HCi Internal Audit Process and Training Materials

Foreword

More and more organisations are finding the need to implement internal audit systems, both for their own benefit and in order to comply with external standards.

Internal audits, if properly implemented, will:

· improve staff understanding of the systems in place in your organisation

· ensure that everyone follows your written policies and procedures

· provide a stimulus for ongoing improvement and streamlining of your systems

· assure external parties that your systems and processes are in good shape

We have been consulting and training in compliance management, ISO9000 implementation, policies and procedures for nearly 15 years, and this book is a distillation of all that we have learned about internal audits during that time.
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About HCi XE "About HCi" 

 XE "HCi" 
Established in 1981 in Sydney, HCi is a leading provider of documentation and consultancy services.

We develop, edit and structure documentation for the large and complex information sets critical to an organisation’s success. These information sets typically include:

· user, engineering, operational and training documentation

· corporate, OHS&R and departmental policies and procedures

· quality and compliance systems and process improvement 

· codes of practice, environmental and industry specific regulations

· software maintenance (reverse engineering) documentation

We also assist our clients with:

· usability and documentation surveys and knowledge audits

· intranet and internet content development and design

· consulting projects and workshop facilitation

About this document

This document contains all you need in order to successfully implement an internal audit system, including:

· a draft internal audit procedure, with the necessary forms

· an internal audit training programme, with slides, lecture notes and student handouts

 XE "Download" 

 XE "Soft copy" 

 XE "Slides" 

 XE "PowerPoint" Many of the materials are easier to use in 'soft copy', and we have provided these on our web site.  

Please note that we cannot provide the lecturer's notes in soft copy. 

Naturally we cannot guarantee to keep this site available for all time, but we will ensure that it is available for a reasonable period after you have purchased this book.  We suggest that you download and store locally all of the files that you need as soon as possible.

Lecturer's notes - introduction

These are the lecturer's notes for the one-day course "Internal audits". The object of the course is to teach participants how to undertake, and successfully complete, an internal audit. 

To conduct the course you will need to:

· Make sure you read all of the lecturer notes and get familiar with all of the materials, in particular the procedure documents used for the practical exercises, and 

· Compile the procedures and handouts necessary to complete the course.

What you will need

Before the course begins, you will need to check that you have the following:

· these lecturer notes

· overhead projector slides

· a copy of your organisation's policies and procedures document, or the ability to show the attendees the web page or document control system that contains the online version

For each attendee as they come in, you will need:

· pad and pens

And to hand out during the course, you will need for each attendee (and an extra one for yourself):

· a copy of the Worksheet on page 45
· a copy of your organisation's published version of the Internal audit procedures given on page 39
· a copy of the Audit report cover sheet from page 46, or your organisation's version of it, if it is different

· a copy of your organisation's corrective action form (see page 8)

· a copy of the Sample procedure on page 47
· during the course, you will get the attendees to form into pairs, and get each pair to start work on a real audit, which they will complete in the two weeks following the course; in order to get them started, you will need to schedule one audit for each pair, and print and bring to the course three copies of each procedure to be audited (one each for the pair of attendees, and one for you)

· a training evaluation form, if you use one

In the course room you will need:

SYMBOL 183 \f "Symbol" \s 10 \h
an overhead projector

SYMBOL 183 \f "Symbol" \s 10 \h
a whiteboard and marking pens

Lecturer's notes

There are two kinds of text in these notes - instructions to you (in italics) and text that you can read to the attendees.  It is best to use these notes as guidance, and present the material in your own words - because listening to someone reading from a book can be dull.

Where you have to hand out something to the attendees, we've marked the paragraph like this:

(
Give handout XE Handouts"  here
Assessment method

The assessment XE "Assessment"  method for the course is to have the auditors complete at least one audit, and then assess their performance on that audit.  This is built into the audit procedures.

Rather than measure just information retention, this directly measures whether the student is able to apply what they've learned to their work situation
.

Lecturer's notes

Warm up
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Internal audits

 XE "Warm up" 
If you do not already know the participants, begin by introducing yourself and explaining who you are.

Ask each person to write their name in the middle of an A4 sheet and to fold it so that it sits upright and can be read by you from the front of the room.

Possible warm-up questions:

· Have you ever been involved in internal audit before?

· Have you ever worked in a company that had ISO 9000 XE "ISO 9000"  or other quality certification?

· If you have, what was your experience: positive or negative?

· Do the participants know they have been asked to train as internal auditors?

· What areas of the organisation does each participant work in? What sort of tasks do they do each day?

Course objective XE "Objectives" 
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Course objectives

•

A practical understanding of how to plan

and conduct an internal site audit

•

An insight into the benefits of internal

audits


Explain the day's activities by first reading out the course objective.

Briefly explain the background to the introduction of internal audits in the organisation (whether it has a QA system in place, whether it has certification or not, the status of documented procedures and so forth).

Topics
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Topics

•

Outline of compliance management

•

How to prepare for an audit

•

How to carry out an audit

•

How to do an audit report


Briefly go through each of the topics to be covered.

Emphasise that the day is meant to be a practical approach to auditing, and that we will focus for most of the day on the practical skills of auditing.

It is useful for participants to know what will be covered during each part of the day. If you have planned coffee breaks or a lunch recess, tell the participants roughly when these are likely to occur. However, do not be too rigid about this because sometimes it's necessary to extend a session or shorten it depending on feedback, questions or responses from participants.

... sample ends here.  
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� Kirkpatrick Level III


� If anyone has had a negative experience, explain that the way in which internal audits will be carried out in this organisation will be different to the way they had come across.  Encourage them also to criticise your presentation at any point (this way you can deal with their fears and concerns as they come up).  Good luck.
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