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Australian Community Industry Alliance (ACIA) 
Policy - Audit Time and Duration 

 
This Policy is provided to Certification Bodies for use when undertaking ACIS audits.  
This document shall be read in conjunction with the Australian Community Industry Certification Scheme 5.0 (ACICS 5.0) - in particular the definitions and 
requirements relevant to Audit Time and Duration. An extract of key clauses is provided in this Policy document. 
The Audit Time and Duration outlined in this Policy document are considered to be the benchmark minimum time and duration required. As outlined in 
ACICS 5.0, there may be circumstances where Audit Time and Duration is increased or decreased. 
Note that Client interviews are additional to the times calculated for Core and Supplementary Standards. 

Planned Audit Duration  

Row Item 
WITHOUT Equivalence WITH FULL Equivalence 

Certification Surveillance Certification Surveillance 

 Minimum Audit Duration allowance for Standards 

 Core Standards (1 to 5) 

1 Minimum Audit Time in total for the Standards under Core Standards 6 hours in total 3 hours in total 3 hours in total 2 hours1 in total 

 Supplementary Standards – minimum Audit Time for each individual Standard within the relevant Standard2 

2 Standard 6 – Complex Physical Support 20 minutes per standard 20 minutes per standard3 10 minutes per standard 10 minutes per standard3 

3 Standard 7 – Complex Behaviour Support 20 minutes per standard 20 minutes per standard3 10 minutes per standard 10 minutes per standard3 

4 Standard 8 – Mental Health Support 30 minutes per standard 30 minutes per standard3 15 minutes per standard 15 minutes per standard3 
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Planned Audit Duration  

Row Item 
WITHOUT Equivalence WITH FULL Equivalence 

Certification Surveillance Certification Surveillance 

5 Standard 9 – Assistive Technology 20 minutes per standard 20 minutes per standard3 10 minutes per standard 10 minutes per standard3 

 Minimum Audit Duration allowance for site visits 

6 Time for each additional Site4 (where ACIS Relevant Clients receive services) 
to be visited during the audit 1 hour per site 1 hour per site 1 hour per site 1 hour per site 

 Minimum Audit Duration allowance for Client/staff interviews and file reviews5 

7 Time for each Client interviews and file reviews to be conducted during the 
audit6 (30 min for interviews and 15 minutes for file reviews) 45 minutes per Client 

45 minutes per Client (when not a joint Client) 6 
20 minutes per Clients (when interviewing a joint 

Client or other Clients)7 

8 Time for each staff interviews and file reviews to be conducted during the audit 
(30 min for interviews and 15 minutes for file reviews) 45 minutes per staff member 45 minutes per staff member 

 Other items Certification Bodies should allow for, that impact Audit Duration8 

9 Review of previous non-conformances Determined by Certification Body 

10 The need for CALD/interpreters, etc Determined by Certification Body 

11 Other items, where considered relevant by the Certification Body to increase or 
decrease Audit Duration Determined by Certification Body 

1 Surveillance Audit Time for the Core Standards (as categorised in ACIS) with full equivalence has not been reduced by 50% to acknowledge the expected focus on the Clinical Standard. 
2 The number of Supplementary Standards is determined by the standards within the scope of the audit. 
3 Audit Time has not been reduced for Supplementary Standards during Surveillance audits as the risk-based approach permitted in the scheme will reduce the number of standards audited 
and resulting time allowance. 
4 Calculation of the number of Sites to be visited shall be in accordance with the requirements of ACICS. 
5 ACICS 5.0 outlines a minimum 30 minutes for interviews and a minimum 15 minutes for file reviews). 
6 The minimum times for interviews and file reviews for a Client who is not also a NDIS/Aged Care Client has not been reduced under full equivalence as the equivalence policy operates to 

reduce the number of interviews/file reviews or site visits required (in relevant circumstances) rather than reduce the time required. Sites visits are in addition to the head office visit. 
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Planned Audit Duration  

Row Item 
WITHOUT Equivalence WITH FULL Equivalence 

Certification Surveillance Certification Surveillance 
7 If a Certification Body is interviewing/file reviews in the following circumstances, the Certification Body should allow the specified time IN ADDITION to the time allowed in the other audit. This 

is intended to allow the Certification Body to ask questions relevant to ACIS. 
• If the interview/file review is conducted with the Client who is being interviewed/file reviewed in the NDIS/Aged Care audit. 
• If the interview/file review is conducted with a Client who is not an ACIS Relevant Client because there are insufficient numbers of ACIS Relevant Clients to meet sampling 

requirements (e.g. less than 5 ACIS Relevant Clients).  
8 No allowance has been specified for these items as Certification Bodies shall determine what is appropriate in the specific circumstances. 
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Extract from Australian Community Industry Certification Scheme 5.0 
Note: the extracts below are provided for information only. The Certification Body shall ensure all 
relevant requirements of ACICS 5.0 are complied with, regardless of whether they are provided below. 
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Audit Time and Duration Guidance – Examples 
Examples are provided for information purposes only. 

Examples to show how clauses are 
intended to work 

Audit Time and Duration Guidance 

Example 1: Service Provider 
undertaking Certification Audit: 
• The provider is undertaking a NDIS 

audit at the same time as the ACIS 
audit 

• Supplementary Standards 
o Complex phy - 5 (med mgt, 

wound care, TBI, palliative, 
altered nutrition) 

o Complex behaviour – 3 
o Mental health – 1 

• No additional Sites 
• 5 Client interviews and file reviews 

required for audit 
o 2 ACIS Relevant Clients are 

also NDIS participants and were 
included in interviews and file 
reviews 

• 4 staff interviews and file reviews 
required for the audit 
o Interviews and file reviews of 2 

of the staff are relevant for the 
ACIS review 

• Other items allowed for by the 
Certification Body (without 
equivalence) 
o Review of previous non-

conformances – none 
o CALD/Interpreters – none 

Other items - none 

 

Audit Duration (from opening to closing 
meetings) 

Audit WITHOUT 
equivalence 

Audit WITH full 
equivalence 

1. Core standards 6 hours 3 hours 

Supplementary Standards   

2. Complex Physical Support 
(2 of the Quality Outcomes in scope do 
not have equivalence with NDIS – TBI 
and palliative) 

2.67 hours 1.67 hours 

3. Complex Behaviour Support 
(1 Quality Outcome does not have 
equivalence with NDIS – complex 
cognitive) 

1 hour 0.67 hour 

4. Mental Health Support 
(mental health Standard does not have 
equivalence with NDIS) 

0.5 hour 0.5 hour 

5. Assistive Technology - - 

Site visits   

6. Additional Site Visits - - 

Client/staff interviews and file reviews   

7. Client interviews and file reviews 3.75 hours  

a. Client is an ACIS Relevant Client 
and not a joint Client 

 2.25 hours 

b. Client is a joint Client or other Client  0.67 hour 

8. Staff interviews and file reviews 3 hours 1.5 hours 

Other items Certification Bodies should 
allow for, that impact Audit Duration 

  

9. Review of previous non-conformances - - 

10. The need for CALD/interpreters, etc - - 

11. Other items, where considered relevant 
by the Certification Body to increase or 
decrease Audit Duration 

- - 

Audit Duration Total – Hours 16.92 Hours 10.26 Hours 

Audit Duration Total – Audit Days 2.11 Audit Days 1.28 Audit Days 

Noting that Audit Duration should typically not be less than 80% of Audit Time, Audit Time 
(including Audit Duration) is calculated as (Audit Duration x 100 / 80): 
• Audit Time – Without equivalence – 2.64 Audit Days (rounded to 3 Audit Days) 
• Audit Time – With full equivalence – 1.6 Audit Days (rounded to 2 Audit Days) 

Notes: 
• In accordance with the Equivalence Policy and the Service Provider’s scope of service: 

o Item 2 (complex physical support) is calculated at 3 Quality Outcomes at full 
equivalence and 2 Quality Outcomes without equivalence. 
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Examples to show how clauses are 
intended to work 

Audit Time and Duration Guidance 

o Item 3 (complex behaviour support) is calculated at 2 Quality Outcomes at full 
equivalence and 1 Quality Outcome without equivalence. 

o Item 4 (mental health support) is calculated at 1 Quality Outcome without 
equivalence. 

• Clients are living in own home, which does not qualify to be counted as a Site. 
• Client interviews/file reviews are calculated as follows: 

o The Certification Body considers it appropriate that, of the 5 Client Interviews/file 
reviews that are required, the 2 interviews/file reviews of the joint NDIS/icare Clients 
can be relied on, with some time added for ACIS specific questions. This means: 
 There are 3 interviews/file reviews to be conducted where the Client is an 

ACIS Relevant Client and not a joint Client (3 X 45 minutes). 
 There is additional time allocated to the interviews/file reviews of the Clients 

who are joint Clients (2 X 20 minutes). 
• Staff interviews/file reviews are calculated as follows: 

o The Certification Body considers it appropriate that, of the 4 staff Interviews/file 
reviews that are required, the 2 staff interviews/file reviews completed under the 
NDIS review can be relied on. This means there are 2 interviews file reviews to be 
conducted when equivalence is considered (2 X 45 minutes). 

• This example shows the application of full equivalence. A Certification Body may consider 
it appropriate to not apply full equivalence – in which case the Audit Duration and Audit 
Time will be greater than the example shown for full equivalence. 

• Audit Time does not include travel time for Client Interviews. 
• The Audit Time and Duration outlined in this document is generally considered to be the 

minimum time and duration required. There may be circumstances where the Certification 
Body increases or decreases Audit Time and Duration if it considers it appropriate to do 
so, after considering Scheme requirements. 

Example 2: Service Provider 
undertaking Certification Audit: 
• The provider is undertaking a NDIS 

audit at the same time as the ACIS 
audit 

• Supplementary Standards 
o Complex phy - 8 (med mgt, 

wound care, catheter, bowel, 
enteral, airway, spinal, palliative) 

o Complex behaviour – 3 
o Mental health – 1 

• No additional Sites 
• 9 Client interviews and file reviews 

required for audit 
o 2 ACIS Relevant Clients are 

also NDIS participants and were 
included in interviews and file 
reviews 

• 6 staff interviews and file reviews 
required for the audit 
o Interviews and file reviews of 4 

of the staff are relevant for the 
ACIS review 

• Other items allowed for by the 
Certification Body (without 
equivalence) 
o Review of previous non-

conformances – none 
o CALD/Interpreters – none 
o Other items - none 

 

Audit Duration (from opening to closing 
meetings) 

Audit WITHOUT 
equivalence 

Audit WITH full 
equivalence 

1. Core standards 6 hours 3 hours 

Supplementary Standards   

2. Complex Physical Support 
(2 of the Quality Outcomes in scope do 
not have equivalence with NDIS – spinal 
and palliative) 

2.67 hours 1.67 hours 

3. Complex Behaviour Support 
(1 Quality Outcome does not have 
equivalence with NDIS – complex 
cognitive) 

1 hour 0.67 hour 

4. Mental Health Support 
(mental health standard does not have 
equivalence with NDIS) 

0.5 hour 0.5 hour 

5. Assistive technology - - 

Site visits   

6. Additional Site Visits - - 

Client/staff interviews and file reviews   

7. Client interviews and file reviews 6.75 hours  

a. Client is an ACIS Relevant Client 
and not a joint Client 

 5.25 hours 

b. Client is a joint Client or other 
Client 

 0.67 hour 
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Examples to show how clauses are 
intended to work 

Audit Time and Duration Guidance 

8. Staff interviews and file reviews 4.5 hours 1.5 hours 

Other items Certification Bodies should 
allow for, that impact Audit Duration 

  

9. Review of previous non-conformances - - 

10. The need for CALD/interpreters, etc - - 

11. Other items, where considered relevant 
by the Certification Body to increase or 
decrease Audit Duration 

- - 

Audit Duration Total – Hours 21.42 Hours 13.26 Hours 

Audit Duration Total – Audit Days 2.68 Audit Days 1.66 Audit Days 

Noting that Audit Duration should typically not be less than 80% of Audit Time, Audit Time 
(including Audit Duration) is calculated as (Audit Duration x 100 / 80): 
• Audit Time – Without equivalence – 3.35 Audit Days (rounded to 3 Audit Days) 
• Audit Time – With full equivalence – 2.08 Audit Days (rounded to 2 Audit Days) 

 
Notes: 
• In accordance with the Equivalence Policy and the Service Provider’s scope of service: 

o Item 2 (complex physical support) is calculated at 6 Quality Outcomes at full 
equivalence and 2 Quality Outcomes without equivalence. 

o Item 3 (complex behaviour support) is calculated at 2 Quality Outcomes at full 
equivalence and 1 Quality Outcome without equivalence. 

o Item 4 (mental health support) is calculated at 1 Quality Outcome without 
equivalence. 

• Clients are living in own home, which does not qualify to be counted as a Site. 
• Client interviews/file reviews are calculated as follows: 

o The Certification Body considers it appropriate that, of the 9 Client Interviews/file 
reviews that are required, the 2 interviews/file reviews of the joint NDIS/icare Clients 
can be relied on, with some time added for ACIS specific questions. This means: 
 There are 7 interviews/file reviews to be conducted where the Client is an 

ACIS Relevant Client and not a joint Client (7 X 45 minutes). 
 There is additional time allocated to the interviews/file reviews of the Clients 

who are joint Clients (2 X 20 minutes). 
• Staff interviews/file reviews are calculated as follows: 

o The Certification Body considers it appropriate that, of the 6 staff Interviews/file 
reviews that are required, the 4 staff interviews/file reviews completed under the 
NDIS review can be relied on. This means there are 2 interviews file reviews to be 
conducted when equivalence is considered. 

• This example shows the application of full equivalence. A Certification Body may consider 
it appropriate to not apply full equivalence – in which case the Audit Duration and Audit 
Time will be greater than the example shown for full equivalence. 

• Audit Time does not include travel time for Client Interviews. 
• The Audit Time and Duration outlined in this document is generally considered to be the 

minimum time and duration required. There may be circumstances where the Certification 
Body increases or decreases Audit Time and Duration if it considers it appropriate to do 
so, after considering Scheme requirements. 
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Examples to show how clauses are 
intended to work 

Audit Time and Duration Guidance 

Example 3: Service Provider 
undertaking Surveillance Audit: 
• The provider is undertaking a NDIS 

audit at the same time as the ACIS 
audit 

• Supplementary Standards – in 
provider’s scope of service 
o Complex phy - 5 (med mgt, 

wound care, TBI, palliative, 
altered nutrition) 

o Complex behaviour – 3 
o Mental health – 1 
o After considering risk and other 

factors, the following standards 
are included in the surveillance 
audit (4 – med mgt, TBI, positive 
behaviour support and mental 
health) 

• No additional Sites 
• 5 Client interviews and file reviews 

required for audit 
o 2 ACIS Relevant Clients are 

also NDIS participants and were 
included in interviews and file 
reviews 

• 4 staff interviews and file reviews 
required for the audit 
o Interviews and file reviews of 2 

of the staff are relevant for the 
ACIS review 

• Other items allowed for by the 
Certification Body (without 
equivalence) 
o Review of previous non-

conformances – none 
o CALD/Interpreters – none 
o Other items - none 

 

Audit Duration (from opening to closing 
meetings) 

Audit WITHOUT 
equivalence 

Audit WITH full 
equivalence 

1. Core standards 3 hours 2 hours 

Supplementary Standards   

2. Complex Physical Support 
(1 of the 2 Quality Outcomes in scope 
and does not have equivalence with 
NDIS – TBI) 

0.67 hours 0.5 hour 

3. Complex Behaviour Support 
(1 Quality Outcome in scope has 
equivalence with NDIS – positive 
behaviour support) 

0.33 hour 0.17 hour 

4. Mental Health Support 
(mental health standard does not have 
equivalence with NDIS) 

0.5 hour 0.5 hour 

5. Assistive technology - - 

Site visits   

6. Additional Site Visits - - 

Client/staff interviews and file reviews   

7. Client interviews and file reviews 3.75 hours  

a. Client is an ACIS Relevant Client 
and not a joint Client 

 2.25 hours 

b. Client is a joint Client or other Client  0.67 hour 

8. Staff interviews and file reviews 3 hours 1.5 hours 

Other items Certification Bodies should 
allow for, that impact Audit Duration 

  

9. Review of previous non-conformances - - 

10. The need for CALD/interpreters, etc - - 

11. Other items, where considered relevant 
by the Certification Body to increase or 
decrease Audit Duration 

- - 

Audit Duration Total – Hours 11.25 Hours 7.59 Hours 

Audit Duration Total – Audit Days 1.41 Audit Days 0.95 Audit Days 

Noting that Audit Duration should typically not be less than 80% of Audit Time, Audit Time 
(including Audit Duration) is calculated as (Audit Duration x 100 / 80): 
• Audit Time – Without equivalence – 1.76 Audit Days (rounded to 2 Audit Days) 
• Audit Time – With full equivalence – 1.19 Audit Days (rounded to 1 Audit Day) 

Notes: 
• In accordance with the equivalence policy and the service provider’s scope of service: 

o Item 2 (complex physical support) is calculated at 1 Quality Outcome at full 
equivalence and 1 Quality Outcome without equivalence. 

o Item 3 (complex behaviour support) is calculated at 1 Quality Outcome at full 
equivalence. 

o Item 4 (mental health support) is calculated at 1 Quality Outcome without 
equivalence. 

• Clients are living in own home, which does not qualify to be counted as a Site. 
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Examples to show how clauses are 
intended to work 

Audit Time and Duration Guidance 

• Client interviews/file reviews are calculated as follows: 
o The Certification Body considers it appropriate that, of the 5 Client Interviews/file 

reviews that are required, the 2 interviews/file reviews of the joint NDIS/icare Clients 
can be relied on, with some time added for ACIS specific questions. This means  
 There are 3 interviews/file reviews to be conducted where the Client is an 

ACIS Relevant Client and not a joint Client (3 X 45 minutes). 
 There is additional time allocated to the interviews/file reviews of the Clients 

who are joint Clients (2 X 20 minutes). 
• Staff interviews/file reviews are calculated as follows: 

o The Certification Body considers it appropriate that, of the 4 staff Interviews/file 
reviews that are required, the 2 staff interviews/file reviews completed under the 
NDIS review can be relied on. This means there are 2 interviews file reviews to be 
conducted when equivalence is considered. 

• This example shows the application of full equivalence. A Certification Body may consider 
it appropriate to not apply full equivalence – in which case the Audit Duration and Audit 
Time will be greater than the example shown for full equivalence. 

• Audit Time does not include travel time for Client Interviews. 
The Audit Time and Duration outlined in this document is generally considered to be the 
minimum time and duration required. There may be circumstances where the Certification 
Body increases or decreases Audit Time and Duration if it considers it appropriate to do so, 
after considering Scheme requirements. 

Example 4: Service Provider 
undertaking Surveillance Audit: 
• The provider is undertaking a NDIS 

audit at the same time as the ACIS 
audit 

• Supplementary Standards 
o Complex phy - 8 (med mgt, 

wound care, catheter, bowel, 
enteral, airway, spinal, palliative) 

o Complex behaviour – 3 
o Mental health – 1 
o After considering risk and other 

factors, the following standards 
are included in the surveillance 
audit (3 – med mgt, positive 
behaviour support and mental 
health) 

• No additional Sites 
• 7 Client interviews and file reviews 

required for audit 
o 2 ACIS Relevant Clients are 

also NDIS participants and were 
included in interviews and file 
reviews 

• 5 staff interviews and file reviews 
required for the audit 
o Interviews and file reviews of 3 

of the staff are relevant for the 
ACIS review 

• Other items allowed for by the 
Certification Body (without 
equivalence) 
o Review of previous non-

conformances – none 
o CALD/Interpreters – none 
o Other items - none 

Audit Duration (from opening to closing 
meetings) 

Audit WITHOUT 
equivalence 

Audit WITH full 
equivalence 

1. Core standards 3 hours 2 hours 

Supplementary Standards   

2. Complex Physical Support 
(the Quality Outcome in scope does have 
equivalence with NDIS – medication mgt) 

0.33 hour 0.17 hour 

3. Complex Behaviour Support 
(the Quality Outcome in scope does have 
equivalence with NDIS – positive 
behaviour support) 

0.33 hour 0.17 hour 

4. Mental Health Support 
(mental health standard does not have 
equivalence with NDIS) 

0.5 hour 0.5 hour 

5. Assistive technology - - 

Site visits   

6. Additional Site Visits - - 

Client/staff interviews and file reviews   

7. Client interviews and file reviews 5.25 hours  

a. Client is an ACIS Relevant Client 
and not a joint Client 

 3.75 hours 

b. Client is a joint Client or other Client  0.67 hour 

8. Staff interviews and file reviews 3.75 hours 1.5 hours 

Other items Certification Bodies should 
allow for, that impact Audit Duration 

  

9. Review of previous non-conformances - - 

10. The need for CALD/interpreters, etc - - 
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Examples to show how clauses are 
intended to work 

Audit Time and Duration Guidance 

11. Other items, where considered relevant 
by the Certification Body to increase or 
decrease Audit Duration 

- - 

Audit Duration Total – Hours 13.16 Hours 8.76 Hours 

Audit Duration Total – Audit Days 1.65 Audit Days 1.10 Audit Days 

Noting that Audit Duration should typically not be less than 80% of Audit Time, Audit Time 
(including Audit Duration) is calculated as (Audit Duration x 100 / 80): 
• Audit Time – Without equivalence – 2.06 Audit Days (rounded to 2 Audit Days) 
• Audit Time – With full equivalence – 1.38 Audit Days (rounded to 1 Audit Day) 

Notes: 
• In accordance with the Equivalence Policy and the Service Provider’s scope of service: 

o Item 2 (complex physical support) is calculated at 1 Quality Outcome at full 
equivalence. 

o Item 3 (complex behaviour support) is calculated at 1 Quality Outcome at full 
equivalence. 

o Item 4 (mental health support) is calculated at 1 Quality Outcome without 
equivalence. 

• Clients are living in own home, which does not qualify to be counted as a Site. 
• Client interviews/file reviews are calculated as follows: 

o The Certification Body considers it appropriate that, of the 7 Client Interviews/file 
reviews that are required, the 2 interviews/file reviews of the joint NDIS/icare Clients 
can be relied on, with some time added for ACIS specific questions. This means  
 There are 5 interviews/file reviews to be conducted where the Client is an 

ACIS Relevant Client and not a joint Client (5 X 45 minutes). 
 There is additional time allocated to the interviews/file reviews of the Clients 

who are joint Clients (2 X 20 minutes). 
• Staff interviews/file reviews are calculated as follows: 

o The Certification Body considers it appropriate that, of the 5 staff Interviews/file 
reviews that are required, the 3 staff interviews/file reviews completed under the 
NDIS review can be relied on. This means there are 2 interviews file reviews to be 
conducted when equivalence is considered. 

• This example shows the application of full equivalence. A Certification Body may consider 
it appropriate to not apply full equivalence – in which case the Audit Duration and Audit 
Time will be greater than the example shown for full equivalence. 

• Audit Time does not include travel time for Client Interviews. 
The Audit Time and Duration outlined in this document is generally considered to be the 
minimum time and duration required. There may be circumstances where the Certification 
Body increases or decreases Audit Time and Duration if it considers it appropriate to do so, 
after considering Scheme requirements. 

 

 
 


