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South African Auditor and Training

Certification Association

Lead Auditor Performance Report


	Details of the Witnessing Lead Auditor

	Lead Auditor Name:
	

	Registration Reference No.:
	(Indicate SAATCA \ IRCA, Etc.)

	Occupation/ Position:
	

	Tel:
	
	Fax:
	
	E-Mail:
	

	Declaration of any relationship with the Auditor that may influence the provision of an unbiased report:

	

	

	


	Details of Lead Auditor Applicant

	Auditor’s Name:
	

	Organisation:
	

	Position held by Auditor:
	

	Tel:
	
	Fax:
	
	E-Mail:
	

	Existing Auditor Registration:
	(SAATCA, IRCA, Etc.)

	Scheme and Discipline:
	(QMS/EMS/OHSAS, etc.)

	Witnessing Requirements

All phases of the audit process must be witnessed to determine the effectiveness of the auditor in:

· Planning the Audit and making effective use of resources.

· Managing the audit and leading the audit team

· Communicating with the client & auditee

· Preparing the audit report

This performance report shall be completed in full and signed by the witnessing Lead Auditor.  Any supporting documentation that the witnessing Lead Auditor may wish to include must be attached and suitably identified as forming part of this report.

	Indicate areas not witnessed (separate reports will be required for this):



	Please indicate the competent person and his/her lead auditor registration reference that provided direction and guidance during the period that the candidate has gained lead auditor experience:




	CONFIDENTIAL

	1
Ability to plan the audit process and the resources required  for the audit.

__________________________________________________________________


__________________________________________________________________


__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

2
Ability to manage the on-site audit phases to the satisfaction of the auditee.

__________________________________________________________________


__________________________________________________________________


__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

3
Ability to manage the audit team effectively.

__________________________________________________________________


__________________________________________________________________


__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________




	4
Understanding the auditee’s management process.

__________________________________________________________________


__________________________________________________________________


__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

5
Ability to communicate the audit findings.

__________________________________________________________________


__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________


__________________________________________________________________

6
Ability to prepare the audit report.

__________________________________________________________________


__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________


__________________________________________________________________

7
Statement of the applicant auditor’s suitability for certification to this grade.

__________________________________________________________________


__________________________________________________________________


__________________________________________________________________

Signed: ____________________
Date of witnessed audit:______________

Date report signed: ________________

Auditee organization name:____________________________________________

Audit carried out on behalf of:__________________________________________


Responsibilities of Witness in Completing Auditing Performance Reports

Witnessors assigned with the responsibility for witnessing the performance of trainee auditors and lead auditors have the following responsibilities:

a)
identify and communicate to the applicant, the applicant’s employer (if applicable) and their employer (if applicable) any potential conflict of interest in assessing the performance of the applicant;

b)
ensure they are able to provide an unbiased Auditor Performance Report and/or Lead auditing Performance Report(s);

c)
witness audits and assess the applicant’s ability to perform competently in accordance with the requirements of ISO 19011 through a combination of document review, observation, and discussion with the applicant; and

d)
co-operating fully in completing the report in a format required by the auditor certification body for each audit witnessed.

In the conduct of these responsibilities witnessing QMS lead auditors:

a)
may or may not be a member of the audit team, but in any event, the focus of the witnessor shall be on evaluating the performance of the applicant;

b)
shall comply with the SAATCA Code of Conduct;

c)
shall only attest to the applicant's ability to perform activities actually witnessed;

d)
may perform the assessment of document review and audit reporting activities off-site.
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