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Quick Reference GuidgAuditor

If there has been no change in the scope of the registration during thetemia audit the Auditor
is required to completé&art Aonly of this QRG.

A change in scopt® the current registratiorof a provider is a variation tdhe registration.When
this has occurred within the miderm, the Auditoris required tocompletePart AandPart Bof this
QRG.

For information on recording the result of assessment against Schedule 1, Part 3, subsection 16A
Emergency and disaster management refer to QRGating audit outcomes for new NDIS
practice standards in COS

Part A- Add midterm auditin COS
1. Logintaheb 5L { / 2Y YA & & A 2ioAtRdsysienza A y Saa |+ LILX

SelectRegistratiors from the menu baiandselectRegistration search

BETA | This is beta. Help us make it better for you - please give feedback

NDIS Quality
and Safeguards Change role / Manage access Nouﬁ(anonse Switch to myplace Logout
Commission

Home Applications ~ Registrations ~ Crganisation ~ Tasks ~

Registration list

Welcome tqif SSsssssssi  \\ mission Portal,

My applications My registrations
My organisation Tasks
Number of tasks awaiting action: 0

1000 020 Lo -1
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2. Enterthe Registration IDand SelecRun search

<& C @ &) https;//nted4-nqsc.ndi ion.gov.au/services/app/nqsc_p_providerfenu?SWECmd=GotoViews!

BETA Ti

beta. Help us make it better for you - please k

NDIS Quality 0
and Safeguords Change role / Manage access  Notifications Switch to myplace
Commission -

Registrations ~ Organisation ~  Tasks ~

Q Provider registration search

Search for a provider registration using at least one of the fields below. Additional options are available under advanced search.

Advanced search Basic search

Legal name: Registration status: Registration Id:
Please Select A
Business name: ABN:

Clear search

Cancelseatch m

1800035544 Supp

Eeedback

Copyright & Disclaimer | Privacy’

3. SelectViewfrom the result list

N |

B = © &

Legal name: Registration status: Registration Id:

Home Applications ~ Registrations ~ Organisation ~ Tasks ~

Please Select b

Clear search
Cancel search Run search

Results(1)

Registration status Provider legal name Registration Id Registration end date Party type

[ 3 19/02/2023 12:00:00AM  Company

Select Format, Press Export, and Save Download

Format:

Comma Separated Values (CSV) v‘ ‘ Export ‘

1800035 544 Support Feedback

Accessivility |  Copyright & Disclaimer | Privacy information
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4. |n the left hand tab seled®eriodic aidits.

Registrations ~ Organisation ~ Tasks ~

Provider type:

Regsi Provider contact Auditor details Business statistics
Status: Approved details
Renewal date:

New reportable incidents: 2
Registration Id:
Registration details
Qverview
Registration details

Registration conditions

Periodic audits Recent registration tasks

Provider details
There are no recent tasks.

Addresses

Key personnel

R%stramom oups hd

5. If the midterm audit has been createdlick on theAction button andselectUpdate. Move to step 8.

NDIS Quality

and Safeguords Notificarions © Logout
Commission )

Home  Registration applications « Providers ~  Organisations ~ Tasks ~ Complaints ~  Contacts and workers ~ Participants ~  Change position ~ Behaviour support ~

Reportable incidents ~  Compliance and Investigations ~  NDIS Worker Screening Database ~  Admin settings ~

Periodic audits

Schedule start

Audit cycle type Status date Due date Actual start date Actual end date
Provider type:

stered D Midterm audic
Status: Approved

Renewal date: Select Format, Press Export, and Save Download

R ™ View related record
Format: | Tab Separated v
Registration Id

Update

Registration details

Overview

Registration details

Registration conditions

Notification of changes and
events
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6. If the midterm audithasnot been createdselectAddto create

Periodic audits

There are ne periogic auaits recorded.

7. Update the audit detail§only complete the below fields in redjuditor to use exact wordiridgetails
shownbelow. ®lectSaveand return. You have now created a midrm audit Move to step 8.

Home  Applications -~  Registrations ~  Organisation -  Tasks -

Provider type: Registered

SRR Selet Wid-term auditQ Audit cvcle tvpe:* Status:
Renewal date: .
from the drop down list. id- I
Registration Id p Mid-term audit scheduled ~
Complete his fieldwith the Schedule start date: dd/mmsyyyy Due date: dd/mm/yyyy Related to Applicatio Id:
auditscheduledate (18 ] Bl
months fran registrationstart
date)' Actual start date: dd/mm/yyyy Actual end date: dd/mmvyyyy ?e.!.eda.( u I-v u G}medll.ll@DpH:lO:[ C,hange
aul 0dzy/ WIANRPANIKAEAE dzy
6] 5]
Regjstration conditions commencedDo not change the status to
02YLIX SUSRE dzydiahdard S |
Periodic audits Auditor comments:* has been finalisedhe Corrective action
oot plan (if applicable) has been reviewadd
fenesresa documents uploadedOnce the statusias
Addresses 0SSY OKLFl y3aSR ,nodtheW/ 2
changes can be made by the auditor or
Key personnel the Commission.
Attachments

Registration groups
Amach any documents relevant to this record.

& Add attachment
Actions

There are no attachments.

Tasks

Discard changes and fenuen

Notes
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*** IMPORTANT* From June 2022providers will receive an automated notice if COS
does not reflect that a miderm audit has commenced by the 18 month mark.

Auditors must update the midi S NXIngrdyres®2 Ay / h{ | & az22y I a
commenced to prevent notices being sentpooviders who have commenced the process.

8. To movean audit to In progress navigateto the Periodic auditstab and select updatéonly complete
the below fields in red), auditor to use exact wording/details shown beleie@Save and return.

Home  Applications -~  Registrations ~  Organisation -  Tasks -

Provider type: Registered

Status: Approved Audit 1d: Audit cycle type:* p—
Renewal date:
Registration Id: Mid-term audit In progress ~
A
Registration details Schedule start date: dd/mmsyyyy Due date: dd/mm/yyyy Related to Application Id:
] ]
Overview
Complete this field with Actual start date: dd/mm/yyyy Actual end date: dd/mmvyyyy /| KF )f 3sS érl;piog're!;ﬂ)nc‘ei 2 \
the audit start date > & ) audit has comranced.Do not change
a u I 0 dednpldate2untd fach

practicestandard has been finalised,

Periodic aucits Auditor comments:* the Corrective action plan (if applicable

U has been reviewednd documents
uploaded Oncethe statushas been

Addresses OK I y 3 €étnpléteddn® other

changes can be made by the auditor or]
the Commission.

Key personnel

Attachments

Registration groups

Amach any documents relevant to this record.

& Add attachment
Actions
There are no artachments.
Tasks
Discard cnanges and return
Notes
/| 2y iQR
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9. To movean auditto Completed, navigate to thePeriodic auditstab and select updatg(only complete
the below fields in red), auditor to use exact wordidgtails shown belowOnce the audihas been
completed, upload any attachments bglecting Add attachmentand attach audit report and any other
supporting documentationSelectSave and return

Applications =  Registrations =  Organisation -

Provider type:
SR fopmoved Audit 1d: Audit cycle type:* Status:
Renewal da
et | Mid-term audit Completed v
Registration id:
Registration details Schedule start date: dd/mmvyyyy Due date: dd/mm/yyyy Related to Application Id:
@ m
:t:]omplct‘e:ethls zeldl;/vn_rt'lt ) ____ L [— [ Kl y3s & @yiazdntsR
WClual start date: dda/mn lu')'}'y ual e ate: T . .
d e;au itreport submitte 4 .22 auditand each practice standard hag
a_?'\ — beenfinalised,the Corrective action

plan (f applicable) has been
Periadic audits Auditor comments:* reviewed andaudit report
submitted’ documentsuploaded.
Oncethe status has been changed
2 W/ 2 YndbtBei Banges
can be made by the auditor or the
Key personne Commission.

Attachments

Provider decails

Addresses

Registration groups
Artach any documents relevant to this record.
PAdd attachment

Actions

Tasks

. nanges and recum Save and return

End.

Continueto next pagefor Part B
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Part B¢ Create aask in COS

PART EreateTask in COStasking a change in scope as part of the mid
term

To be completedNLYif the mid-term is to increase/decrease scope in service delivery

1. SelectRegistrationfrom the menu bar then clicRegistration search

—
=@ =]
< C a @

BETA This is beta. Help us make it better for you - please give feedback

*

: NDIS Quality
and Sofeguards Change role / Manage access  Notifications © switeh to myplace Logout
Commission

Home  Applications ~  Registrations ~

Crganisation ~  Tasks ~

Registration list

Welcome t Registration search & mmlSSIOﬂ POI’ta |,

My applications My registrations

My organisation Tasks

Number of tasks awaiting action: O

1800 035 544 Support Feedback

Accessibility | Copyright & Disclaimer |  Privacy information

2. Enter theRegistration Idand selecRun search

and Safeguards

NDIS Quality -
eg Change role / Manage access  Notifications 0 Switch to myplace Logout
Commission

Home  Applications ~ Registrations ~

Organisation ~  Tasks ~

Q. Provider registration search

Search for a provider registration using at least one of the fields below. Additional options are available under advanced search.

Advanced search Basic search

Registration Id:

Legal name: Registration status:

Please Select

Business name: ABN:

Clear search

Cancel search

1800 035 544 Support Eeedback

Accessibility | Copyright & Disclaimer | Privacy information
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3. SelectViewfrom the result list.

3 e |
< C b 6 @ 5 = e

Home Applications ~ Registrations ~ Organisation ~ Tasks ~

Legal name: Registration status: Registration Id:
Please Select A
Business name: ABN:

Clear search

Cancelsearch

Results(1)

Registration status Provider legal name Registration Id Registration end date Party type

b Approved 01/05/2022 Incorporated Association

Select Format, Press Export, and Save Download

Format: | Comma Separated Values (C5V) vl ‘ Export ‘

4. Scroll down the left hand tahnd under theActionsheading selecTasls this will open theTask box.

Home  Applications ~ Registrations ~ Organisation ~  Tasks ~

Periodic audits
Provider details
Addresses

Key personnel

Registration groups

Tasks

Notes

Notifications
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5. In the Task box seleaidd.

€ -
< C a o % = L
NDIS Quality
and safeguards Change role / Manage access  Netifications Switch to myplace
Commission
Home  Applications ~ Registrations ~ Organisation ~  Tasks ~
Tasks
RlovidSghvps: There are no tasks
Registered
Status:
Approved
Renewal date:
01/05/2022
Registration Id:
Registration details
Overview
Registration details
6. Complete details (only complete the below fieldsréd), auditor to use exact wording below.
B N |

Home Applications ~  Registrations ~

Organisation ~  Tasks ~

Add task

{ St Bobmal W
£ NR Hrdnitey Q
drop down list.

Provider type: Registered

Status: Approved

Use exact wordingVariation¢
Mid-termQ

Renewal date:

Registration Id

Registration details

Overview

Registration details

Registration conditions

Periodic audits

Provider details

Addresses

Key personnel

Status:*

Open

Created date: dd/mm/yyyy hh:mm

Description:

Variation Mid-term

Types

Formal Variation ~

Application Id:

Status change date:

1:45:14 PM

Priority:

Please Select

Registration Id

Assigned to:*

Due date: dd/mmsyyyy

Complaint Id:

Reportable Incident 1d:

Plan la:

Issue Id:

Matter Id:

Service provider name:

Notification of change Id:

Thismust be the datethe
audit report was
submitted.Use the format
shown dd/mml/yyyy.

NDIScommission.gov.auRecording a miderm audit- tasking in CQSnhcluding tasking a change in scope as part of the mid
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Comments:*

06/05/2022

Response fou

2a, 107, 110, 132 added
102, 127 removed
Server dysphagia added

Usethis field to list the
registration group®r service
deliveryaddedand the

registration group®r service
deliveryremoved Use the
format shown.
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7. Once completed sele@ave and return.

End.
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