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Audit

Introduction

This document has been made available by Saskatchewan Construction Safety Association (SCSA) and
AuditSoft™. It is provided to SCSA internal and external auditors as a guide for using AuditSoft™ to
complete a COR audit of a registered SCSA organization.

This document should be referenced in conjunction with the SCSA Auditor training handbook.

This training program is the result of a 2023 modernization initiative that replaced the outdated PDF audit
with AuditSoft™, the industry leading electronic audit software solution.

As part of the modernization project some audit questions and relationships between
questions were changed and/or updated.

@ IMPORTANT: The AuditSoft™ implementation covered in this document includes these
approved changes and the audit covered in this document is not identical to the obsolete

PDF audit that was used in prior years.
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Getting Started
Get AuditSoft™

AuditSoft™ is a Windows desktop application that must be installed from the AuditSoft™ website.

1. Open a browser to https://AuditSoft.co/download
2. Click Download Now
3. Click on the downloaded file to install AuditSoft™.

@ Automatic Updates: Once you have installed AuditSoft™ it will check for updates whenever
it is opened and will automatically update.
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Download AuditSoft
and Start Your Audit

afetyVantage)

CONNECT WITH US TODAY

View instructions on

Create an Account

Before you can start using AuditSoft™ you must first create an Account. Your account is used to manage
all your licenses, backups, etc. To create an account:

Open AuditSoft™
Click Create an Account
Enter your credentials (Name, email address and password)

el

You will be sent an email to verify your email address and once verified you can log in and start using
AuditSoft™.



https://auditsoft.co/download

A Auditsoft

Get a License

A license is required for every audit that is started.

e Licenses must be requested from SCSA and will be approved by SCSA if your account is in good

standing.

e Each license is issued for the specific name of the company that will be audited.

e The license is valid for one audit and for 9 months (270 days) after it has been approved. This means
that you must complete your audit of the company within 9 months from the day that you request a

license.
To obtain a license:

1. Click on Get new license.

A Ruditsolt
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Start anew audit ¢ Recent files
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2. Select the SCSA COR2022 audit from the list of available audits.

Audit

@ Note: Be sure not to select the SCSA Small Employer Certificate of Recognition (SECOR)

audit if you are doing a COR audit.

[r AuditSoft o x
/7¥ waoesare Manitoba - Made Safe Manitoba - Safe Work Certified Audit License
))i , ] M Manitoba - RPM - Safe Work Certified Audit License
|
@ Sasssovct  Manitoba - S2SA - Enforcement & Emergency - Safe Work Certified Audit License
g*‘""" sevet - Manitoba - S25A - Motor Vehicle - Safe Work Certified Audit License
g-‘”'-f‘ st Manitoba - S2SA - Sales and Service - Safe Work Certified Audit License
Nova Scotia - CSNS (Construction Safety Nova Scotia) - COR 2022 Audit License
Ontario - IHSA - COR 2015 Audit License
Ontario - IHSA - COR 2020 Audit License
3 e Ontario - IHSA - COR 2020 Transition Audit
‘Saskatchewan - SCSA-COR2022 - Audit License o O
Y)STA Saskatchewan - STA - COR Audit License
3. Enter the Legal name of the company to be audited.
4. Click Submit Request for your license request to go to SCSA.
A AuditSoft EIE
< License details
Saskatchewan - SCSA-COR2022 - Audit License
ABC Construction Inc. 4§ : O
Canada - Saskatchewan -
Once you submit your request it will be reviewed by SCSA and will be approved within 1 (one) business day. If you have any questions please contact
info@scsaonline.ca
Your order
Saskatchewan - SCSA-COR2022 - Audit License Expires on 2024-02-05 $0.00
GST $0.00
PST $0.00
Total $0.00
®2 1 accept the AuditSoft inc. Terms a
I ¢
@ Training License: If you are not ready to start an audit you can request an evaluation

license. In the Legal name of company to be audited enter: “Evaluation”
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5. You will be returned to the AuditSoft™ Home page and the requested license with the status, License
pending approval, will be listed on the left side of the page.

6. To check if the license has been approved click the refresh button. Once approved, the License
pending approval status will be removed and you are ready to start your audit.

@ It can take up to 2 business days to have your license request approved. When approved
you will receive email notification

A AuditSoft

Audit O

Start a new audit ¢ Recent files
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Start Your Audit and Complete the Training

Once the AuditSoft™ License has been approved you can:

1. Click on the license name under the Start a new audit column.



A AuditSoft

Aud‘i{

Start a new audit C
[oc commsenoe I 1)

Company not on this list?

GET NEW LICENSE Q

Recent files

Audit not on this list?

m © CLOUD BACKUPS B LOCAL BACKUPS
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2. This will open a new audit and the audit Instructions page will be displayed. Read the instructions.

B-m B 2 E Q@ @ @ A O

SCSA Certificate of Recognition (COR)

Process

1. Before you start complete the included mandato nd attach your certificate of completion here

2. Complete the Company_Details and Audit Details'
3. In Site Sampling enter all the company site(s) and salact only those where evidence galhenng will be completed
4. Then for the selected site(s) complete the following if applicable
a. Documentation Review and provide evidence to support your conclusions.

b Conduct employee interviews

c. Record Observation findings from observation tours at visited site(s)
5. After completing the evidence gathering steps, compile the final Audit Results as they should appear in the audit report
6. Complete and/or attach the required ling document in the Summary section
7. Submit the COR audit electronically.
8. SCSA will complete the review of the submitted assessment and will contact you with the results

Scoring

To successfully complete the COR, in the Scoring Summary, your organization must achieve

* Ascore of 50% for each element
* An overall score of 80%

Help
« If you have questions about the audit content, please contact CSNS at scsainfo@scsaonline. ca.
« For technical support with AuditSoft please see the help or contact <0

3. Before you proceed click on the training link and complete the AuditSoft™ Application Overview

online training.

O

Online training is mandatory: Please do not proceed unless you have completed the 45-
60 min online training course. The rest of this guide assumes you have completed the
training and that you are familiar with the AuditSoft™ workflow and terminology covered

in the training.

Note: Remember to download a copy of your certificate of completion. You will need it to

submit your audit.
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Audit Workflow
Now that you have completed the AuditSoft™ Application Overview Online training and you have started
a new audit we can proceed.

Please note that the remainder of this guide will only cover those items that are specific to
SCSA and will not repeat the content covered in the AuditSoft™ Application Overview
online training.

As reference there is an extensive online manual including explanation videos and many
frequently asked question (FAQ) responses that can be accessed from the Help button in the

@ software application toolbar

B-m B J BE Q@ Q4 @ A &

1. The workflow for completing an audit is to start at the instructions in the left navigation menu and
to then complete the items systematically from the top to bottom, completing each section in the
left navigation menu before moving to the next.

A AuditSoft - o X

¢ ABC Construction Inc. B-m B 2 B Q@ @ @ A O

scsAcomamz

SCSA Certificate of Recognition (COR)

Process

1. Before you start complete the included mandatory AuditSoft™ Application Overview online training and attach your certificate of completion here
2. Complete the Company Details and Audit Details sections
3. In Site Sampling enter all the company site(s) and select only those where evidence gathering will be completed
4. Then for the selected site(s) complete the following if applicable
a mentation Review and provide evidence to support your conclusions.
b. Conduct employge interviews
<. Record Observation findings from ion tours at visited site(s).
5. After completing the evidence gathering steps, compile the final Audit Results as they should appear in the audit report
6. Complete and/or attach the required supporting document in the Summary Information section
7. Submit the COR audit electronically.
8. SCSA will complete the review of the submitted assessment and will contact you with the results

Scoring

To successfully complete the COR, in the Scoring Summary, your organization must achieve

« Ascore of 50% for each element
* An overall score of 80%

Help
« If you have questions about the audit content, please contact CSNS at scsainfo@scsaonline ca.
« For technical support with AuditSoft please see the application help or contact <o

Audit Information

Company Details

This section lists the details of the company or organization that is being audited. Companies often
merge or are acquired and AuditSoft™ supports changes in business structure:



You can add multiple WCB account numbers.
And multiple Industry codes can be assigned to each WCB number.

o
A AuditSoft

« @ ABCConstruction Inc. B-m B 2 BE Q@ @ @ A O

ABC Corsnition tod B4 This company has a Certificate of Recognition
21 Centre Street 987654321
Saskatoon 11 Aug 2023 ]
SK - Saskatchewan
STHOA9 Jim
555-555-5555 Jones
fjones@abcconstruction.com

WCB accounts

SK - Saskatchewan v || 1234867 [ ] B1205 Construction project management

ADD INDUSTRY CODE :V

Vi
ADD WCB ACCOUNT '{:
§

Audit Details

An audit is a snapshot that represents the state of a company’s occupational health and safety program

at a specific point in time. To ensure that the audit is completed in a timely matter, to capture the
snapshot, guidance is provided to the auditors on the amount of time that the audit should take:

e The amount of time from the first day on site until the last day on site represents the evidence

gathering phase of the audit and this phase should not exceed: 45 days.

e The amount of time allotted for completing the audit report after the last day on site until the audit

is submitted should not exceed: 30 days.
To remind the auditor of this guidance:

1. Thereis a reminder clock in the upper left corner of the software.
2. The available time on the clock is determined by the dates in the Audit Details section.
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A AuditSoft - 3-Audit Details.asa

T Ta) ‘owuctionlnc‘

B-m B 2 B Q@ a @ A O

Saskatoon
SK - Saskatchewan
SYHCI;J

Audit Details
Ceﬂ;ﬁraliun
Full
All operations.

Single company

O This is & team audit

678234

01 Jun 2023

15 Jul 2023

o

Audit submission date*

The time frames of the clock in AuditSoft™ are there to guide the auditor with the intent of
closing the audit snapshot in a recommended time frame. SCSA is the final authority on the
@ amount of time that can be taken to complete your audit and SCSA may allow you to exceed

the suggested time frames.

Important: Exceeding the recommended allotted time does NOT affect your ability to submit

your audit.

After the Audit Information section has been completed, with a green check mark next to each
subsection, it is time to move to the next section of the audit.

A AuditSoft - 3-Audit Details.asa

& ABC Construction Inc.
scsaconamzz

Saskatoon
SK - Saskatchewan
S?HG,;|

Audit Details
Ceu;ﬁ:anan
Full
All operations

Single company

O Thisis a team audit

B-m B 2 B @ @ @ A

678234

01 Jun 2023
15 Jul 2023

11 Aug 2023
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Scope
Site Sampling

An important part of audit planning is to determine which sites to visit, how many interviews to do and
the number of observation tours to complete.

The worksites included in the audit must be representative of the organization’s overall operations. To
determine the number of worksites to visit, the SCSA’s worksite visit guidelines have been incorporated
and AuditSoft™ automatically calculates the number of sites to include based on the active sites
entered. The main office/shop must be included in the scope of the audit.

@ The head office/main office/shop must be included in the scope of the audit.

When updating this Site Sampling Summary page:

1. Select Add site to add every active site and the head office for the company.
2. Foreach site, enter the number of employees in each role that work at the site.

A AuditSoft = o x

Site Sampling Summary

Description of

Site Type

@ |Saskatoon Head offi v | SK - Saskatchewan ~ ||Head Office
@ Regina Fixed site~ | SK - Saskatchewan ~ |Fixed Site
@ [Swift Current Job site ~ || SK - Saskatchewan ~ |Job Site

ADDSITE y N
: W N
Total Sites 3 Total employees @

Sites included 2 Total interviewed 0

yn
Minimum required sites to include 2 inimum required interviews 10 v:\i'*
N

Adjust these numbers manually

sites (typically over 30) you can select Adjust these numbers manually to add many sites

@ It is important to enter all the sites and all the employees at each site. If you have many
at once (see item 3)

10
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4. Based on the number of employees entered, a recommended minimum number of interviews is
calculated. This recommended number of interviews is calculated based on the SCSA’s interview
sampling guidelines.

Next determine which sites with be included in the audit. To be included means that you will
perform at least one evidence gathering activity at the site. There are 3 evidence gathering

methods:

D - Documentation review.

I - conducting employee Interviews.
o - completing an Observation tour.

5. Always include the head office in the audit. In most cases you will want to complete all 3 evidence
gathering steps (DIO) at the head office.

6. For other (“Job site” or “Fixed Site”) sites you may or may not include a documentation review
(more about this in the documentation review section), interviews and/or observations based on
the setup of the audit and whether you will physically or virtually visit the site.

A AuditSoft = [u] X
B I U= @B-m B 2 BE Q Qa0 a
Site Sampling Summary
o 00
& ¢
s K
& & & &
Description of L & & S
escription of ast N
site Type i i audited * <« &

@ [Saskatoon Head offi» || SK - Saskatchewan ~ ||Head Office 2022 ~
@ Regina Fixed sitev | SK - Saskatchewan ~ ||Fixed Site
@ |Swift Current Job site ~ | SK - Saskatchewan ~ ||Job Site
Total Sites 3 Total employees 29

Sites included 2 Total interviewed 0

Minimum required sites to include 2 Minimum required interviews 10

Adjust these numbers manually I

Interview Planning

Interview planning ensures that you select a representative sample of employees to interview. If the
auditor determines that additional interviews are required based on organization size and diversity of
work, the planned number of interviews can be adjusted:

11



1. The Recommended interviews are automatically calculated based on the fact that a fraction of a
person cannot be interviewed. The result is that the Recommended interviews will often exceed

the Minimum required interviews.

2. The distribution of the interviews across the included sites is presented in the interview plan.

Audisor

3. Selecting the Use Custom Interview Plan option will allow the auditor to change this distribution of

interviews manually. The auditor must receive a pre-approved alternative interview plan from the

SCSA before proceeding.

4. And, if pre-approved by SCSA, select the option: This interview plan overrides the automatically
calculated minimum number of required interviews, to override the automatically calculated

minimum number of required interviews with the approved number of interviews.

A AuditSoft - SCSA Auditasa

Interview Planning

&
& & o‘@b
& & F
Site ¥ S
Baskatoon 2 (3 |2

wift Current |2 4 1

Justification questions

Does the company fun multiple shifts?
Flease expiain in the comments section below

Are all shifts represented in the inferview sampiing?

Please explain in the comments section beiow

Piease &xpiain In the Comments S&ction deiow

Piease expiain in the COmMENts SECon below

Is interview sampling representative of all departments?

Pl This interview pian overrides the automatically calculated minimum number of required interviews

4
4 y -
GO BACK TO USING RECOMMENDED INTERVIEW PLAN ‘i%

Are new hires and experienced employees represented in the interview sampling?

B-m B 2 B Q@ 4 @ A O

Total employees

IMinimum required interviews

I Recommended interviews

°0)
14 I .\*7

Completed interviews

After the Scope section has been completed, with a green check mark next to each subsection, it is time

to move to the next section of the audit.

12
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B-m B 2 B a a @ A O

Total employees 29

Site

[ Minimum required interviews 14
Saskatoon |2 3 2

Recommended interviews 14
Swift Current 2 4 1

Completed interviews 14

@ s interview plan overrides the automatically caiculated minimum number of required interviews
GO BACK TO USING RECOMMENDED INTERVIEW PLAN

Justification questions

Does the company run multiple shifts?
Please explin in the comments section below

Are all shifls represented in the interview sampling?
Please explain in the comments section below

Is interview sampling representative of all departments?
Please explain in the comments Section below

/Are new hires and experienced empioyees represented in the interview sampiing? -
Please expiain in the comments section below o

13
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Gather Evidence

When gathering evidence, it is standard audit practice to visit one site at a time. At each visited site you
may decide to complete any, or all, of the following evidence gathering steps:

1. Review documentation (D) to ensure that policies and procedures are in place,
2. Interview (I) employees to verify that they are aware of the policies and procedures, and
3. Complete an observation (O) tour to confirm that policies and procedures are being adhered to.

With the use of technology and specifically online document repositories (Dropbox, SharePoint, etc.)
and video conferencing tools (Zoom, Teams, etc.), some of the documentation review and interview
tasks can often be completed remotely or from a single location.

Review Documentation

When you start an audit, it is a best practice to start with a documentation review at the Head Office.
Depending on the documentation available at the Head Office you may not have to review
documentation at other (“Job site” or “Fixed Site”) sites. During the documentation review there are
generally two types of documents that are encountered:

e Directive Documents — These include policies and mission statements that apply to the entire
company. Because they are companywide documents, they only need to be reviewed at the Head
Office. They are the same at every other site and can therefore be omitted and do not have to be
reviewed again when visiting other sites.

e Operational Documents - These on the other hand, are site specific and include pre-job hazard
assessments, inspections, emergency response plans and site-specific job descriptions. If these
documents cannot be accessed and reviewed at the Head Office, they should be reviewed at every
other site included in the audit.

To start the documentation review at the head office:

o In the Gather Evidence section of the left navigation menu select Review Documentation and then
select Add/Edit next to the Head Office site name.

14



Record documentation review results for the sites included in this audt

Site

Saskatoon

Swift Current Ex

Site not listed? Add or edit included sfles

All documentation review questions should be answered at the Head Office.

The only questions that do not need to be answered are those optional questions that may not be

applicable and that can be marked as Question is not applicable to this audit.

Questions that are marked as “Question is not applicable to this audit” will not be scored
and will not be included in the overall audit pass/fail calculations.

The documentation review requires the auditor to determine the % Compliant (3) based on the
following available options:

e Yes (100% compliant with requirements); or
o No (0% compliant with requirements)

15



ABC Construction Inc.

scsacoraen

1 2 3 4 L] L] 7 & ® 10 " 2 13
Questions
11 Inciudes managements commitment to provide a safe and heaithy work

environment? (3 points)

@ ADD ATTACHMENT

12 Expres

sses a to work in a spint of and
workers? (3 points)

ADD ATTACHMENT

parties? (0-4 points)

ADD ATTACHMENT

ADD ATTACHMEN

reported? (0-3 points)

13 Addresses accountability and responsibiity for safety and health for workplace

22 During hazard assessments are both existing and potential hazards identified and

Aud}{Soft

B-m B 2 B Q@ a @ A O

% Compliant ___ Comments

ty audifor notes go here

My auditor notes go here

My auditor notes go here.

- =

. 1
14 \s il_gned by current senior management and appropriately dated? (2 points) m - =< My auditor nokes go here.
ADD ATTACHMEN
21 Doformai hazard assessments include ail aspects of company operations, including . "
routine and non-outine where work is performed? (0-7 poins) NO B @ | Myavaornotes go here

My auditor notes go here.

Reviewing documents at Other Site(s)

At the start of the Review Documentation section the differences between directive and operational

documents were discussed. If all the operational documents required for the audit were not available at

the head office for review, it may be necessary to review only those operational documents that were

not available as part of a head office documentation review at other site(s).

| A Auditsoft

Record documentation review results for the sites included in this audit

Saskatoon

Swift Current

Stte not listed? Add or edit included site:

Site Evidence

ADD/EDIT o

4. Start the documentation review at the next site.

5. Atthe site, questions related to directive documents, that have already been reviewed at the head

office, can be ignored and can either be:
a. marked as Not applicable to site, or

16
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b. can be left blank.

6. Questions related to operational documents that are specific to the site, and that could not be
reviewed at the head office, like site specific hazard assessments should be answered.

Reviewing Documentation at Swift Current m

12 3 4 8 8 7 8 0 w o m u u 1 sm s e omom
Questions % Compliant _Comments

11 Includes managements commitment to provide a safe and healthy work

My ausitor note
environmant? (3 points) y auaitor notes go here

12 Expresses a to work in a spirit of d cooperation with the
workers? (3 points)

My 3uditor notes go here.

parties? (0-4 points) My augitor noles g here

14 s signed by current senior management and appropriately dated? (2 points My auditor noles go here

13 Addresses accountabilty and responsibiity for safety and healtn for workplace A E
e

21 Do formal hazard assessments include all aspects of company operations, including [N A or note 1
routing and non-routine where work is performed? (0-7 points) ~ YES N B @ | Myauoitornotes gohere

22 During hazard assessments are both existing and potsntial hazards identified ang i S
reported” (0-3 points) 4 sutitor noles go here

Office or also at additional sites will be determined by the availability of documents and is

@ The decision as to whether operational documentation should be reviewed only at the Head
ultimately a decision that each auditor must make on a case-by-case basis.

Averaging the Documentation % Compliant over multiple sites is calculated based on a

@ Mathematical average. For example: if on an operational document review question you
assign a “Yes” or 100% Compliant at the Head Office and a “No” or 0% Compliant at another
site the Result that will be used for scoring will be (100% + 0%) / 2 = 50%

Conduct Interviews

After confirming the existence of the required documentation, the next step is to verify how well the
health and safety system is communicated to employees. This is accomplished by interviews to
determine if employees were included in the development of the program and to gauge their
understanding of the OHSMS, procedures and policies.

A representative sample of employees will be interviewed to verify specific audit questions. The auditor
will determine whether the interviewee provided a positive or negative response. If an interviewee is

17
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unwilling to provide a response to an interview question it can be marked as no comment, which is
treated as a negative response.

It is an industry best practice to interview employees one-on-one in a private setting where they can
speak openly. To start an interview:

1. Select the role of the person that you are interviewing at the site where they work.
2. Then select Start.

o-m B 2 B Q@ Q@ @ A O

Record your interview resuls by clicking on the grid item below that commesponds 1o the interviewee's role and the site of
empioyment

&

Site
Saskatoon | 0/2 fOO8 z | 0/2 !

Swift Current
Manager at Saskatoon

Site not listed”
EIEUAE  New interview

The Interview page will only list questions that are applicable to the role of the interviewee that was
selected.

8 Saskatoon ~ | Manager v || Te 1 m

Question Comments Response
13 Addresses accountability and responsibility for safety and health for workplace 4 sutor .
parties? (0-4 points) M SONOE SNy 0o oty 9 © R

INTERVIEW QUESTIONS

« What are your safety and health responsibilities?
« How are you heid accountabie for them?

15 Is visibly posted in the workplace and/or made readily available to all o 2
My 3udd i 0 hert
workplace parties. (3 points) SSSIICIE 0, 9 O R

INTERVICW OUESTIONS

« Wnere would you find a copy of the safety and heaith policy?

16 Is communicated to workplace parties? (3 points)

My augtor notes go here.
srEvicw ouEsTIoNs ] [N S

o In your own words, what does the safety and heaith policy say?

21 Doformal hazard assessments include all aspects of company operations, @) Ao ior 6ol 30 hars n o o R -
including routine and non-rautine where wark is nerfarmed? (0-7 naints) 1 18

18
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Interview responses are stored in the AuditSoft™ audit file (.asa), but to ensure auditor-

interviewee confidentiality, individual interview responses are not reported in the PDF audit

report. Responses are aggregated and converted into a % which is included in the report and
@ used to score the audit.

Important: Care should always be taken to ensure that specific employee responses cannot
be deduced from written findings in the Audit Results section of the audit.

Record Observations

The final evidence gathering step is to complete a tour of the site(s) that were visited and to record

observations. The purpose of conducting observations is to verify the information gathered during the

documentation review and the interviews, and to get a sense of the overall level of compliance with the

standards and company policies and procedures.

In AuditSoft™ navigate to Record Observations within the Gather Evidence section on the left side in
the navigation menu and enter your detailed observation notes for each site toured.

Averaging the Observation % Compliant over multiple sites is calculated based on a

@ Mathematical average. For example: if based on your observation you assign a “Yes” or
100% Compliant at the Head Office and a “No” or 0% Compliant at another site the Result
that will be used for scoring will be (100% +0%) / 2 = 50%

The evidence gathering steps represent the bulk of work in any audit and after completion the Gather
Evidence section in the navigation menu will be marked with a green check mark next to each
subsection. It is now time to move to the next section of the audit.

| A AuditSoft - £ X

Record your site tour observations from the sites included in this audit

Site Evidence

Saskatoon ADD ! EDIT L

Sile not listed? Add_

19
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Audit Results

The Audit Results section is where the auditor will draft the final audit responses that will appear in the
report. Any notes recorded during the Evidence Gathering steps can be accessed and referenced to
formulate the final audit response.

The information presented in this section must be detailed enough for the organization to address gaps
identified in their OHSMS.

Audit Results contains 14 elements and 3 supplementary elements, with each element of the audit
having several questions. When answering each question, it is important to keep the content separate
and to not duplicate content. In general, there are three (3) text areas per question for recording:

1. Findings and notes are required for all questions.
Strengths are optional.
Recommendation/Opportunities for improvement: A Recommendation is required if you do not
achieve all the available points for a question, else you can optionally define an Opportunity for
improvement.

When composing the final audit responses for a question click on Show Comments (4) to
view and/or copy your Evidence Gathering notes associated with the question. Remember

@ that you are now compiling the final response and you should rewrite your notes as full
sentences for the final report.

B-m B 2 E @ @ @ A O
[ [ s e oy
1 - Safety and Health Policy .

Senior management shall establish, implement, monitor, and maintain a documented occupational safety and health policy appropriate to the scale and nature of
the organization's operations and activities, and associated risks.

Does the employer have a written safety and health policy that:

14 Includes management's commitment to provide a safe and healthy werk environment? (3 points)
auncLmes Documentation 90% 0/3

189 or follow u
The policy must state management's commitment fo provide a safe and healthy work environment O Flag for foliow up

From documentation: mus convalks ullamcorper aliguet consequat ultrices auctor commodo viverra

feugiat hendrerit

Documentation sampling: Saskaioon [95%], Svafl Current [N/A]

Write your detailad fingings as they should appear in the final report O

[ Trisis a key strength B3 This is a key suggestion
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Scoring

Every audit question is verified during the Evidence Gathering process by appropriate documentation,
interviews and/or observations and by then assigning a Yes for 100 % Compliant or No for 0%
Compliant for each verification method used.

The % Compliant assigned to each question is automatically converted into question scores through one
of the SCSA scoring rules. If a question has multiple evidence gathering requirements the scoring rules
are applied to each separately:

1. Documentation All-or-Nothing Scoring
a. Must be 100% compliant to get all the points.
b. 99% compliant or less results in O points.
2. Interview All-or-Nothing Scoring
a. Must be 50% compliant to get all the points.
b. 49% compliant or less results in O points.
3. Observation All-or-Nothing Scoring
a. Must be 100% compliant to get all the points.
b. 99% compliant or less results in 0 points.
4. Other Special Questions: Some questions in the audit that have special rules that determine how
evidence gathering steps will be combined to determine the score. They are:
a. OR Scoring questions
i. Two or more options are available for scoring these questions and the auditor must
select which of the available soring options to use. For example, should the sore be
determined by the D, | or O?
ii. For these questions the selection of the evidence method to use is determined by
the auditor and is NOT done automatically.
iii. Examples: 2.9, 2.11, 3.5, 5.3, etc.

| A AuditSoft

B-m B 2 B a a @ A O

1.5 Is visibly posted in the workpiace and/er made readily available to all workplace parties. (3 points)
cuosunes @ Interviews 60% 3/3

During worksite observations, verify the safety and health policy has been posted. If no suitable means of posting
is available, points can be awarded if the majority of interviews confirm it is made readily available to workers (in Score based on
the form of a handbook, safety and heaith manual, o other accessible siectronic format)

O Fiag for follow up

From interviews: My auditor notes go here

From observations: condimentum porttitor maecenas vel quis aliquam purus at lacinia hac fusce
dictumst dignissim non

Interview sampling: Saskatoon [/5], Swift Current [3/5]

Write your detailed findings as they should appear in the final report
Only compiete this f this s a strength in the OHS program Only compiete this if you have a suggestion for improvement
O Thisis a key strength 2 Thisis a key suggestion

1.6 s communicated to workplace parties? (3 points|

suibEUNES Interviews 73% 3/3

1ag for follow
Tha malnsity o infarviam ratnansss mirel rntirm What o narsrnal smdarstond tha safolv nd haakh nasi [ iag for foilow up
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b. AND Scoring questions

i. For “AND” questions requiring 2 or more evidence verification methods both must
be compliant to score point.

ii. For “AND” questions AuditSoft will automatically select the method that results in
the LOWEST number of points.

iii. Examples: 2.2, 2.10, 3.1, 8.10, etc.

After answering every question in the Audit Results section, it will be marked with a green check mark
next to each element and sub element. It is now time to move to the next section of the audit.

[0 [52 13 [1s | oo [0 svmmar

1.5 s visibly posted in the workplace and/or made readily availabie to all workplace parties. (3 points) =
Guonmnes @ Interviews 60% 3/3
During worksite observations, very the safety and health policy has been posted. If no suitable means of posting
is available, points can be awarded if the majority of interviews confirm it is made readily available to workers (in Score based on Interviews
the form of a handbook, safety and health manual, or other accessible electronic format),

O Fiag for foliow up
Wiite your detailed findings as they should appear in the final report
Only complete this if this s a strength in the OHS program. Only complete this if you have 2 suggestion for improvement
[0 Thisis a key strength This is a key suggestion
1.6 Is communicated to workplace parties? (3 points)
avocines Interviews 73% 3/3
Flag for follow uj
The majority of interview responses must confirm that all personnel understand the safety and health policy. O Feo ¥

aliquet suscipit tempus portitor fusce viverra sociosqu in at Lectus condimentum commodo tortor maecenas mus dignissim ad
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Summary Information

The final section of the audit to complete is the (1) Summary information section. This section is an

accumulation of supporting documents and attachments that must be provided as part of the audit
submission. Each sub-section may include:

2. An area for providing a written response and/or
3. The ability to attach a document.

| A AuditSoft

AuditSoft Certificate

auoELmes

I this is your first audit with AuditSoft, attach a copy of your AuditSoft Application Overview online training certificate
of completion

Attached is the auditor's certificate of completion for the AuditSoft Application Overview online training

@ HIDE ATTACHMENTS  + ADD MORE
AuditSon Certificate of Compietion.pdf x

[0 Fiag for foliow up

[0 Document is not applicable

After completing this section, your audit has been completed and there should be a green check mark

next to each element on the left menu of AuditSoft™. It is now time to move to the final section to submit
your audit for a quality assurance review.

| & AuditSoft

AuditSoft Certificate

GuonLmes

1T this is your first audit with AuditSoft, attach a copy of your AuditSoft Application Qverview cniine training certificate
of completion.

Attached is the auditors certficale of completion for the AUGISOR Appiication Overview onling iraining.

) HIDE ATTACHMENTS  + ADD MORE

AuditSoft Centificate of Completion pdf x

O Fiag tor foliow up [0 Document is net applicable
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Review and Submit

You are now ready to review your audit before submitting it:

1. The Save PDF report button in the toolbar will create a draft PDF for you to review.

@ You do not have to complete the entire audit to review your PDF draft. You can create a draft
at any time even if your audit is only 5% or 10% complete. Drafts are not submitted to SCSA.

Draft PDF reports will be opened in the default PDF viewer on your computer. Not all free PDF
@ viewers are updated regularly to comply with the latest released PDF format changes. It is

highly recommended that you install and use the latest version of the Adobe Reader (see

https://get.adobe.com/reader) to view the generated draft audit report.

B-m B 2 B @ @ @ & 0O
{f.&:‘

Submit Audit c
When you have compieted your audit, use the form below to send it 10 G Safety

These sections of your audit are incomplete:

« 1-Safety and Health Policy

A
.‘i; 4

The foliowing will b included in your submission.

POF Report o

@ (.asa) - Requirad for a student audit submission

audit for ABC Construction Inc.

When you have reviewed the draft and you are ready to submit it to SCSA:

2. Select Submit from the bottom left in the navigation menu.

3. Confirm that there are not any incomplete sections in your audit. If there are, click on the link(s) to
add additional content and then return to this section.

4. Click Send to submit your audit to SCSA for quality assurance (QA).
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Questions and Support

Content Questions

For answers to questions related to the content of the audit like:

e what exactly is expected as a response or
e where you can get more detail on how to answer a question or
e can this question be reworded, etc.

Please reach out to SCSA for clarification they can be reached at:

e Email: programinfo@scsaonline.ca
e Phone: 1 (306) 5250175

AuditSoft™ Questions

AuditSoft™ is a software company that implemented the questions set and guidelines as they were
provided by SCSA. AuditSoft™ cannot change questions and/or wording independent of approval by
SCSA.

If you have a question about how the AuditSoft™ software application works, there is an extensive online
manual including many frequently asked questions (FAQ) responses that can be accessed at:

e Online FAQ articles: https://AuditSoft.co/support/

Or if you require software support, please contact AuditSoft™ at:

e Email: support@AuditSoft.co
e Phone: 1(888) 514 3534
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