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	NDIS Audit Readiness Checklist
Are you ready for your Core Module audit?



Use this checklist four to six weeks before your audit. Anything you cannot tick is a gap to fix before the auditor arrives.
1	Governance
	Check
	Done

	Business plan is current and reviewed in the last 12 months
	☐

	Key personnel are recorded, with resumes, qualifications and current worker screening
	☐

	Delegation of authority shows who acts when key personnel are absent
	☐

	Management or team meetings are minuted, with actions tracked
	☐

	Conflicts of interest are declared and recorded in a register
	☐

	Insurance (public liability, professional indemnity, workers compensation) is current
	☐



2	Policies and documents
	Check
	Done

	Policies and procedures cover every Core Module outcome you are registered for
	☐

	Every document has a code, version and date, and is listed on a documents master list
	☐

	Participant handbook and worker handbook are current and match your policies
	☐

	Legal requirements register lists the laws that apply to you
	☐



3	Risk, quality and incidents
	Check
	Done

	Risk register is current, with controls and review dates
	☐

	Emergency and disaster management plan has been tested in the last 12 months
	☐

	Internal audit has been completed against the Practice Standards
	☐

	Continuous improvement register shows actions taken, including from previous audits
	☐

	Incident register and reports are complete, with NDIS Commission notifications where required
	☐

	Feedback and complaints register is complete, with outcomes recorded
	☐



4	Workers
	Check
	Done

	Every worker has a current NDIS worker screening clearance
	☐

	Every worker has completed the NDIS Worker Orientation Module
	☐

	Induction checklists are signed for every worker
	☐

	Training records show mandatory and refresher training, including infection prevention and control
	☐

	Supervision and yearly performance reviews are recorded
	☐

	Position descriptions exist for every role
	☐



5	Participants
	Check
	Done

	Every participant has a signed, current service agreement
	☐

	Every participant has a care plan reviewed in the last 12 months
	☐

	Consent forms are signed and cover how information is shared
	☐

	Home risk assessments and individual emergency plans are on file
	☐

	Vulnerable people risk assessments are done for participants who live alone and receive personal care
	☐

	Progress notes match the supports claimed
	☐



6	On the day
	Check
	Done

	Evidence is organised in folders and easy to find
	☐

	Key personnel and workers know what to expect in interviews
	☐

	Participants who agree to be interviewed have given consent
	☐



	Want the full set?
Our Core Module Starter Kit includes every policy, form and register referred to here, as editable Microsoft Word and Excel files, mapped to the NDIS Practice Standards.
Need help? Book a free 15-minute discovery call at dacsaconsulting.com.au.



General information only. Check the NDIS Commission website for current requirements. This is not legal advice.
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