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	SCOPE:   CTRAC Monitoring Visits

	PURPOSE: 
To establish a clear policy and procedure for CTRAC Staff conducting a monitoring visit.


	POLICY:     
The Executive Director shall be responsible for assuring that any entities receiving equipment or supplies are following all requirements.


	REVISIONS:  original 1.16.20

	PROCEDURE:  

1. CTRAC maintains an inventory of all equipment/supplies that are purchased by various funding streams.  This is done by using an online inventory/resource management system.  Any equipment/supplies issued to entities by CTRAC must complete a permanent loan form.  The information contained on this form is listed in the electronic system.
2. All receiving entities are required to maintain the equipment/supplies for the life of that item as determined by American Hospital Association and/or the Internal Revenue Service.  In the event that any equipment/supplies are lost, stolen, or destroyed; the receiving entity is responsible for replacement.

3. CTRAC Staff will visit each entity that received equipment or supplies from CTRAC to ensure that all items are tagged, maintained, and ready for use or being used.
4. CTRAC Staff will contact each entity to set up a time for an on-sight visit.  CTRAC Staff will then email a calendar invite and a copy of the inventory assigned to that entity to its point of contact. CTRAC Staff will initiate a Monitoring Visit Preparation Guide, which outlines the complete process for setting up an on-site visit.  
5. On the day of the visit, CTRAC Staff will take the entity’s permanent loan folder and a copy of the inventory list.  CTRAC Staff should be escorted by the entity’s point of contact should any issues arise. 
6. CTRAC Staff must see all equipment/supplies and ensure it is in working condition and being used, if applicable.  Additionally, staff will need to confirm that radios, generators, and other electronic equipment is receiving preventative maintenance and is being tested as required.  This information should be kept in a hard copy format. The Monitoring Visit Checklist will be the tool used to verify and monitor the entity’s status regarding equipment and supplies.
7. If any items are missing, the entity will be told at the on-site visit and receive a formal notification from the Executive Director.  CTRAC will request that the item be located within 30 days of notice.  A follow-up visit will be scheduled following the 30-day deadline.  If the item is not located at the second visit, the entity will be required to replace the missing item within 90 days.  The replacement must be equal to or exceed the missing item’s specifications when purchased originally.  The Executive Director must approve the replacement prior to purchase by the entity.
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