DO'S WHILE CONDUCTING REVIEWS
· Do remember to wear your CARE lanyard and a smile.

· Do remember the primary function of CARE is to assist Locations in a helpful and pro-active way.

· Do remember that conversations with individuals are confidential and that names will not be used in reporting findings.

· Do remember that you are a visitor in another Area and as such you may encounter different policies and procedures that MUST be taken into consideration.

· Do remember that if you encounter a difficult situation, it should be immediately brought to the Team Leader's attention and not discussed outside the Team.

· Do reference regulations in report in situations of "Assurance with Exception" or "No Assurance".

· Do remember to check with the Team Leader or functional specialist on Team if not absolutely certain of your facts BEFORE discussing policies and procedures during a review.

· Do remember that you are on-site for only a week and you won=t always get all the facts correct.  Throughout the review and closeout, issues should be discussed with the AO/T and LC.  Their comments regarding issues should be taken into consideration.  


*************************************************************************************

DON’T’S WHILE CONDUCTING REVIEWS

· Don't get involved in Employee Relations/EEO issues. If a situation arises, you need to let the individual know that dealing with these issues is not a function of CARE and that if they proceed, the matter will have to be brought to the attention of upper level management.

· Don't try to push your "better way of doing things" on the Location.  What doesn't work for your Location may very well be working fine at this site.

· Don't get overly involved with Location personnel in "after-hour" activities since team findings are usually discussed during these times.
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