Queensland Health

Accreditation Assessor
Role Statement

PMAQ Accreditation Assessor Team Intent, Role and Function

Thisdocumentoutlinesthecriteriaused forthe selection and induction ofaccreditation Assessors
andthe articulation oftherolesand responsibilities of Assessorteam members and team leadswhen
engaged in accreditation activities.

Assessorteam members are expected to review thisrole statementand signtoindicate
acknowledgement and acceptance ofthe responsibilities outlined in this statement for each
accreditation activitythey participate.

Context

Prevocational Medical Accreditation Queensland (PMAQ) has delegated functionsin relationto intern
accreditation fromthe Medical Board of Australia. Queensland Health, viathe Medical Advisoryand
Prevocational Accreditation Unit (MAPAU) has authorised PMAQto develop and maintain a system of
prevocationalaccreditation that fulfils Medical Board requirementsand upholdstheintegrity of the
AMC Standardssurrounding Internship.

PMAQ overseesa program of prevocational accreditation which ensuresintegrity ofteaching, training
and supervision of prevocational medical officers. The principles of quality, safetyand effective
delivery of care underpin PMAQ’s system of accreditation.

Accreditationof prevocational medical training programs and postsisa process undertakenbythe
accreditation authority (PMAQ) that establishes and monitors standards to ensure high quality clinical
training for prevocational doctors.

Thisis comprised of:

e quality assuranceinvolving facility self-evaluationand external peer review of compliance with
the standardsand remediation following review (conditions)

e qualityimprovementinvolving peerreviewwith a focuson excellencein identifying
commendations (best practice)and recommendations forimprovement; and

e continuousimprovementinvolving ongoing monitoring by thefacilityitselfaswell as regular
formalreviews by the accreditation authority.

Theaccreditation processisa cyclical process, normally of fouryears duration that commenceswith a
full survey and comprises of monitoring functionsthroughout the accreditation period.

Fullaccreditation reviews normallyinvolve three stages:

1. Pre-survey assessmentincluding organisational self-assessment against the accreditation
standards bythefacility, provision of supporting documentary evidence, analysis ofjunior doctor
pre-surveyfeedback, preparation forthevisitand the pre-visit meeting ofthe surveyteam;
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2. Thesurveyvisitincludingtriangulation of documentary evidence provided bythefacility,and
meetings with key staff,including junior doctorsand Executive representatives, Medical Education
Unit personneland senior medical staff;and

3. Preparationofareportofthe survey and recommendation to the Accreditation Committee on
accreditation outcomes.

Monitoring functionsinclude:
1. responseto conditionsofaccreditation
review of mid-termreports

notifications of changein circumstances

& owoN

review of notifications of concern

During an accreditation activity, the key considerations are:
e thatjuniordoctorsare providedwith asupportive learning environment
e Thatjuniordoctorsareappropriatelysupervised at all times;and

e thattheirworkenvironmentsare safe for themand their patientsin accordance with National
Standards.

The PMAQ assessment team assesses whetherthefacilityis an effective training sitefroma program
perspectiveand concurrentlyassessesthe required level of clinical supervisionand clinical learning
in each intern placement. The assessment team may also recommend improvementsin education and
training for prevocational doctorsfollowing the visit.

In representing PMAQ, Assessor team members must exhibit the followingvaluesin accordance with
an adopted code ofconduct:

e integrity
e professionalism
e objectivity,and

e impartiality.

Assessors must ensurethat all comments, questionsand observations align with PMAQ standardsand
guidelines. Assessorteam members must keep allinformation acquired duringavisit strictly
confidentialand continuallyavoid any conflicts ofinterest.

Appendix A provides generalinformation on expectationsand practicalities of being an Assessor.
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Composition of Assessor teams

Thesizeand composition of each assessment teamwill vary depending on the accreditation activity
beingundertaken. Assessment team composition is carefully considered and a diverse range of skills
and knowledge is ensured. An assessment team may include Assessors with medical administration
expertise, medical education expertise (has specificknowledge ofjunior doctor educationand
support),aseniorclinician (has experience of supervisingjunior doctors)ajuniordoctorand a
member with expertisein the type of facility. Assessor'sin training mayalso beincluded asteam
members.

Each Assessor team will have a nominated Team Leader who has a range of responsibilities as
outlined inthisdocument. Larger Assessor teams may also include sub team leadsto supportthe
Team Lead throughout the accreditation activity. Assessorteams are supported by PMAQ personnel
who act as the liaison between the team and the facility.

All Assessor teams are endorsed by the PMAQ Accreditation Committee priorto the commencement of
an accreditation activity.

Assessor roles and expectations
Key considerations

Priorto participatingin an accreditation activityall Assessors, includingAssessorsin Training are
required have been endorsed asan Assessor by the PMAQ Accreditation Committee. When
participatingin accreditation activities, all Assessorteam membersincluding Assessorsin Training
must be aware of theirresponsibilities regarding conflict ofinterest, confidentialityand objectivity.

Conflict of Interest:

Conflict ofInterestincludes anysituationwhere ateam memberor the member’s partner, family
member,employer or closefamilyfriend has a direct orindirect financial or otherinterest which
influencesor mayappearto influencevia positive or negative biasthe proper consideration or
decision making bytheteam on a matter or proposed matter. Examples of conflicts ofinterest
include:

e currentorpreviousemployment (< 3years)at the parentorrotation health serviceto be assessed
(thisexcludesimmediate previous hospital experience forjunior doctors)

e professional orfinancialinvolvementin thefacilitywhich mayintroduce bias
e currentapplicationforemployment at thefacility.

Assessorteam members must ensurethattheydisclose anyactual, potential or perceived conflict of
interest as required which may affect decision making because oftheirworkasan Assessorfor PMAQ.
Thisis doneviathe PMAQ Declaration of Conflict of Interest form.

Confidentiality:

PMAQ requiresfacilitiesundergoing assessment for accreditation to provide considerable information
inaccreditationsubmissionsand in subsequent progress reports. This mayinclude sensitive
information, such as strategic plans, staff plans, budgets, honest appraisal of strengths and
weaknesses and commercial-in-confidence material.
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Information related to an accreditation visit, such asthefacility submission, contents of previous
survey reports orassociated material or data, must betreated by the Assessorteam membersin
confidenceand not disclosed eitherdirectlyorindirectly. Matters concerningthe accreditation
should onlybediscussed with the facility staffand other Assessorteam members. Assessorteam
membersshould also treat with confidence all information and discussions provided by other team
membersduringthe review.

Assessorteam members mustalso ensurethat:

e all confidentialinformationaccessed asa result oftheirwork as an Assessor for PMAQ including
information provided bythefacility, documentsrelatingto any previous surveyvisitand any
reportauthored or co-authored inthis capacityis confidentialand will be used for the sole
purpose of fulfillingthe role of PMAQ Assessor.

e theytakeall reasonable stepsto ensurethatanyunauthorised persondoesnot havean
opportunityto inspect or otherwise have accessto the confidentialinformationwhere
“unauthorised person" meansanyperson otherthan those persons permitted by PMAQto have
accessto theinformation.

e atthecompletion oftheaccreditation process,forward all hard copy material to PMAQ for
confidential disposal and make all reasonable effortsto permanently delete all electronic
information pertainingto the visit.

Objectivityand impartiality:

During an accreditation activity, Assessor team members must remember to:

e focusonoutcomesratherthan operational processes, as different facilities have different ways to
achievethe standards.

e bethoroughintheexamination oftheinformation provided and remainunbiased, avoiding
preconceived impressionsor prejudices while ensuring to avoid comparisonswith your own or
otherfacilities.

Selection, training and currency of practice

To join the PMAQ Assessor Pool, Assessors may be nominated by:

e ahealthservice,general practice or other organisation/professional bodyinvolved in
prevocational medicaltraining

e invitationfrom PMAQ, or

e viaself-nomination,with supportfromtheir healthserviceand endorsement by PMAQ.

Assessors are sourced fromthe following groups:

e Medicaladministration including Director of Medical Services/ Medical Workforce Managers
e Directorsof Clinical Training/Supervisor Prevocational Training/term supervisors

e Medical EducationOfficers

e Juniordoctors(years1-4)

e Seniormedicalofficers / general practitioners with experiencein junior doctorsupervision
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e Multidisciplinarystaff membersworkingin the health care sector

e Individualswith expertiseinthetype of facility being assessed.

Assessors (otherthan juniordoctors) generallywill have had a minimum oftwo years’ experiencein
their professionalroleand theirnomination asan Assessor should be supported by theirfacility’s
Director of Medical Services or equivalent.

All Assessors are required to attend an initial training workshop and must ensure that they maintain
theircompetencyin relation to theaccreditation processthrough:

e involvementin at least two accreditation activities over atwo-year period (or one activity per
year) which may includeinvolvementin preparing forasurvey visit to their own facility.
Assessorswho do not participate in two activitiesin atwo-year period maybe required to re-
attend trainingto maintain competency.

e annuallynoting changesto relevant standards, policies and guidelines. Such information will be
provided on the PMAQ website and Assessorswill be advised and reminded to remain familiar
with thisinformation.

The PMAQ Accreditation Committeeisresponsible forthe endorsement ofall Assessors.

Assessor in training

An Assessorin Trainingisa prospective Assessorundergoingtrainingand preparation fortherole of
Assessor. Assessorsin Training will have completed atraining workshop and been endorsed bythe
PMAQ AccreditationCommittee as an Assessorin Training.

Assessorsin Training are buddied with an experienced Assessor when participating in accreditation
activities. Assessorsin Training are considered a member ofthe Accreditation teamand are expected
to participatethroughout the process ofreviewing evidence, team discussions and site visits. The
Assessorin Training will be supported and guided through these tasks byan experienced Assessor or
‘buddy’ who will assistthemin becoming familiar with therole, responsibilityand expectations of
themas an Assessor, however will have no assigned roleintheanalysisand final decision-making
process.

Assessorsin Training are bound by the same conflict ofinterest, confidentiality, objectivityand
impartialityrequirements as Assessors. In addition, Assessorsin Training are required to:

e refrainfromanyactionsorwordsthatinterfereswith thework and deliberations ofthe
Assessorteam

e maintaintherole ofAssessorin Traininginall discussions, interviewsand deliberations

e complywiththedefined scopeoftheiraccreditationduties.

Feedback willbe soughtfromthe Team Lead and PMAQ personnelonthe Assessors’ performance and
be usedto informtheindividuals progression from Assessor in Training to Assessor.
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Assessor teams

Assessorteam members are expected to participate fullyin accreditation activitiesincluding
reviewing all available documentation, identifying issues, asking questions during the visit, evaluating
the evidence againstthe standards and contributingto the reportand recommendationsto the
Accreditation Committee.

Where an Assessor has any concernsaboutthe performance ofany of the members of the team, those
concernsshould be raised immediately with the Team Lead or PMAQ personnel.Asrequired these will
be escalated to the Manager, PMAQ and /or Chair, Accreditation Committee.

Whilethe Assessorteam is responsible for evaluatingthe level of compliance with the accreditation
standards, itisimportantto continuallyemphasise qualityimprovementasamajorfocus of the visit.

Accreditationactivitieswillinclude evaluation of junior doctor feedback viaonline surveys and
meetingswith junior doctorsduring avisit. Duringthis process,the assessment team must seek to
triangulatethe evidencealreadyreviewed and use thisinformationto informthe evaluationofthe
facilities performance against the standards.

The combination ofa pre-visit surveyand junior doctor meetings allows the assessorteamto reviewa
sufficientlywide sample ofterms if required. However, where relevant, effort must be made on the
survey visit day to meet/communicate with internsfromallaccredited units, particularly core
medicine, surgeryand emergency medical care terms and a sufficiently broad cross-section of PGY2s.

Assessorteams are to remain cognisant thatthatthe key considerations when assessing posts are
supervision, clinical content/workload and educational value. In accordance with the accreditation
standard, when identifying and monitoring termsforjunior doctortraining, the following should be
considered:

e Complexityandvolume ofthe unit workload
e Theinternworkload
e Theexperienceinternscan expectto gain

e Howtheinternwill be supervised,and bywhom.

Assessorteam members must ensurethatthey:

e readthesubmission provided bythefacilityand reviewthe report ofthe previousaccreditation
activitiesin relation the accreditation standards.

e seek anyadditionalevidencethatisrequiredvia PMAQ.

e participateinthe meetings priorto theactivity, ifrequired, to preparefortheactivity. The
objectives ofthese meetingsareto reviewthe facility submissionand identify areas requiring
furtherinformation, develop a plan fortheactivityorthe visitincluding delegation of
responsibilities to team members, review of the juniordoctorsurveyreportsand reviewthe
recommendationsfromthe previousaccreditation activity.

e arrive promptlyand adequately prepared onthe dayofany site visit or to any scheduled
accreditation activityor meeting. For site visitsorinterviews therewill be an initial preparatory
meeting ofthe survey team. This meetingwill provide an opportunityto reviewthe timetable for
the day and assessment team memberswill be delegated their responsibilities regarding leading
meetingsand asking questions by the Team Lead.
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e assisttheteam lead duringtheactivity, byasking objective and open-ended questionsand seek
clarification regarding anyissuesarising from the documentationor discussions which align with
thestandardsand PMAQ guidelines (e.g.industrial employment matters are generallyoutside
scope). All questions must befocused onthe accreditationstandards.

e escalate significant orimmediate concerns,ifany,throughout the activityto the team lead or
PMAQ secretariat.

e assisttheTeam Lead, atthe end of thevisit, by identifying strengths, concernsand areas of
partial ornon-compliance with the standards which mayimpact onjuniordoctor welfare/safety
in preparation forthe summation whichoccursattheend ofthe dayto provide feedback to the
facility. Participatein discussions that assessthe extent to which thefacilityis meetingthe
accreditation standards (ratings areto be completed as part of thevisit). Notethat
recommendationsand potential duration ofaccreditation outcomesare notdisclosed at this
debriefing.

e contributetothedevelopment ofthe draft surveyreport, providing advice on evaluation ofthe
facilityagainst the standards, conditions, qualityimprovement recommendations and duration of
accreditation.

e thoroughlyreviewand provide comments/changesto the draft report ofthe accreditation activity,
ina timely manner,to assisttheteam lead to finalisethereport.

e ensurethereportisreadyforadjudication bytheaccreditation committee asscheduled.

Team Leads

TheTeam Lead providesleadership inthe preparation, evaluation, deliveryand reporting ofthe
evaluation ofafacility or site against the standards foran accreditation activity.

Team Leads may be nominated bythe Chair of PMAQ Accreditation Committee, PMAQ secretariat staff
and/orcurrentteam leadson the basisthat they have actively participated in Accreditation
Assessmentsand have had positive feedback on their performance asan Assessor, or that they
demonstrated potentialto fulfilthe role of Team Lead.

Team Leadsusually have at least five years’ experiencein their professional roleand generallya
minimum oftwo years’ experience as an Assessor.

Team Leadsare encouraged to attend an annual half-dayworkshop to discuss proposed changes to
theaccreditationprocessand undertake relevant professional development.

Responsibilities prior to the accreditation activity:

TheTeam Lead is expected to provide adviceto PMAQ personnelin regard to visit arrangements, if
required, lead the pre-visit meeting and identifyanyadditional information or clarificationthat may
be required.Requestsforadditional information or clarification are made viathe PMAQ secretariat.

Responsibilities during accreditation activities:
In additionto the responsibilities outlined generally for Assessors, the Team Lead is also expected to:

e chairthesessionsforsite visitsorinterviews with facility representatives or allocate sessions as
appropriateto other Assessor members.Thisincludes providing ageneralintroduction on PMAQ’s
roleandtheaccreditationprocessand introducingtheteamat the beginning ofthe dayand at
each session.
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supportallAssessorsto ensureall available evidenceis considered and that thisis evaluated
againsttheaccreditation standards, providingsupportintheinterpretation and application of
standardsasrequired.

seek a consensuswith theteam members of majorissues affecting accreditation ofthefacility,
site or term and collaboratively prepare asummation for the facility.

where relevant, prepare asummation for executive aswell as a general summation. Thisshould
include commendationsand all areas forimprovement likelyto beincluded in the survey report.
Moreinformation on findings and recommendations may be provided to the facility executive
than at the general summation meeting. The facilityshould be invited and encouraged to respond
duringthedebrief.

avoid commentsindicatingthe accreditation status during the organisation summation and
confirmthatthe Assessorteam makesa recommendation to the Accreditation Committee. The
team will make recommendations regarding duration ofaccreditation and qualityimprovement to
the Accreditation Committee to be endorsed before thefacilityis advised formally. The facility
Executive willbe given a briefing priorto the summation conference. Thiswill generally provide
the Executive with the key elements of outcome, issues and potential future steps.

Responsibilities following an accreditation activity:

TheTeam Lead is expected to:

be responsibleforthereviewand finalisation ofthe surveyreport and recommendations to
ensure availabilityfor consideration at the scheduled Accreditation Committee meeting

be availableto report on the Accreditation Assessment, where requiredand presentthe report (in
person orvia teleconference)at a meeting ofthe Accreditation Committee. Thisincludes briefing
Committee members on any significant outcomes or recommendations from the Accreditation
Assessment at the meeting

provide adviceto the Chair of the Accreditation Committee ofthe performance ofteam members,
if asked

be available to review responsesto conditions ofaccreditation arising from the Accreditation
Assessment.
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Appendix A — Expectationsand Practicalities of being an Assessor

PMAQ personnelwill assistyou duringthe entire accreditationactivity process. Ifyou have any
queries, contact PMAQin thefirst instance (notthefacility). Priorto the visityou will receive and
should familiarise yourselfwith:

e theAssessorteam member position description which you should read, sign and return to PMAQ

e thefacilitysubmission which includes a self-assessment againstthe Accreditation Standards as
well as supporting documentary evidence

e an electronicfolderofrelevant PMAQ documentsincluding the PMAQ Standard: Intern Medical
Accreditationwhich you are encouraged to review.

You will also be expected to participatein Assessorteam meetings usually held byteleconference.

Duringa surveyvisit orfacility, site or term interviews, sessions may be held with senior
administrators, education unit staff, junior doctorsand supervisors. Atour of thefacilityis often
conducted. You are asked to:

e arrive promptlyonthedayofthe survey visit orto theteleconference
e wearthelD badge provided signifyingyourrole asa PMAQ representative

e askapplicable questionsand participate in discussionswith the focuson theapplication of
accreditation standards; and

e makenotesforusein preparationofthesurveyreportfollowingthevisit.

Note thatthe Assessorteam is responsible for evaluatingtheintern training program and existing
posts(includingchanges)against the standards for accreditation.

Otherkey points:
e Ifyou areunableto attend, please advise PMAQ as soon as possible.

e Youwill generally have travel arrangements to visits coordinated by PMAQ (including where flights
are arranged). For most visits, particularlythose to rural health services, it is usually expected
that assessmentteamswill travel on the afternoon ofthe day priorto the visit. In theseinstances
(or whereteam members need to travel a significant distance from home), PMAQwill payfor
accommodation.

e Theassessmentteam memberwill be approved bytheirprincipal employerto take the day(s) off
for the Accreditation Assessment.

Meals
e Lunch,morningand afternoon teaare usually provided bythefacility.

e Whereovernightaccommodation isrequired, breakfastisnormallyincluded in the roomrate, oris
availableatthe hotel, and will be charged back to PMAQ. Wherethisisnot possible,and the
Assessor purchases breakfast, taxinvoices must be submitted with an expense claimformto
PMAQ.
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e Travel,accommodation, mealsand allowanceswill bein accordance with the Department of
Health Travel Policy QH-POL-046:2015

e Where possible PMAQwill payfor evening mealsif required.Wherethisisnot possible,and the
Assessor purchasesan evening meal, taxinvoices must be submitted with an expense claim form
to PMAQ.

e Assessorbehaviour mustbeinaccordancewiththe Queensland PublicService Code of Conduct at
all times.

e Anyadditionalexpensesincurred bythe Assessor,such as hotel mini baritems, hotel moviesor
pay TV,alcoholicbeverages, snacks, internet access etcwill not be reimbursed by PMAQ.

Claiming Expenses

e  PMAQ coversAssessors’ costs directlyassociated with surveyvisitsin accordance with the
Department of health Travel Policy QH-POL-046:2015. Where possible, PMAQ prefersto limitthe
need for Assessorsto submit expense claimsand will arrange payment of costs where possible.
However,there may be instances where Assessorsincur costswhich can be claimed back from
PMAQ.

e Mileage claimsforthe use of a personal motorvehiclewhen travelling to an accreditation visit are
paid usingakilometre rate forthe trip. No fueltax invoices are required for mileage claims. PMAQ
will reimburse team membersfor travel up to $350max.

e IMPORTANT -any expense claims(e.g. for meals) must be accompanied byataxinvoice showing
thevendors ABN, which is differentto an EFT receipt or credit card receipt froman EFTPOS
machine. Ifatax invoiceisnot provided, PMAQwill not beable to reimbursethe claim.

e Expenseand mileage claimsshould be submitted to PMAQ as soon as possible following the
survey visit,accompanied bytaxinvoiceswhere required.

e Paymentofclaimsis madevia directbank deposit.
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Prevocational Medical Accreditation Queensland (PMAQ)
ACCREDITATION ASSESSOR TEAM MEMBER AGREEMENT

) ceeeteeeeerert ettt et er s en s ,acknowledge and agree to fulfilthe expectations ofan
accreditation Assessorteam member, as set outin the PMAQ Accreditation Assessor Role Statement,
regarding confidentiality, conflict of interest, objectivityand surveyvisit responsibilities.

|:| Tickthisbox ifyou are participatinginthe Assessorteamas a Team Lead to acknowledge and
agreeto theadditional responsibilities ofateam lead.

NAME: (Please print)

SIGNED:

DATE: / /

WITNESS NAME: (Please print)

WITNESS SIGNATURE:

DATE: / /
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Version Control
Version Date Comments
11 14 May 2019 EndorsedbyAccreditation Committee April 2019
1.2 09/01/2020 Merged onto Queensland Health template
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