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Audits and Investigations Guidelines

Purpose of Document

The role of the Audits and Investigations Unit is essential for a cash transfer organization like New
Incentives - All Babies Are Equal Initiative (NI-ABAE). To build a reputation for integrity and transparency, it
is imperative to efficiently and cost-effectively organize, plan, execute, and report on audit activities.

The Audits and Investigations Guidelines provide the guidelines, process, and Service Level Agreements
(SLAs) expected from the Unit.

Resources

Task Tracker
Video Training
Audit and Investigations Unit Structure
Audits and Investigations 1on1s & Weekly Team Meeting Notes

Audit Weekly Check-In Meeting Notes
Whistleblower Policy

Disciplinary Actions Policy

ABAE Employee Handbook

Operations Case Management

Issues & Work Plans

ABAE Employee Handbook

Investigations and Fraud SOPs

Fraud Dos and Don’ts Checklist

Audited Week

Staff Work Day Reports - Supervision visits
Staff Work Day Reports - FO clinic review

Reference: List of Staff Members
Running file for Program Compliance Report
Clinic Distribution Report
Master Initial Data
Expense Audit Call
Program Protocols
RI Hotline GDS
RI Hotline Monthly Report
RI Hotline Responses
RI Hotline doForm Data

Terminologies
e CHC: Child Health Card


https://sites.google.com/newincentives.org/central/process/tasks?authuser=0
https://newincentives.circlehd.com/playlist/myday-app-and-task-tracker-RIhZE-NJJ?a=9135#!/0
https://docs.google.com/document/d/1GrOXqeIeyo-rRR9yn3CbM52k944IQc6AAZFb7LUMdy8/edit
https://docs.google.com/document/d/1vtYkfeRgFouh_cDlOEDXSZ5b_68Zp1iRAmgEueV_5zk/edit#heading=h.shsh4gf4jq98
https://docs.google.com/document/d/1r2K3PQG1e2rxouvjcD--Rp8JAST8aNxSjjDolS55k5I/edit#heading=h.3rev2q6f05z
https://docs.google.com/document/d/146HNRbDLRP-co5w4aOWB0kNN0NCskQWto8ZOBf3vhYs/edit#heading=h.8xq5c6cuylay
https://docs.google.com/document/d/1-zgu_LHAV7ZnrQOMdWenMspZOEwqTNRxM6BHlD1uJOM/edit
https://docs.google.com/document/d/1cRPYGf5kRCr_G5My5AI0Ow3aqwUQPQ549zaugbjAR_0/edit#heading=h.deg2bfr5yf8h
https://docs.google.com/spreadsheets/d/1KH6F253udG4TPQ6vWTgFIX5neLZcrF4BryCpNeD74a4/edit#gid=2045392358
https://datastudio.google.com/u/0/reporting/1E_s3LDB89fMXu-cCKKR22j49mCis4r-f/page/gtCWB
https://docs.google.com/document/d/1cRPYGf5kRCr_G5My5AI0Ow3aqwUQPQ549zaugbjAR_0/edit#heading=h.deg2bfr5yf8h
https://docs.google.com/spreadsheets/d/1CExRUqrZVrCBU4ucbJbDXuqWypJl2NKqs-f44AW7Kbw/edit#gid=1051917068
https://docs.google.com/document/d/1X_h9aCkMwM6dGFl25eFF9Mf47pb2vgFoJtfJ2k5NNtA/edit
https://docs.google.com/spreadsheets/d/1-b-iT31JMbQh_IYmb4ArfcUDJ_iYazCHSCsBpgyTWW0/edit#gid=773078697
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/biTXB
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/8crjB
https://docs.google.com/spreadsheets/d/1t40AUWvcqzftG857Pku-d07xMDkialJ_-wtDiiPE8mE/edit#gid=2092144448
https://docs.google.com/document/d/1EVgGXy-M6xhNikSjrLII0c_XAFc-SRmARYSzk-K_1Tw/edit#heading=h.3laidm8avr0
https://datastudio.google.com/u/0/reporting/1yr33AZ0v_0rcB9Tu2p0ImPy4cVkz-2w7/page/bcswB?params=%7B%22df9%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Progress%2520Poster%22,%22df79%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Progress%2520Poster%22%7D
https://datastudio.google.com/u/0/reporting/1O6_ujMEsKrajE5yBg-8ju6FNLnF3yAdd/page/HEdq
https://docs.google.com/spreadsheets/d/1onkC8gdlbA2Wi28OZTxvMbSGvm96V_C-NBg6jXNRw0s/edit#gid=1209021546
https://docs.google.com/document/d/1yWnPeewXJY0km6UdptvAEgTyerIRI7ksHwEKcgTIydA/edit#heading=h.uzcuj6n51bb5
https://datastudio.google.com/u/0/reporting/6b163b20-dcfe-46c0-aa81-876bbb00336d/page/p_826bocneyc
https://docs.google.com/document/d/1rKGMK2YOEEidxfOSVFoSWkTcCWzlHB6V4DGG0HLeqwA/edit
https://docs.google.com/spreadsheets/d/12g7Qt4yT_8I2vmP_f7LAbYiq6n2y5h2KaybtS6D8Q1M/edit?userstoinvite=indira.agapito%40newincentives.org#gid=0
https://docs.google.com/spreadsheets/d/1c0KJ8llaUWKd3QtILbSq9C1DJt424yA4qTQ797OPWuA/edit?userstoinvite=tijjani.usman%40newincentives.org#gid=1336938899

OOL: Outside Of LGA (Local Government Area)
OOC: Outside of the Catchment

CIR: Child Immunization Register

TSR: Tally Sheet Register

LGA: Local Government Area

Ops Team: Operations Team

FO: Field Officer

RI Hotline: Routine Immunization hotline

DC Meeting: Disciplinary Committee Meeting

Essential Guidelines and SLAs for Disbursement Audit and On-Site Investigations

e The Audits and Investigations Unit should always be neutral and fair while performing their duties.
Any conflicts of interest, such as a relationship between those requesting an audit or those being
audited or investigated, as well as any sign of impartiality, shall lead to immediate employment
review. The Compliance Coordinator, in collaboration with the Audits and Investigations Manager,
is required to solicit and review potential conflicts of interest from auditors and report any such
conflicts or breaches to Human Resources within 7 business days.

e The role of an Auditor is to observe, listen, assess, and report the findings of an audit or
investigation in an objective and timely manner. An Auditor should never interfere with or influence
field operations in any manner.

e The Audits and Investigations Unit is expected to maintain complete confidentiality of Work Plans
and audit findings. Auditors should not disclose the findings of audits or investigations to anyone in
the Operations Unit or other units without explicit approval from the Compliance Coordinator.

e Audits and Investigations field visits should be planned cost-effectively, using methods such as
auditing two clinics in a day for a large majority of audits. Auditors should be encouraged to use
public transport, especially on days when only one location is being audited. Car hire is only to be
used when more than one clinic is scheduled in one day, when the audit destination is hard to
reach, or when security is compromised. Refer to the Car Hire Transportation Rate Guidelines.

e Security: Clinic and Settlement Security Assessments sheet should be reviewed before
planning/heading out for any activities to ensure that Auditors are not visiting clinics / settlements
with ‘HIGH'’ or ‘No Go’ risk ratings and are cautious about ‘MEDIUM’ rating locations.

o Auditors should always comply with the ‘Travel Safety Recommendations.’

o Ifavisit to a ‘HIGH' risk rating location is needed, documented approval from the Security
Manager should be sought first. Auditors should NOT contact the Operations Unit or clinic
staff before the audit.

m Field Visit Security Checklist

e Each clinic is expected to be audited at least once every eight weeks. There should be no clinic
without an audit in the prior eight weeks if it is randomly checked at any point in time.

e Any investigation assigned to the team should be carried out within seven days.

o The Investigation Report for each on-site investigation carried out should be updated using
the [Template] Sample Investigation Report <IC Number>: <Name/Clinic>, <State> and
added to the Investigation Files folder within 48 hours of the investigation visit.

m Note: Do not edit the investigation report template - make a copy instead.

The Compliance Coordinator and the Audit Consoles should communicate with the Auditors and
others in the organization using only the audits@newincentives.org Live Agent mailbox.
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https://docs.google.com/document/d/1GWBDnmmGr-_aGM23kcbUyhnZEo7QWd5BcsTr40Obm6M/edit
https://docs.google.com/spreadsheets/d/1v7ktbJVTgsJbFuKrxd18i26W3kW3D04_hD4lHAAs2ZM/edit#gid=800372017
https://docs.google.com/document/d/1MRPbHFV8QlCwoZnL7AIjJ9e9SwPc5Yd3MVP_82NdlTo/edit
https://docs.google.com/document/d/1H_yHdtdWPy0YSDuVeIlVnSh97PckgciQj2IgP6BKqJM/edit
https://drive.google.com/drive/folders/1JPuMhKkoJz3XV6PkUzzxZ0QGGz44wlry
mailto:audits@newincentives.org

o All meetings for the Audits and Investigations Unit should be recorded and documented in the
Audits - Meeting Notes document. Meeting invites should be accepted or declined as soon as they
are received.

o Allteam members are expected to attend the scheduled meetings without fail.
o Team managers should make sure 1on1s are completed on time and all columns are
updated on the Audit 1:1s

e All communication and comments should be maintained under the respective tasks.

o G-Space should be used by the Audits and Investigations Unit for urgent clarifications and
follow-ups ONLY.

e Any communications regarding audits and investigations outside of the above-approved channels
is subject to Disciplinary Action.

Guidelines for Manual Work Plans
e Disbursement Audit:
o Scheduling (Recorded Work Plan Creation Training)

m  Whenever two clinics are geographically near as per the Clinics Map and they are
holding disbursement sessions on the same day as per the Clinic Schedule (Fixed
or Outreach), both clinics should be planned for audit on the same day.

m Check the last Audited date/ week to make sure the clinics to be scheduled are
within the 8-week period. Review the Supervision Visits Dashboard to check if the
last audit was successful.

e [f there are no nearby clinics with a disbursement session being held, an
audit of a scheduled Outreach / Awareness / Defaulter tracking Work Plan
activity at the settlements should take place. The Audits and
Investigations Unit should wait 24 hours until the scheduled activity has
been completed and the staff work day report / FO Clinic Review /
expenses submitted. This helps surface cases whereby the Operations
Unit reported the activity as completed but the auditors could not track
down the particular activity.

e Note: Random audits should be scheduled from time to time for the same
clinic or same staff two consecutive times - regardless of the 8-week SLA.
The goal is to ensure the audit visits are not predictable.

o Smart Objectives

m Openissues from Issues & Work Plans and Investigations and Fraud SOPs
should be part of the work plan objective

e The objective is to:

o Assess if the issues are still present or have been resolved
o Fraud status at the clinic: clear determination with supporting
evidence in cases where fraud is identified

m Low / High enroliments as per Performance Dashboard Enroliments page

e Compare against overall Target and also against previous 3 months
enrollment performance

e For high enrollments, the objective should be to understand if there is any
disbursement fraud (such as fake vaccination, multiple enrollments of the
same caregiver or infant, OOL)

3
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https://docs.google.com/document/d/1vtYkfeRgFouh_cDlOEDXSZ5b_68Zp1iRAmgEueV_5zk/edit
https://docs.google.com/spreadsheets/d/1zNfL0UlF3keuIbLpAr8PywkylxNEJnHKaTNU6wDk2lk/edit#gid=849792994
https://us02web.zoom.us/rec/share/cHEvp9mYh6xvfun8F9rIaNFi6e13w-mo6CFyiUsyRvV6BZNIJykNKnPQ0jiAX4q8.HJn2_G7G0PHfdZk9?startTime=1628496409000
https://www.appsheet.com/start/5f1b5ed2-a5e3-40e2-952e-4b1552ac2b8b#appName=SecurityIncidentReporting-789178&page=dashboard&table=Security+Incidents&view=Map
https://docs.google.com/spreadsheets/d/1EEpt13rJ42nTUo1sXkkKIejCvIhr8MGJGAaKku9NbRg/edit?ts=5d130495#gid=535105576
https://docs.google.com/spreadsheets/d/1-b-iT31JMbQh_IYmb4ArfcUDJ_iYazCHSCsBpgyTWW0/edit?ts=5eb13881#gid=773078697
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/biTXB?params=%7B%22df21%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Gladys%2520Sheila%2520Wangari%2520Muriithi%22,%22df271%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Auditor%22%7D
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/biTXB?params=%7B%22df21%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Gladys%2520Sheila%2520Wangari%2520Muriithi%22,%22df271%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Auditor%22%7D
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/biTXB?params=%7B%22df21%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Gladys%2520Sheila%2520Wangari%2520Muriithi%22,%22df271%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Auditor%22%7D
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/3nA7?params=%7B%22df21%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Gladys%2520Sheila%2520Wangari%2520Muriithi%22,%22df271%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Auditor%22%7D
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/3nA7?params=%7B%22df21%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Gladys%2520Sheila%2520Wangari%2520Muriithi%22,%22df271%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Auditor%22%7D
https://datastudio.google.com/u/0/reporting/1E_s3LDB89fMXu-cCKKR22j49mCis4r-f/page/gtCWB
https://docs.google.com/spreadsheets/d/1CExRUqrZVrCBU4ucbJbDXuqWypJl2NKqs-f44AW7Kbw/edit#gid=1051917068
https://datastudio.google.com/u/0/reporting/1vA3yxgv0TWf84zzTWTEMED_7jVw1IgeE/page/Wm0o

e Forlow enrollments, the objective should be to assess if there is non-
compliance or block rejection of immunization services due to awareness
issues, forced sale of items such as paracetamol or birth certificates, or
other reasons

m  Good / Poor Immunization Rates

e Check for overall immunization rates for the clinic on the Clinic
Performance page to understand the overall immunization rates,
immunization rate at each stage, and progressive trend from Penta 1 to
Measles 2.

e Objective should be to assess the reasons behind good or poor
immunization rates overall or for specific stages or increasing / decreasing
trends across stages.

m  Supply-Side Issues

e Check the Supply Side Dashboard for frequent stockouts or runouts in the
previous 4-6 weeks.

e The objective should be to assess what is the impact of the supply side
issues, current status, and measures taken.

o Activity Audit:
o LGA Trainings
m  Scheduled mainly to assess the quality of LGA Training sessions conducted every
month. Auditors should visit different LGAs each time.
o Awareness / Outreach / Defaulter tracking Activities
m This can be scheduled if the Work Plan for a day only covers one Disbursement
Audit and an activity is planned and completed nearby as per the Operations Work
Plans. This can also be scheduled as a full-day audit for an activity.

e The settlements to be visited are randomly selected for the full-day activity
audit. In some cases, these will be selected based on the new trends
being identified, e.g., one or two staff in one LGA claiming defaulter
tracking expenses yet not conducting the defaulter tracking.

e The objective of the audit should be to assess if the activity was
conducted, how well the activity is being carried out, and how the
community members feel about the activity and the NI-ABAE program.

Expense Audit Calls
Auditors are to review all expense receipts submitted by the staff by making calls to the vendors and
verifying if the full expenses were paid by the staff.
e Expense receipts are added in the Audit app
e Each Auditor has a target call of a minimum of 60 calls per week
e Record of calls are added here
e |f potential fraud is identified, add the case to the Overview of Investigation Cases and initiate the
next steps.
o If adequate evidence is available, take action as per the Disciplinary Actions policy
o Ifthe evidence is not adequate, schedule an on-ground investigation
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https://datastudio.google.com/u/0/reporting/1vA3yxgv0TWf84zzTWTEMED_7jVw1IgeE/page/6fex
https://datastudio.google.com/u/0/reporting/1vA3yxgv0TWf84zzTWTEMED_7jVw1IgeE/page/6fex
https://datastudio.google.com/u/0/reporting/1tBgq3_ejD8hyNPod9wEJq-noUIRasCQ2/page/ybNl
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/3nA7?params=%7B%22df21%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Gladys%2520Sheila%2520Wangari%2520Muriithi%22,%22df271%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Auditor%22%7D
https://datastudio.google.com/u/0/reporting/1jgam2EIkbmYBchiNPCL3ssb520FIyP0Y/page/3nA7?params=%7B%22df21%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Gladys%2520Sheila%2520Wangari%2520Muriithi%22,%22df271%22:%22include%25EE%2580%25800%25EE%2580%2580IN%25EE%2580%2580Auditor%22%7D
https://www.appsheet.com/start/1713cf39-af5b-4810-9f82-8e110bba725a#appName=Audit-789178&group=%5B%7B%22Column%22%3A%22Review+Status%22%2C%22Order%22%3A%22Ascending%22%7D%5D&page=fastTable&sort=%5B%7B%22Column%22%3A%22Date%22%2C%22Order%22%3A%22Descending%22%7D%5D&table=Expenses&view=Expenses
https://docs.google.com/spreadsheets/d/1onkC8gdlbA2Wi28OZTxvMbSGvm96V_C-NBg6jXNRw0s/edit#gid=1083569816

Communicating Audit Work Plans
e Each Auditor can view approved Work Plans for the coming week through their myDay App
e Additionally, the Audits and Investigation Manager shares SMART objectives with Auditors each
week during the weekly team meetings, 1 on 1 sessions, and via a report every Monday 8:00 am
WAT based on the most recent issues identified at the clinics.

Minimum Expected Outputs from Disbursement and Activity Audits
e QObservations by Auditor of the following risk areas at a minimum:

0O 0 O O O O O O 0 o0 o0 O

Clinic staff protocol non-compliance
NI-ABAE staff protocol non-compliance
Supply-side issues
Awareness issues
Beneficiary fraud
Clinic staff fraud
NI-ABAE staff fraud
Security issues
Community volunteer fraud
ABAE staff bag check for blank / used CHCs and ABAE Cards
FO office money spot check
Issue Status
m Issue 1issue_1: Auditor assessment
m Issue 2 issue_2: Auditor assessment

e Inputs from beneficiaries regarding:

o

0 O O O O O O

Early closure or limiting of number of caregivers served by NI-ABAE staff
Behavior of NI-ABAE staff

NI-ABAE Program

Awareness issues in their communities

Any beneficiaries sent back due to shortage of funds with NI-ABAE staff
Prospective fraud

Behavior of clinic staff

Immunization services

e Inputs from clinic staff regarding:

o

o O O O O

NI-ABAE staff performance
Reasons behind good or bad clinic performance
Supply-side issues including staff or facility shortages
Community Awareness
Security issues
Last visit from NI-ABAE staff, date, and reason
m  Compare the last disbursement session by the FO and ask clinic staff whether the
FO attended an immunization session on that day
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o Prospective fraud

e Inputs from NI-ABAE Staff
o Reasons behind good or bad clinic performance
Supply-side Issues including staff / facility shortages
Community awareness
Security issues
Performance of the community helpers
Prospective fraud
Behavior of clinic staff

0 O 0O O O O

e Office Money Spot-check
o [FO 1 Name]
m Last week submitted balance (check Google Form submission)
m Expenses in current week (as per myDay App)
m Current bank account balance (Carry out balance SMS check, if network available.
Check last balance SMS if network not available):
e Take a good photo of balance SMS and attach in your myDay under office
money spot check
m Total Cash on Hand (including disbursement & transport expenses since morning):
m Difference in actual vs. expected balance
e Actual balance: bank account balance + cash on hand
e Expected balance: last week submitted balance - myDay expenses until
yesterday
m FO explanation
o [f the difference is more than N1000 (positive / negative)
m  Auditor conclusion:
e Based on your assessment, is the FO managing the Office Money
correctly?

Every Tuesday, the Audit Console Team Leader must assess findings from all completed audits during the
week prior against the above inputs to determine which are adequately covered. The Audit Console Team
Leader is expected to identify inputs that are being missed and provide detailed feedback to the auditors.
AIM should take necessary steps (such as providing reminders and additional reinforcement) to ensure any
missing inputs are audited and reported.

Format of Questions by Auditors
Auditors ask 2 types of questions: general questions (common for all audits) and objective questions
(based on SMART objectives - including issues observed in the last audit).

NI-ABAE Staff

e (General Questions
o What do you think about the clinic staff's performance, protocol compliance, and behavior
towards beneficiaries?
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Do you suspect any fraud / potential fraud by clinic staff or beneficiaries?
Are you aware of any compliance issues in any settlement? Details? Reasons?
What is the security situation in the catchment?
What is your assessment of the contribution by community mobilizers?
Who (FM / SFM) has visited the clinic last? Approximately when? What was the objective?
Any outside LGA fraud suspected?
Have the clinic faced supply-side issues recently?
o Any other observations, comments, or suggestions?
e Objective-based Questions:
e What are the reasons for the increase / decrease in enrollment / immunization rates?
e Have previously noted issues about potential fraud / compliance / security / clinic staff /
supply-side were observed. Is the issue resolved? How?

0O 0O O O O O O

Clinic Staff

e General Questions
o What do you think about the NI-ABAE staff's performance and behavior toward
beneficiaries?
Are you aware of any compliance issues in any settlement? Details? Reasons?
Any beneficiaries sent back due to insufficient cash with NI-ABAE Staff?
What is the security situation in the catchment?
Who (FM / SFM) has visited the clinic last? Approximately when? What was the objective?
Any outside LGA fraud suspected?
Have they faced supply-side issues recently?
o Any other observations, comments, suggestions?
e Objective-based Questions:
e What are the reasons for the increase / decrease in enrollment / immunization rates?
e Lasttime, issue X about compliance / security / supply-side was observed. Is the issue
resolved? How?

0 O O O O O

Beneficiaries

e General Questions
o Why is immunization important? When are they supposed to visit next? What are the
different stages of immunization? How much money are they expected to get for each
visit? Why is the incentive given?
o Are there any compliance issues in their household, nearby households, or community?
Details?
o How are they being treated by the clinic staff NI-ABAE staff?
o Have they ever been sent back due to lack of funds or vaccines?
o Have they noticed any fraud by clinic staff / NI-ABAE staff during or after the session?
(examples: asking for money, special treatment to some caregivers)
o Do they know of any caregivers getting disbursement who are not from the LGA?
o What is the security situation in the catchment?
o Any other observations, comments, suggestions?
e Objective-based Questions:
e Have previously known issues about compliance / security at their settlement resolved?
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Community Mobilizers

e General Questions

o

o
o
o
o

What are they doing to improve NI-ABAE program performance?

Are you aware of any compliance issues in any settlement? Details? Reasons?
What is the security situation in the catchment?

Are they getting paid on time? How much? When were they last paid?

Any other observations, comments, suggestions?

Onboarding New Auditors
e Auditors should be given two weeks of learning period and another two weeks of comprehension
period. The new auditor is then expected to perform at the level of other auditors in the team.
e To ensure quick performance from the new auditor, the following are recommended on-boarding /
training steps:

o

o O O O

2 to 3 training sessions with the supervisor - the role of the Audits and Investigations Unit
and Auditors, ways of working in the team, different tools to use, transportation planning,
audit principles, how to carry out investigations, rules of engagement on the field, and
other relevant activities in the unit.
Review known issues or fraud in clinics
Review recently concluded investigations
Full-day onsite training with experienced auditor
Introduction to other Auditors and appointment of a ‘buddy’ auditor who can be the guide to
the new auditor during the initial period.

m Thisis a critical step and should not be skipped

m The ‘buddy’ auditor can be on a rotation basis so that each team member gets a

chance to mentor

During the training period, the supervisor should provide feedback after each audit
submission (where practical) so that the new auditor can correct the behavior immediately.
Training emphasis should also include correct grammar and evidence-based observations
that can withstand scrutiny.

e Training Resources

o

o
o
o

o O

Supervision Visit Training For FOs (Essential Day 1 training)

Supervision Visits Overview (Advanced training)

Proper BCG Vaccination in ABAE Clinics: Auditor-in-training should review this

Fraud Reporting & Sign-off: This is optional and can help get some answers on collecting
evidence (listen to first 50 minutes)

Office Money Spot-check Training

Enhancing Fraud Identification

Interviewing Skills Training
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https://newincentives.circlehd.com/view/supervision-visit-training-for-fos-CD1d1deVa9
https://www.freeconferencecall.com/wall/recorded_audio?audioRecordingUrl=https%3A%2F%2Frs0000.freeconferencecall.com%2Fstorage%2FsgetFCC2%2FO0Qz5%2Fa3MFNF
https://newincentives.circlehd.com/playlist/Training-on-Proper-BCG-Vaccination-WDhGsW-s-?a=1963#!/0
https://newincentives.circlehd.com/view/Fraud-Reporting-and-Sign-off-21-Feb-2020-LGA-Training-sRD9dApB
https://newincentives.circlehd.com/playlist/office-money-spot-check-training-eb00af31b11
https://newincentives.circlehd.com/playlist/enhancing-fraud-identification-f1fb01e9629
https://newincentives.circlehd.com/playlist/interviewing-skills-training-e4d2897d85e

