	[image: image1.jpg]Exemplar
Global












	Please see visit: www.exemplarglobal.org for your region’s Principal Office contact details.

Email: info@exemplarglobal.org



WQMS Auditor skill examination report

Exemplar Global Skill Examiners are required to personally observe the Candidate complete the tasks which enable demonstration of each Element of Competency.  The Candidate is to be reported as C for Competent or NYC for Not-Yet-Competent against the Performance Criteria applicable to the grade of certification sought.  The Examiner should add any additional comments relevant to the examination outcomes.  Additional pages may be added to this report if required.

	Candidate:
	
	Exemplar Global Examiner:
	
	Date of Examination:
	

	Scheme Examined:
	
	Grade Examined:
	

	Location of Examination:
	
	Total Number of Auditors on Team:
	
	Candidate’s Role in the Audit:
	

	Any actual or potential Conflict of Interest must be declared and referred to Exemplar Global Scheme Examiner prior to conducting the examination. Exemplar Global will decide and advise on Conflict of Interest.

	

	Other Comments:
	

	
	


	Element of Competency
	Performance Criteria
	C, NYC or N/A
	Evidence for finding of Competent or Not-Yet-Competent

	ALL CANDIDATES

	Management System Auditing skills
	
	
	

	A1.  Follow the audit plan
	1. work documents appropriate to the scope of the audit are in use by all audit team members
	
	

	A2.  Communicate during the audit
	1. audit team confer periodically to exchange information, assess audit progress and re-assign work if required 
	
	

	
	2. where relevant, issues of significant risk identified to auditee without delay 
	
	

	A3.  Collect and verify information
	1. information relevant to audit objectives, scope and criteria is collected
	
	

	
	2. sampling methods identified in work documents are implemented
	
	

	
	3. only verifiable information is identified as audit evidence
	
	

	
	4. audit evidence is recorded
	
	

	
	5. information is gathered from a variety of sources including but not limited to:

· interviews with employees and other persons

· observation of activities

· documents

· records

· information systems

· customer feedback
	
	

	A4.  Conduct interviews
	1. interviews conducted with people at appropriate levels within the audit scope
	
	

	
	2. interviews conducted in the workplace
	
	

	
	3. appropriate techniques used to put people being interviewed at ease
	
	

	
	4. reason for interview explained
	
	

	
	5. notes taken explained
	
	

	
	6. leading questions avoided except for confirmation
	
	

	
	7. results of interview summarized with interviewee
	
	

	
	8. interviewee thanked for assistance
	
	

	A5.  Generate audit findings


	1. audit evidence evaluated against audit criteria to generate audit findings
	
	

	
	2. audit findings indicate conformity or nonconformity with criteria
	
	

	
	3. audit findings identify opportunities for improvement (if specified in audit objectives) 
	
	

	
	4. audit findings reviewed by audit team at appropriate stages during the audit 
	
	

	
	5. objective evidence is available to justify audit findings
	
	

	
	6. potential nonconformities reviewed with auditee to ensure evidence is accurate and complete and that reason for nonconformity is understood
	
	

	
	7. any unresolved differences of opinion concerning evidence and/or findings are recorded
	
	

	A6.  Prepare audit conclusions
	1. audit team conferred prior to closing meeting (if applicable)
	
	

	
	2. audit findings reviewed against audit objectives
	
	

	
	3. extent of conformity of management system with audit criteria noted
	
	

	
	4. audit conclusions agreed by audit team (if applicable)
	
	

	
	5. recommendations prepared (if specified in audit objectives) 
	
	


	Element of Competency
	Performance Criteria
	C, NYC or N/A
	Evidence for finding of Competent or Not-Yet-Competent

	CANDIDATES FOR LEAD AUDITOR
	
	

	Team Leader skills
	
	
	

	L1.  Implement the audit plan
	1. audit plan used during audit has been agreed by auditee and/or audit client (if applicable) and identifies audit objectives
	
	

	L2.  Organise and direct audit team members
	1. ensures that all team members understand their responsibilities during the audit
	
	

	
	2. ensures all team members complete their allocated responsibilities during the audit
	
	

	
	3. acts as a resource for other team members if required
	
	

	L2.  Maintain communication during audit
	1. all communications between the audit team and audit client and/or auditee are conducted by team leader and are clear and effective
	
	

	
	2. audit team leader communicates periodically with the auditee on how audit is progressing and any concerns
	
	

	
	3. where relevant, auditee and audit client advised if evidence indicates that audit objectives may not be attainable and actions to be taken
	
	

	
	4. where relevant any requirements for changes in scope are reviewed and approved by audit client
	
	

	L5.  Lead the audit team to reach audit conclusions
	1. ensures that all audit conclusions are supported by objective evidence
	
	

	
	2. ensures that all team members provide input to and agree with the audit conclusions
	
	

	
	3. takes responsibility for the final audit report
	
	

	L4.  Conduct closing meeting
	1. closing meeting conducted with auditee management and audit client (as appropriate)
	
	

	
	2. meeting chaired by audit team leader
	
	

	L4.  Conduct closing meeting (cont’d)
	3. audit findings and conclusions presented, understood and acknowledged by auditee
	
	

	
	4. any situations encountered during the audit that may affect reliability of results advised by audit team leader
	
	

	
	5. record maintained of closing meeting
	
	

	L6. Prevent and resolve conflicts
	1. uses relevant skills to prevent conflicts arising 
	
	

	
	2. where conflicts do arise, uses conflict resolution skills to ensure these do not adversely affect the outcome of the audit
	
	


\
	Candidate is

(‘X’ the box)
	
	Competent
	
	Not Yet Competent

	Comments / Requirements to gain competency where applicable:

	


	EXAMINER TO COMPLETE
	CANDIDATE TO COMPLETE

	
	I confirm the above Report is a true reflection of the competencies demonstrated by the Candidate.
	
	I confirm the above Report is a true reflection of the competencies demonstrated by me.

	
	I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination.
	
	I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination.

	
	I confirm that I am an Exemplar Global-certified Skill Examiner, and I have conducted this examination in accordance with Exemplar Global requirements.
	
	I confirm I have been provided a copy of the examination and understand any requirements to gain competency where applicable.

	
	I confirm I have provided a copy of the examination to the candidate.
	
	

	Examiner:
	
	Candidate:
	

	Signature:
	
	Signature:
	

	Date:
	
	Date:
	

	Customer ID:
	
	Customer ID:
	


	This is a “controlled” document on day of printing only. 
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