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In this issue: 

• 2021 Audit – Remote Audit Tips & Tricks 

 
Getting ready for your remote audit but not sure where to start? How do you organize the 
documents to be reviewed? How will you manage remote interviews? 
 
Have no fear, the CCSA is here. We have conducted two Documentation + Interview Audits in 
2021 and we are here to share our learnings! 
 
When should I start preparing for the remote audit? 
Prepare for the remote audit process at least 3 months in advance. 

• Once you have a date and, if required, an external auditor booked, register your audit 
with CCSA. 

• Book a meeting with the auditor as soon as possible to review the details of the audit 
such as: 

o If there are multiple sites, plan which sites will be included in the audit and 
provide the total number of employees for the organization by breakdown of 
site and department.  

o How you will share the documents – via cloud-based platforms, USB, etc. 
o How you will manage interviews – phone call or virtually via Zoom, Microsoft 

Teams, etc.  
 
When should I upload my documents for the auditor? 
Plan to start this process 3 to 4 weeks in advance, to ensure you have adequate time to upload 
all the appropriate documents. To assist organizations, CCSA created a documentation request 
checklist. Review this list and speak with your auditor if you have any questions about the 
requested documents. 
 
How should I organize my documents when I upload them for the auditor? 
CCSA has found that organizing the documents by elements is very helpful. If your site has 
multiple sites, place the overarching documents within the element and then create folders for 
each site within each element for the site-specific documents.  Make sure you discuss this with 
the auditor, as communication is key! 
 
  

https://continuingcaresafety.ca/resources/certified-external-auditors-list/
https://continuingcaresafety.ca/pir-cor-audits/audit-tool-and-resources/
https://continuingcaresafety.ca/wp-content/uploads/2021/03/CCSA-Documentation-Request-Checklist-2021.pdf
https://continuingcaresafety.ca/wp-content/uploads/2021/03/CCSA-Documentation-Request-Checklist-2021.pdf


 
What if the months the auditor has chosen for the documentation review do not have some of 
the documents available? 
The employer may have to pull documentation from other months to ensure a sample is 
available for the auditor to review. For example, if the employer holds quarterly HSC meetings 
and the auditor has request three months where the HSC meetings did not take place, then the 
employer would still need to upload the HSC meeting minutes even though they are not in the 
‘sampled’ months. 
 
How can we hold the pre and post audit meeting? 
Pre- and post-audit meetings can be set up remotely using web-based platforms (Teams, Skype, 
WebEx, Zoom, etc.) or by conference call. 
 
How do we conduct remote interviews? 
Remote interviews can be conducted using web-based platforms (Teams, Skype, WebEx, Zoom, 
etc.), telephone calls, or in some cases written questionnaires can take the place of interviews.  
 
How do I prepare for conducting web-based audit activities such as pre/post audit meeting 
and interviews? 

• When speaking with your contact, find out if the site/employees involved have access to a 
computer or tablet that has a camera, microphone and speakers.  

• Make sure the location is private for the interviews 

• Test the platform ahead of time to ensure it works. 

• Send out separate calendar invitations with the proper login information to the web-based 
platform. 

• For interviews, send out separate calendar invitations with the proper login information to 
the web-based platform for each day of the interviews. For example, if you will be 
conducting interviews between 8 and 4 on Day 2, create a web-based meeting for Day 2 
starting an hour prior to your first interview and ending 2 hours after your last interview 
begins. This will give you ample prep time at the beginning and you won’t be pressured to 
end the last meeting at a specific time.     

• If web-based does not work, then you will need to set up a telephone meeting to complete 
the audit activities.  

 
** If you already use a web-based platform, ensure you check: 

• How long meetings can go (some have limitations); and 

• How many participants can attend a meeting (again, there may be limitations). 
  



 
 

I do not have access to a web-based platform to conduct interviews but would like to, what 
should I do?  
There are many web-based platforms available such as Teams, Skype, WebEx, Zoom, etc. and 
some are free to use. For example, Zoom offers a FREE basic plan that includes group meetings 
for up to 40 minutes and unlimited one-on-one meetings. 
 
What if I encounter issues throughout the audit? 

• Ensure you have indicated to the auditor who the contact person or persons are; 

• Review how the auditor should communicate if there any questions or concerns such as: 
o Daily emails with questions; and 
o Daily follow-up meetings with the auditor to review any concerns. 

 
Should you have further questions, please reach out to the CCSA COR team at COR@ab-ccsa.ca. 
 

https://zoom.us/pricing
mailto:COR@ab-ccsa.ca

