THE ON-SITE ASSESSMENT AND REPORT

When the agency believes it is prepared for the on-site assessment, the first step is to contact the POST-C staff and decide on the date(s) for the on-site.  POST-C staff will need a minimum of ten (10) weeks lead time to arrange for an assessment team.  Remember, the assessors must make personal and professional arrangements to participate in an on-site assessment.  Your professional treatment of the team starts by allowing ample time for those arrangements to be made.   The assessors will be selected by the POST-C staff.

On-site Protocol
The accreditation manager has reached the critical stage of the process, the actual on-site visit.  Preparation for the team should be a well-orchestrated and efficient procedure.  The following list does not represent all of the preparation the manager may arrange.

1. Make a personal phone call to team members prior to the on-site.

2. Make the agency aware of the on-site and when it will occur.

3. An often overlooked preparation for on-site evaluation involves preparing custodial staff.  The importance of the agencies appearance is important to the team and to the agency.

4. Arrange for whatever supplies the team may need.
While on-site
1. The static display and the agency tour should be conducted early in the day.  

2. The actual assessment room is a critical area.  The accreditation manager should insure that it is comfortable, quiet, well lit, clean and ventilated.  The accreditation files should be easily accessible, and all agency procedure or operational manuals available.  Easy access to rest rooms and comfortable chairs are examples of making this an environment that is conducive to work.  Supplies such as coffee, soft drinks and water, snacks, fruit, etc. should be available.  

3. The team leader will be the contact person for the team and discussions regarding compliance issues should be moderated by them.  

Post Assessment

The team will conduct an exit interview with the CEO and the accreditation manager prior to departure.  At this meeting the agency will be advised of the final recommendation the team will give the POST Council.  If the team finds the agency in compliance with all applicable Standards, the team leader will inform the CEO that the agency will be recommended for accredited status.  

The assessment team’s final responsibility is the submission of a comprehensive final report, which is prepared by the team leader.  The assessors’ role in developing information for the final report is to serve as the POST Council’s “eyes and ears” while in the field, reporting their findings in a manner that allows the POST Council to make an informed decision regarding accreditation.  Therefore, the report should focus on the agency’s ability to comply with applicable Standards.  Judgments about agency performance must always be measured with the Standards as a benchmark.  The starting point for a good final report is clear, concise notes taken by each assessor describing any adjustments made to Standard files during the on-site.  The team leader will collect these notes at the conclusion of the on-site to complete the final report.

If assessors conclude that the agency has met all necessary requirements, the team’s report is forwarded to the POST Council’s accreditation committee for review and if approved the agency is scheduled for a POST Council meeting to be awarded accredited status.  

If the report indicates that the agency remains out of compliance with one or more of the required number of applicable Standards at the conclusion of the on-site, a complete description of each instance of non-compliance along with a list of remedial actions, if known, is compiled.  Also included in the report when non-compliance is found are suggestions of the type of follow up review anticipated; document review only (by mail) or document and or activity review (revisit).  Addendum reports will be completed and submitted when directed by staff.  
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