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Description automatically generated]Pre audit: Audit Preparation

Informed of Audit
- Confirm date with auditor
- Ensure leadership are aware





Audit preparation
- Desktop review: go through the audit tool provided
- Utilise the procedure verifications to assist in identifying any potential gaps
- Gather and collate applicable evidence (hardcopy or electronic - whatever is best for the worksite)



Advise others
- Inform workers of the upcoming audit
- Ensure those with specific responsibilities are prepared and have their documentation accessible (e.g. G&M, Contractor Management, Volunteer Management)




Book meeting room
- Ensure an appropriate meeting room is booked for the auditor/s
- If documentation is kept electronically, ensure technology has been tested and is working
- Collect all relevant folders and have available in the meeting room / office for the auditors to review
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