirement.

3. Perform quarterly reviews — Set frequent review intervals to ensure on-
going compliance of all licensure standards. No one wants to be playing
“catch up” the week before a licensure audit, not to mention the fact that
missed performance evaluations and treatment plan signatures can not be
corrected at the last minute. Organizations can prevent this from occurring
by frequently reviewing required documentation.

4. Communicate results — Utilize performance review results to communicate
areas of success as well as deficiencies to staff in a monthly or quarterly
news letter. This is a great opportunity to praise staff for the areas they
excel in as well as to serve as a reminder to help minimize areas that need
improvement.
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5. Incorporate deficiencies into_training sessions — Overall trends in poor
performance can be incorporated into required training sessions. When
performance reviews indicate errors on the part of specific individuals,
incorporate the performance results into their next clinical supervision
session.

6. Reward staff for quality work — Think about creating a direct link between
performance evaluations and licensure requirements. Money is always a
motivator. Staff members will pay careful attention to licensure
requirements if it makes a difference in whether or not they receive
promotions and/or pay increases for their individual performance. You may
also want to consider a “bonus” program to reward those individuals who
meet certain predetermined standards as set forth by the organization.

7. Develop “smart documentation” — When developing or revising required
documents such as policies and procedures incorporate as much language
directly from the Arizona Administrative Code as possible. The licensure
surveyor’s job is to make certain that all requirements are clearly met.
Utilizing “licensure language” minimizes the risk of mis-interpretation of
your organization’s intent to meet the standard. Don’t forget to
appropriately reference your source documents when applicable.

8. Utilize reference numbers — Create a policy and procedure template that
includes the corresponding compliance reference(s) in the header. For
example, when writing a policy and procedure on treatment planning,
include “R9-20-209.H-M.” in the header. This will serve as a reminder to
incorporate this rule when reviewing/revising documentation as well as to
act as a point of reference for the licensure surveyor during an audit.
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9. Use appropriate terminology - Review the definitions listed in the Arizona
Administrative Code, Article 1, R9-20-101 provided by licensure to ensure
that the appropriate terms are utilized. For example, when using the term
“counselor” make certain that the staff member you are referring to meets
the standards for a counselor as defined by licensure.

10. Get credit for your work — Ensure that your organization receives credit for
meeting all standards by creating a variation of the matrix used for internal
audits to act as a cross reference guide for the licensure surveyors. Match
each licensure rule with the corresponding policy and procedure or other
document reference number so that the surveyors can easily find the
document(s) that fulfills each specific standard. It is not uncommon for an
agency to receive a deficiency letter in a domain that they were actually
compliant in. If the surveyor can’t find it, your organization won’t receive
credit for it!

11. Utilize available tools — There are a host of tools available to assist your
organization in its quest for compliance. The Office of Behavioral Health
Licensure maintains a website (azdhs.gov/als/behavior/index.htm) that
contains instructions for completing forms, recent updates, frequently
issued citations and more.

12. Perform _a “mock audit” — Utilize the cross reference matrix that you
developed to perform a “mock audit” at least two weeks prior to your
anticipated audit date. This will ensure that you have all documents
accounted for, properly labeled and ready for audit. Complete a facility
walk through to ensure that all required documentation is posted and that
furnishings and equipment are in good repair. Check to make sure that
policy and procedure manuals are in their appropriate places etc.

We hope your next audit will be stress free and successful!
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About the author: Melinda Harvey has more than 12 years of
experience in numerous arenas of mental health service delivery
including quality management, contract negotiation, accreditation and
licensure. She is a consultant with Piurek & Associates, a values-based
firm specializing in the delivery of customized management consulting

services for health and human service organizations.

The staff at Piurek & Associates hopes you found these tips
to be a helpful resource as your organization prepares for
your next licensure audit. For more licensing tips or to have a
Piurek & Associates’ Consul

any of your licensing needs, please call (602) 996-8800 or

email info@piurek.com.
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