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Making Corrections to Your Audit Revisions

When an auditor receives their audit back for corrections, there are 2 documents
which will be included. One is the QA Reviewer Form, and the other is the Audit
PDF. These are sent via the AuditSoft system, and the auditor who wrote the audit
report should receive an email notification for this.  

The QA Reviewer Form

There are 3 areas to the form: General Comments, Elements and Overall Report.
Please be sure to read all sections of the form, including the General Comments (if
any).

Some QA Forms will include General Comments and auditors should read
these carefully as comments may include important information for coaching,
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as well as some necessary corrections.
Each element section lists affected Question #’s and the element QA score.  
In these sections, the assigned QA Reviewer checks for scoring applied
appropriately, validation methods applied as per guidelines, justification notes
adequately justifying the scoring, consistency between notes and score
awarded, contradictions existing between strengths, as well as program
strengths and suggestions for improvement being appropriate for the
notes/scoring within an element.   

Critical errors are bolded with a peach background and all critical
errors are required to be fixed in order to pass the QA Review.  
Unlike the critical errors with a peach background, any errors with a white
background can be corrected at the auditor's discretion and do not
require a correction; however, it is strongly encouraged that all
corrections with a white background are also completed. 

The Overall Report section contains 5 parts, all of which have a peach
background meaning they must be corrected in order for the audit to pass the
QA Review. This section includes contradictions between one element and
another, element scores being calculated incorrectly, the total QA score, the
report having a minimum amount of grammar and spelling errors, the



Executive Summary containing key suggestions for improvement and the
summary score sheet accurately representing overall scores.  

The Audit PDF

For an explanation on the corrections required, auditors must reference the Audit
PDF for Sticky Notes/Comments. To do this, auditors must open the Audit PDF in
Adobe Acrobat and review the Sticky Notes/Comments for explanations on required
corrections. The assigned QA Reviewer’s name will show up at the top of the
comment. Ensure to read these comments carefully, in addition to the information on
the QA Form. Please do not reply to the Sticky Notes/Comments, - Auditors should
make the corrections to the best of their ability, and if auditors have any clarifying
questions, and/or need help understanding a required correction, they can always
contact COR@AB-CCSA.ca for support.  

Remember: All audit submissions, including corrections from the QA Review, must
be submitted through the AuditSoft system.  

Audit Tip of the Month: Moving Audit Files

An auditor may encounter a situation where they choose to work on an audit during
work hours and at home. To transfer the file from a work computer to a personal
computer, the auditor should: 

1. Right click the .ASA file 
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2. Compress to ZIP file 
3. Send the File as an attachment as an email. 
4. Repeat the process when moving the file back to the next workstation. 

The most important part of this is ensuring to zip the file before transferring it to
ensure all the information is transferred properly. To zip a file: 

1. Save .asa file to your computer 
2. Right-click on the file 
3. Click Compress to... 
4. then click on the ZIP File option.  

An alternative option for easily transferring audit file data is to purchase a Cloud
Backup. AuditSoft Cloud Backup stores a replica of all local backup files on a cloud
server, and these files are kept indefinitely or until an auditor deletes them.  

Additional audit soft information can be found here: 

Local and Cloud Backup by AuditSoft for Data Protection 
AuditSoft Cloud Backup | AuditSoft 
Local Backup vs Cloud Backup | AuditSoft 

It is also important to note that saving in the OneDrive/Shared Drives may
result in the file not being saved correctly. Saving a file in a USB stick may
also corrupt the .ASA file. Audit Soft recommends saving a copy once the
Auditor has completed the file just as a precaution. 

What to Include in the Employer/ Company Profile

Auditor notes need to include an employer profile/brief description of the operations
of the company to meet the guidelines of Partnerships Standard 2.2.7. This
employer profile/brief description should be included in the Employer/Company
Profile section of the audit. The purpose of the description of operations is to paint a
picture of what the day-to-day tasks look like.  

In the ‘Employer/Company profile’ section, please include information about the
organization, such as, 

the type of work conducted, including positions and key locations, 
a brief overview of the organization's operations and history, 
how many sites in total, 
how many employees in total, 
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any new sites in the scope of the audit (number of sites in scope and
interviews) 

Note: For COR Certification Audits only (not Recertification or Maintenance), please
include how long the organization has had a Health and Safety Program  

1 – 3 years, or  
3 – 5 years, or  
5+ years  
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