
Attaining the “Ideal Inspection Preparation Process”g p p

 Vision:
 Print an entire inspection binder(s) in a single day

 Method:  
 Systematically approaching the potential solutions

 Grandview has initiated an ‘annual inspection review’
 Will promote reviewing / collecting inspection materials on Will promote reviewing / collecting inspection materials on 

an annual basis as opposed to preparing ‘6 months’ before 
the scheduled inspection



A Systematic Approach To Attain The ‘Ideal Inspection Preparation’y pp p p

 First and foremost, inventoryy
 identify…

 requirements and requests of the Specialty College
 what you havey
 what you need

 Inventory is time intensive up front but once the inventory 
has been created, it requires just a few minutes to maintain q j
the inventory from week to week / month to month.

 Secondly, identify potential resourcesy, y p
 Who has what?
 Who does what?
 Who is the primary contact for ? Who is the primary contact for ___?



A Systematic Approach To Attain The ‘Ideal Inspection Preparation’y pp p p

 Then…
 Plan

 Apply your inventory and resources to a timeline
 Create (if necessary) Create (if necessary)

 Use templates
 Provide Program Directors with example mission statements, 

program goals and objectives etcprogram goals and objectives, etc.
 Maintain / Update Inventory (tied to your timeline)

 Review (annually, bi-annually)
C ( ) Collect (annually, quarterly, monthly)

 Revise (if necessary)



Identify the requirements of the Specialty Collegey q p y g

 What does the Specialty What does the Specialty 
College request?

 What are their 
requirements?q

 The example matrix to the 
right list the requirements 
or requested items anor requested items an 
inspector may ask for 
along the y-axis and which 
specialty college request 
the items along the x-axis.

Example Matrix of College Requirements



Inventory: What you have & What you needy y y

Example Inventory ofExample Inventory of 
Residency Program 
Manuals: What you 
have & What you 
need.

We’re inventorying 
the components of 
the program manuals 
(mission statements, 
didactic summariesdidactic summaries, 
call space 
descriptions, etc) and 
when they were last 
updated.  

Most of these 
components could be 
reviewed each year 
and revised if 
necessary.



Inventory: What you have & What you needy y y

 Inventory must 
be well 
organized and 
accurate

 Inventory must 
be maintained
 When you receive 

an item, update 
your inventoryyour inventory

 Provides 
immediate 
access to ‘what 
you have’ andyou have  and 
‘what you need’

 Your inventory 
will be the 
starting point 
each year 

Example Inventory: What you have & What you need



Inventory of ‘revisable documents’y

 When 
inventorying 
‘revisable 
documents’documents , 
note the year 
they were last 
reviewed or 
revised

Example Inventory: What you have & What you need



Organizing Your Inventoried Itemsg g

 Easy organization
 Same name

 Example: COM 
Diplomas should be 
called COM Diplomas 
on inventory 
spreadsheet, on the 
folder, on the file itself

 If you’re working with 
multiple programsmultiple programs, 
simplify inventory by 
keeping all COM 
Diplomas together in 
the COM Diploma 
folder, not in a 
program folder 



Give your inventory an engine…apply it to a timeliney y g pp y

 Review of ____ will occur 
in what month?

 Collecting ____ will occur 
in what month?
R i i ill Revising  ____ will occur 
in what month?

 Timeline will likely change 
in year 2, 3 and 4
 Combining monthly Combining monthly 

reviews together
 Fewer revisions from 

year to year



Put your inventory in motion…Implement your plany y p y p

 Based on your timeline
 A time to review 
 A time to collect
 A time to revise A time to revise
 A time to identify new 

resources

 To the right is an 
example of an 
Information RequestInformation Request 
Worksheet we distributed 
and collected at our Post 
Doc meeting in JanuaryDoc meeting in January



ActivityActivity

 Systematic approach to preparing for Systematic approach to preparing for 
inspections (years in advance of the 
inspection)
 Principles of Project Management

 Project (The Inspection)
 Task (Inspection Requirements)
 Resources (Who has what, who does what)

Timeline (One year possibly two years) Timeline (One year, possibly two years)
 Maintaining Inventory (Current progress)



ActivityActivity
 Strategiesg

 Maintain balance of resources
 Try to avoid asking PD, residents, etc. for all their 

materials in a month long periodg p
 Spread the resource’s involvement out over a 12 

month period (or 24, 36, etc month period) 
 Also consider resource’s prior commitments throughout p g

year (for example, end of year evaluations in June/July will 
leave very little time for PD to review large documents 
such as rotation goals and objectives) 

 Some items may be reviewed every year some items Some items may be reviewed every year, some items 
may be reviewed every two years 
 For example: rotation goals and objectives could be 

reviewed every two years



SummarySummary

 Inventory Inventory
 What’s required / requested
 What we haveWhat we have
 What we need

 Identify ResourcesIdentify Resources
 Apply inventory to a timeline
 Update / Maintain Inventory Update / Maintain Inventory

 Review / Revise / Collect


