EXPLORING THE AUDITSOFT AUDIT TOOL

INSTALL & ACTIVATION
1. The first step is to go to www.AuditSoft.co
2. Click on the download button
3. Follow the instructions to install the application

Note: Some anti-virus application may prevent the download/Install and you may have to add
an exception for AuditSoft in order for it to install.

CREATING AN ACCOUNT

1. Launch the application by clicking on the application icon
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2. Next click on the Create an account link (1) at the bottom of the login page
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Email address

Password

Eargot password

LOG IN

Not registered yet? Create an aL‘tnunt@




Complete the registration page:
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Sign up for AuditSoft
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LOGIN
Now that you have an account you can login with your registered user account credentials:

A pudiSoft - ] >

AuditSoft

- Email address - %

Bobi@example.com

Eorgol password

LOG IN

Mot registered yet? Create an account




AUDIT LICENSE

Production licenses can be purchased directly from the AuditSoft home page.

1. Ensure that you are logged in to AuditSoft

2. On the left side of the page select Get new license (1)

3.

4.
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Start a new audit

Campany nat on thiy lat?
GET MEW LICENSE

Recent files

Audd not on this st

In the Registration page you will specify the details of the company that you will be auditing

IMPORTANT: you will NOT be able to change the Audit Protocol (2) or the Legal Company
name (3) after completing the license purchase.

Please double check the spelling of the Legal company name and ensure that you have

selected the correct protocol

License details

‘“AMHSA - COR Audit License - Documentation only

— Legal name of company to be audited

Country of audit

Canada

[ Add one year of cloud backups for your audits Learn more

Your order

AMHSA - COR Audit License - Documentation only

GST
Total

1 accept the AuditSoft Inc. Terms and Conditions

PURCHASE CANCEL

Province of audit
- Alberta

$125.00
$6.25
$131.25



5. Next you will be prompted to provide your credit card details and then your credit card will
be processed for the purchase amount

6. If your credit card is successfully processed the purchased license will appear on the Home
page under the Start a new audit column (see 4 below). To start an audit simply click on this
license.
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Start a new audit Recent files
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Note: In the case of team audits each of the auditors in your team will be required to have
their own license in order to access AuditSoft

STARTING AN AUDIT

Now that you have obtained a license for your first audit you can get started by either:

e starting a new audit by clicking on a license in the left column (1) under Start new audit or
e byaclicking on one of the Recent files in the right column (2)

B dudtialt

v
AuditSoft
Start a new audit @ Recent files @

122 Enginesering Inc. p 123 Enginesring Inc.asa

Highway Trucking
B Highway Trucking asa

B ABC Warshousing. 353

[ XYZ Industries.asa

Comgany not on s 17
Audt




LAYOUT COMPONENTS
AuditSoft has 3 main components as shown in the image. They are:

3. Tool bar - Audit tool functions such as the process home button, save, save as, and a
detailed help button.

4. Navigation menu - Lists all components of the audit — used to move between sections and
questions.

5. Content page - Shows the information selected from the navigation section.
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Company Details

Company name based on your license

Trade Name

Address® @j This company has a Certificate of Recognition

nary Information

Postal / ZIP code”® Contact first name

Phone number* Contact last name

When you begin your audit, start by following the navigation menu and enter in the company and audit
details.

Continue entering your audit information by selecting the “scope” section on the navigation menu.
Enter information relating to the sites and locations, employees by level, and a justification for sampling
representation. The tool will automatically calculate the number of sites to visit and the number of
interviews to conduct.



GATHERING EVIDENCE

The Gather Evidence section of the navigation menu deals with 3 areas of data gathering:
Documentation, Interviews, and Observation.

REVIEW DOCUMENTATION

Select Review Documentation from the navigation menu and click on add/edit to enter your comments
from each site where you reviewed documentation.

Audit Information
Company Details

Audit De

Scope

Gather Evidence
+ Review Documentation

Sampling
, Gather Evi
15
1, Audit Resulis v
1 Manageme ership and O
112
21

REVIEW DOCUMENTATION

Record documentation review results for the sites visited during this audit

Site visited Evidence

Public Works ADD / EDIT CLEAR

Site not listed? Add or edit visited sites

-
Reviewing Documentation at Public Warks DONE -
Question Comments % Compliant
Is there a written Health and Safety Policy signed by the .
current senior manager? (5 points) .
More

Have specific health and safety responsibilities been written | 1 N
for all levels? (0-10 poinis)
More

Does management participate in meetings where health and
safety is discussed? (0-10 points)
More

Have jobs been inventoried for the purpose of formal hazard |
assessments? (0-10 points)
More

Clicking on the more link below each question will expand the question to reveal additional
information. These guidelines provide more detail on what to look for, and how to score your

findings.
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Reviewing Docurnentation at Calgary

Question

N mthens & written Heaith and Safety Pelicy sigrad by the current senice
manager? 3 points)

% Compliant

Werified by reviewing written policy.

To wwrard the 5 points, the policy must be signed by the curmet senior
manager, and must inchade

+ declaration of management commitment to heakh and safety that
wddraases physical, peychologacal. and social welktsing

+ genenal health and safety responaibilties of managers, supervison.
wiorkers and contracton

+ wnpectation that employess will comply with applicable legislation and
the crgaeutations cwn aalth and satety staedardy

Paints e Bwibeded Baasd o0 100% posnive mdautaes from dstiamentution

T8 Misvs anaeibic hashh snd nafass rasnnnabilfian kaan wristan for sl loate? il

Based on the evidence reviewed, record your findings in point-form in the Comments section.
These Comments are used later to compose a formal answer to the audit question. It is
recommended that you keep your notes short and to the point because are only reviewing
documentation at one site and have not completed the interview and observation steps, and do
not know if the evidence from those steps will support your initial findings.
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Reviewing Documentation at Calgary

Question

11 Isthers a written Mealth and Safety Policy sigred by the curent senior
mandger? (5 poirta)

% Compliant

100

WVarified by reviewing written policy. These notes summarize the findings across all visZed sites.

Ts wwrard thie S peints, thi peliey must be sigred by B curmest sanior
manager, and maust inchads

s axpectstion that employess will comply with soclicable legslation snd
the GogarRzation's cwn health and safety standards

Paints are awarded based on 100% posfive indkcatiors from documendation

Next assign a % Compliant indicating to what degree the reviewed evidence meets the audit
requirements. You should assign the percentage in accordance with the question’s guidelines.

IMPORTANT: Note, the % Compliant is not the same as the scoring the audit question. The
question score is automatically calculated based on the total % Compliant assigned across all
the visited sites. Scoring is covered in in the Audit Results section.

REVIEW DOCUMENTATION RESULTS

The results of all complete documentation reviews can be viewed by clicking on the Results tab.
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REVIEW DOCUMENTATION

Record decurmemtation review resuls for the sites vished during this audit

Siie visibed Ewidence
- o
Sne not listed™ Add

This presents all the documentation review findings in a single table and gives you a holistic
view of the entire audit and insight into the areas that did well and areas that are an
opportunity for continuous improvement.

There are columns displaying the % Compliant at each visited site and a Results column, which
combines those results.

The Results column data is used for scoring in your final audit report are calculated based on
specifications of the selected audit protocol as either:

the mathematical average of the sites visited, or;
the weighted average based on the number of employees at each visited site

Note: if the % Compliant was omitted the assigned % Compliant is marked as N/A in this table
and is excluded from all calculations.
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E ENTATIO RESULTS
Question Result Bomments Calgary Edmonmon
1 Is there a written Mealth and Safety Policy signedll 100% Buditor confidential notes are recorded heve 100% NA
by the current senior manager? (5 points) Ithough these notes are not included in the final
provt they can be copied and expanded upon
ter stage of the audit. These notes summacize
pe findings acroas all visited sites
15 Have specific health and safety responabilities #3% Judnor confidential 0% NA
been written for all hevels? (0-10 pownts) Ithough these notes are not included in the final
pooct they can be copeed and expanded upon n
ter stage of the audit. Thase notes summarze
be findnge aceoss ol d sitea
112 Does management participate in meetings wherdl  §3% Rudnor conficdential 3 ate recorded here B3% N/A

ithough these notes are not incloded In the O.r\o‘
jport they can be copeed and expanded upon &
tor stage of the audit. These notes summarize
pe findngs accoss all visited sites.

notes ate recorded heve 65% 70%
though these nctes ane not incloded in the fina)
hocet they can be copied and expanded upon &
ter atage of the audit. These notes summarize
be fndings across all visited sites

health and safety is discussed? (010 points)

Fal Have jobs bean inventoned for the purpose of 7N
formal hazard assesamants? (0-10 points)

uditor confudent

Has the employer compiled a list of tasks
associated with sach jeb? (0-20 points)

udnior confidential notes ate recorded heve

though these notes are not included in the final
port they can be copled xpanded upon »
ter atage of the audit SAes summarze

be fndings acrons all viszed sites

7N




CONDUCT INTERVIEWS

The Content Page on the right lists a table containing all the sites that must be visited during
the audit and the job roles that must be interviewed at each visited site. Each table cell contains
a fraction showing how many interviews have been completed relative to the recommended
number of interviews for a specific role at each visited site.

To start your first interview click on the role cell in the table that corresponds to the site where
the interviewee is located.
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SELECT INTERVIEWEE

Record your intenview resultn by chicking on the grid itemn below that soereapends to the imtendewes's role and the site of smployment
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Site not isted? &

Interviews are intended to be anonymous and you should only identify the interviewee by title.
The Title field at the top of the page is optional, but is useful for distinguishing between
responses from interviewees with the same role and that work at the same site.

The audit questions listed on the Content page are only those that require a response from the
selected interviewee Role and all other questions are excluded from the question listing. You
can change question lists by changing the Role of the interviewee.

IMPORTANT: Remember, when you are conducting interviews, you are verifying that the
system you are auditing is understood by the employees of the business. The best way to do
that is through a conversation about policies and procedures, and how employees implement
them in their daily activities. To assist you with this the question may includes sample
questions.
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Calgary - Seniar manager - Title 1 m

Diuestion Commenis Response

Has completed questionnaing o

I the health snd wafety policy communicated to employess? (03 points)
L Mot asked

e wirployies dware of the haalth and 1%y policys content? (-5 pests]
b Mot asked

Do employees understand thed:
Mo

individusl OHS righna? (-5 painta)



Expanding the question by clicking on the More link will reveal the question instructions and if
provided by the protocol this will including suggested sample questions that can be used as
conversation starters. They assist you in determining the employee’s understanding of the
content. The conversation that follows helps determine the interviewee’s response to the

question.

B Sedaioh - | - interview.na
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Calgary -

Qusstian

Has completed questionnaire

is the hawhth and safaty policy communicated to smployess? (05 points)

Verified by senior manager, manager, and supervisor interviews.

o veawas Must be sisbe 13 duseribe hew thay ensure that the policy i
cemmunizated ta emsloyeen

Points are awarded baved oo the percentage of ponitive respontes Frovde
examples

» What areas are you reeponsible for?

# How long hawe you worked here?

= How long have you been in this position?

« B you iake a bead rode in formal hazard assessmenis?

= Do you directly supsrdse workers?

= ire you on the MEC comenties or the HS Representative?

= How do yeu ensure employees s mads sware of your HLS poley?
Busdine: £ae penfarce that eontaees s can alsa inclode sell-emploed
parsans

Al Wk hailth wad saldat Aalists sAsnma WG aiaasl
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Risponss

O

Comemasnts

Mot asked

Based on the employee’s response, summarize your confidential Comments in point form. In
this section you are just gathering information, not writing the final report. The comments you
add here do not show up in the final audit report, but they can be referenced when deciding
what suggestions to make, or what to follow up on during the site observation tour.

The Comments you enter also appear every time you conduct an interview, so you can collect
all your comments about a question in one place, making it easier for you to speak to specifics
when you’re completing your findings (see 1 below).
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Calgary - Senior Mansg e -

Question

Has completed questionnaing

Is the health and safety policy communicated to employess? (0-3 points)

WVerified by senior manager, manager, and supervisor interdews.

i et Musl be atde 13 describe how they ensure tha the pelicy i
ennunieanid 1o ki

Pointy st wwarded based oo the parcantage of peaitive respenses. Prods
sramplis

+ What aneas are you reponsible for?

+ How long have you worked hare?

+ How long have you been in this position?

+ Do you tabe a bead role in formal hazard assessments?

o Do you directly Supdrviss workins ™

+ Are you on ihe H5C commitiee or the HS Represantatie?

* How do yeu ensure smployees are made wsare of your HAS policy?
Ausdites can reindorce that contrectars can slss includs seif-smployed
pernons
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Cammenis Responge
Audior Confidential inferview notes are summarized here
Mot asked =
Mot asked [ ]
Hegative
Mo oomment

©,
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Next to the comments, select the appropriate Response that you received from the employee
(see 2 above). There are four options:

Positive,

Negative,

No Comment — this is treated in the same manner as “negative”, and;

Not Asked — Always check with your certifying partner or certification body before skipping
qguestions. As a general rule, all questions must be asked to all interviewees, but there may be
exceptions.

When the interview is complete, click Done to return to the summary page. Notice that the
interview table is updated accordingly.

[ A AaditSom - 1 - intervew.ans
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Site visited
Calgary HOIS 0/4 0/s
Edmonton 0/2 0/3 0ss

Site not ksted? A

ENTER MULTIPLE INTERVIEWS

In some cases, it may not be practical to record interview results on your computer while
conducting interviews. For example, if you are at a remote site, you may need to interview
employees in your vehicle. It may be more practical for you to record your results on

paper. Then, when you return to your home office, these paper results must be entered.
Rather than entering the results individually, you can use the bulk data entry option to enter
the combined results of multiple interviews.
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Question Commenis Response

[m]

Has completed gusstionnaing

14 Areemph wace of th health faty pokcy's content? {08 points) . "
Ars amplapees sws ® of the health and safety polcy’s content? (-5 points) Asxitor confidential interview notes are summarized hees.

5 5
1.6 Doemgloyees understand their

162  Individual OHS rights? (03 points) Assditor confidential interview notes ace summarized here

166 Company assigned heakh and safety responsibilities? (0-3 points)

N8:  Legilated heskh o sabety esponasbiliies? (-5 pointa)




To make a single data entry for multiple employee interviews first change the
interview Quantity to represent the number of interviews that are being entered. You will
notice that the answer column is replaced by two columns:

The first represents the number of positive responses and
The second the total number of employees that were asked to answer the question.

For example:

If you asked the question to five workers, and only four had positive responses record 4 out
of 5.

If you asked the question to five workers, and one worker had no comment and 3 had positive
responses record 3 out of 5.

CONDUCT INTERVIEWS RESULTS

The results of all complete interviews can be viewed by clicking on the Results tab.
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This presents all the interview responses in a single table and gives you a holistic view of the
entire audit and insight into the areas that did well and areas that are an opportunity for
continuous improvement.

There are columns displaying each conducted interview and the Response recorded for each
guestion. The Results column, lists the total percentage of positive indicators for each question.
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SELECT INTERVIEWEE RESULTS
p—
Croestion Resdt Komments Calgary - Senice Calgary - Senkor Calgary - Calgary - Calgary Calgary =
manager manager Manager Manager Manager Suptrits

s the health and safaty fsites notes aie - Pastw Fositive Pesitve Poste Pus
o wenplayees? (0-5 poims) hucenaized hate
Are smplayees sware of the heakih and safety 54%  [Rusditor confidential interview notes are Positive Postive Positive Positive Postie Poa
policy's content? {0-5 points) ummarized here.

& Do emplopees understend thee
Individhaal OHS rights? (8-$ points) o Positiee Negative Magatie Positve Postre Pos
Company sasigned hashh and satety 5% Fositve  Mocomewst  Positive Fositive Powtre Pos

el
Legislated hwalih and safety responainditien? [f s2% Positive Not ashked Positie MHagatien Powtive Pa1
(0-5 poits)
s s
i managers and supervizors understand thefl 5% A HiA Nocomment  Positve  Mocommest  Fos
respansibiity for the health and safety of the
workers under their supsrision? (5 poinss)
Arw oengliyaas evabasted oo thair individianl [l 555 [udiver contidestial intarciam notes are Positive Positie Positive Positg Positiv Poa
haahth and sadety part {010 points) e hare
Does senior managemaent communicatets [ 50%  fRuditor confidential interview notes are Poaitive MNegative Positive Pasitive Postve Pos
meloyees, at last ansually, the ceganization umenaizad hers
" fety? {10 points)

comenimant ta haalth and safery? (10 poimtafl ]



RECORD OBSERVATIONS

The Content Page on the right lists only those sites that were marked as Visited in the Site
Sampling Summary. If a site is not listed, click on the Add or Edit visited sites to change your
selection of visited sites.

& AudtSol - 1 Otuervation (allaw
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RECORD OBSERVATIONS

Fecord your site tour observations from the sites visiied during this audit

Site visited Evidence
e oo

St ot lented? A o st wisited mitag

To record results from your observation tour, click on the Add or Edit button next to the site
that you toured.

The Content Page lists only those question within the audit that must be verified through an
observation tour and it list each question as it appears in the protocol.
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Reviewing Observation at Calgary

Question Camments % Compliant

in the Health and Safety policy readily svailable 1o employess? (35 points)
fre

I8 current health and safety legislation readily available at all work sites? (5
points)

Warvn the identidied engineering controls been implemaented? {020 pointa)

Clicking on the More link below each question will expand the question to reveal additional
information. These guidelines provide more detail on what to look for, and how to score your
findings.
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Reviewing Observation a1 Calgary

Question Comments % Compliant
12 Ba the Health and Safety policy readily wvallable 10 employees? (0-3 points)

Verdied by observation

The current policy may be posted on bulletis boards, in luncheooma and/or any
aewns wocwssble 10 employess. Ity 850 be in employes haedbosks, safity
manuals. and/or dowrlosded or stored dlectronically

Blortws st caacribe wheen the policy is located, snd how it is made scornaible)
10 all employees at that location. Provide exameles

Points are swarded based on the percentage of locations the palicy was
avadable

Based on the evidence reviewed record your findings in point-form in the Comments section.
These Comments are used later to compose a formal answer to the audit question. It is
recommended that you keep your notes short and to the point because are only reviewing one
site and have not completed all the documentation review, interview and observation steps,
and do not know if the evidence from those steps will support your initial findings.

& (@  Acme Industries Inc. da-m & 1 B & & O @

Feviewing Observation at Calgary

Question Comments % Compliant

12 bethe Health and Safety policy readily svailable 1o employees? (-5 paints)

1 wrw swcerded uce. Although thase n
wpon thiy cian b copied and 1pand,

89

Varified by observation

The curteen pakcy may be peated on bullesn boards, in luncheoama andior armg
aceas accessible i employees. 1t may abso be in employes handbocks, safety
ehiranks, and/er downlasded e aoted dectrancally

Holes must desceibe whers the policy is located, and how it is made scoessib)
Saall ernployees at that location Provice sramgles.

Points sew swarded based on the percestage of lacations the policy was
avalable

111 B srsr baabih and cafors lanialation madis svaiahla o ol wedd sitaa? (% T

Next assign a % Compliant indicating to what degree the reviewed evidence meets the audit requirements. You
should assign the percentage in accordance with the question’s guidelines.

IMPORTANT: Note, the % Compliant is not the same as the scoring the audit question. The question score is
automatically calculated based on the total % Compliant assigned across all the visited sites. Scoring is covered in
in the Audit Results section.

RECORD OBSERVATIONS RESULTS

The results of all complete observation tours can be viewed by clicking on the Results tab.
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RECORD OBSERVATIONS RESULTS

Recard your aite tour cbaerticnd from the aites vianied during this audit

.

Sine ot Bated? &




This presents all the observation tour findings in a single table and gives you a holistic view of
the entire audit and insight into the areas that did well and areas that are an opportunity for
continuous improvement.
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BSERVATIONS RESULTS

Question Result Jomments Calgary Edmonton
15 the Health and Safety policy readily available tl 85% Buditor confidential notes ace recceded beare. % 76
employees? (0-5 posts) Ithough these notes are not incladed in the fingl

s current health and safety legislation readily 958 93% 8%
avadable 3 o8 woek sites? (S points)
Have the identified enginesrning controls been TN LY TN
implemanted? (0-20 points) lthough these .

pocet they can be co
Have the identified personal protective equipmerll 79%  Rude 7Y 53%
(PPE) controls been implemented? (0-20 points) lthough these

pooet they can
Are employess uting the established hazad 93N o 100%

controls? (05 peints interview) (0-10 pones

obsarvation)

There are columns displaying the % Compliant at each visited site and a Results column, which
combines those results.

The Results column data is used for scoring in your final audit report are calculated based on
specifications of the selected audit protocol as either:

the mathematical average of the sites visited, or;
the weighted average based on the number of employees at each visited site

Note: if the % Compliant was omitted the assigned % Compliant is marked as N/A in this table
and is excluded from all calculations.

WRITING THE AUDIT REPORT

The Audit Results section of AuditSoft is where you compose your findings and summarize the
evidence you collected during your evidence-gathering activities. These findings support the
percentages that were assigned in the evidence gathering steps assign and form the basis of
any suggestions that you make on how to improve the audited Occupational Health and Safety
Management System.

Selecting Audit Results (see 1 below) will expand the section and will show all the audit
elements (see 2 below). The first element is always selected by default.
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1 - Management Leadership and Organizational Commitment

Management commitment and beadership is the essential foundation for a successful occupational health and salety managernent system (OHSMS). Management and

employees working cooperatively tagether is required for & health and safety system to succeed.

(R 15 thare & written Haslth snd Safuty Policy signed by the curment sesice mansger? (S poines)

Varitiod by riviwing mrittin policy. Documentation 0% /%
Interviews

T wvard th 5 peinta, thi policy must be sigrad by the current sankor manages, snd must include Observations

= declacation of management comnitment 16 health and satety that sddreiies phys
being

o general health and sadety responuibilities of managers, Fupervisors. workers #nd confracton

+ gupectation that employess will comply with applicable legislation and the arganization’s own hashth and safety
wlandardy

L piyehalogical and sccial well O #rag for follow up

Poirtn ace awarded based on 100% positive indicators from documantation

SHOW COMMENTS | | APFPEND COMMENTS
[ This is @ key strengsh [ Thisis o key sugpeaticn
1.2 1a the Heahh and Safety policy resdly svailanbe to amgdopees? (05 points)
werified by observation. DOCUMEntaton

SHOW AND APPEND COMMENTS

Below each question are two buttons:

e Show Comments : This reveals the confidential notes that were recorded during the
Documentation, Interview, and Observation steps. Review them before you start to write your
notes and findings.

o Append comments : Enables you to add the comments directly to either the “Findings and
Notes”, “Strengths” and /or the “Suggestions for improvement” sections of the question
response. After appending your notes you can revise them to compose the audit question’s
final response as you want it to appear in the audit report.

Note: These buttons only appear if you recorded noted in the evidence gathering steps

EXPORT PDF AUDIT REPORT

Ensure that all the sections of the audit have been completed. This will be indicated by a "check-mark" in the
navigation structure next to each menu section - see (1) below.



B AuduSoft

Summary Information

Select the Print Report option from the tool bar and save the PDF report
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Save repo "t

SUBMITTING THE AUDIT

Email the saved final report along with any attachments to audits@amhsa.net to start the
quality assurance review process. AMHSA will review the submitted audit and will request
revisions if required.

IMPORTANT: Do not provide a copy of the report to the client until you receive approval from
the AMHSA.

The Auditor is responsible to provide the client with a copy of the approved audit report after
AMHSA’s quality assurance audit review process is completed.



