

Enrolment Audits for Practices
Individual Patient enrolment audit checklist[image: Logo

Description automatically generated]

NHI: 		    	Date audited:  			PMS initials of auditor:  
 Enrolment ended:              Yes        No 
	Enrolment form Requirements
	Yes
	No
	Not sure or N/A

	1. Enrolment form is stored securely and easily accessible for audit – check that you can find it.
	
	
	

	2. Person has own enrolment form 
	
	
	

	3. The enrolment form contains entitlement and eligibility and PHO enrolment
	
	
	

	4. The scanned enrolment form is completed and legible
	
	
	

	5. ID is scanned or noted in the PMS 
	
	
	

	6. Proof of eligibility are scanned into the PMS or confirmed via NES

	
	
	

	Mandatory fields completed in PMS and match enrolment form
	

	7. Correct names 
· date, place and country of birth.
· gender 
· usual residential address
· Residential address not postal address and is geo coded

	
	
	

	8. Ethnicities correct on form and NES and PMS
	
	
	

	9. Eligibility entered correctly on the PMS e.g., New Zealand, eligible non-NZ, non-NZ?
	
	
	

	10. Children of visa holders when turning 18, are unenrolled unless they have obtained their own eligibility documentation.
	
	
	

	11. Enrolment form is signed and dated by the correct person 
	
	
	

	12. Person has had access to the Health Information Privacy Statement
	
	
	

	13. Where applicable (e.g. children under 16) enrolment form has been signed by delegated authority and delegation recorded.

	
	
	

	Mandatory fields completed in PMS and match enrolment form 
	

	14. Date on Enrolment Form and date of Enrolment in the NES are within a reasonable timeframe AND in the same month
	
	
	

	15. Person is recorded as registered, and enrolled and enrolled through NES
	
	
	

	16. The NHI is recorded and has been validated? NHI should be blue
	
	
	

	17. If the person is an eligible non-NZ check the visa date & this is recorded in the PMS
	
	
	

	18. Person is not in prison or in the armed forces, living overseas, informed of non-eligibility or entitlement from another source or audit e.g. Immigration or Deceased
	
	
	

	19. Last qualifying encounter (QED) confirmed within last 3 years
	
	
	

	20. Community Service Card is up to date and expiry date correct. 
	
	
	

	21. High User card is up to date and expiry date correct. 

	
	
	

	B Code – Newborn enrolment only:

	22. Babies are registered “R” and enrolment status is B enrolment
	
	
	

	23. Newborn babies enrolled via NES – click into NES and view enrolment to check
	
	
	

	24. Baby is Casual or Not enrolled but still on B code (checking for babies who have fallen off register or have signed an enrolment form, but enrolment not completed in NES) 
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