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Quality Management Systems Auditor / Lead Auditor Course

Programme
Day 1
Session Session Topic / Activity Time schedule
{#) ' |
0.1 COURSE REGISTRATION
S 8:30am-9:00am
e Course Objective
1 COURSE INTRODUCTION
Overview of Quality Management System (QMS)- Calibration
of Prior Knowledge; 9:00am- 10:00am

- Intreduction to Quality Management System
- Purpose and business benefits of quality
management system
- 7 principles
- Changes from 150 9001:2008 to ISO 9001:2015.
Waorkshop 1 - Terms and Definitions
Workshop 1A- Crossword Puzzle-Terminologies of ISO
9001:2015
Refer to Exercise Folder
ISO 9001 REQUIREMENTS
Review of Clauses 4,5,6,7 of ISO 8001:2015
Work Shop 2- Quuality Policy and Objectives
Refer to exercise folder
Workshop No 3_ Part 1- ISO requirements auditing
1. Context of the organization
2. Leadership
3. Planning
Group Exercise Refer to your exercise handouts

10:00am-12:00pm

3 ISO 9001 REQUIREMENTS
Review of Clauses 8 of ISO 9001:2015
Work Shop 3_ Part 2- 150 requirements
1. Support
2. Operation
Refer to exercise folder

1.00 pm-2.00 pm

4 e Audit Planning 2.00-3.30 pm

- Typical forms of pre-audit contact and their
purpose

- Purpose of a document review, process and
outputs

- Purpose and significance of audit scope

- Importance of team competency and selection of
team members
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Quality Management Systems Auditor / Lead Auditor Course
Programme

- Objectives and consideration for an on-site,
process based audit ptan
- Use, benefits and checklist limitations
- Preparation of audit checklist,
Workshop 4- Process management

5 Role of Auditor to plan, cenduct, report and follow up a 3.30-4.30pm
guality management system in accordance to 150 19011

e Accredited certification and auditor certification
- Define certification and accreditation
- Purpose and Benefits of a certified/registered
guality management system
- Role of IRCA certification schemes
- Auditor Certification Scheme
- IRCA 190 part 1 and IRCA part 2
Workshop 5 — Audit Process Accreditation
* Flash cards- Accreditation process, Certification
Process
+ Discussion with partner before open the Group
Discussion
»  Open discussion and guestioning for students to
understand the auditing requirements for
Certification, Registration and Accreditation,
«  Clarification by trainer for any queries by student

6 Audit Process 4.30 pm —6.00 pm
s Definition of Terms (Auditor responsibilities)
- Roles and responsibilities of
v Audit Client

v"  Auditors
v"  Lead Auditors
v Guides

v"  Observers
» Management

- Management responsibilities of the lead auditor in
managing audit and audit team

- Purpose of Effective communication through-out
audit process

- Explain need for auditor confidentiality

- IRCA code of conduct
Workshop 6- roles & responsibilities {
brainstorming)

Review of Day -1 6.00pm-6.30pm
Recap, Feedback & questions
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Quality Management Systems Auditor / Lead Auditor Course
Programme

Note: There will be a tea/coffee break both in morning and afterncon session for about 15
minutes

Day 2 S
Session Session Topic / Activity Duration

(#)

* ReviewofDayl 08:30am —09:00am

7 ISO Requirements:
Review of Clause 9 & 10
Work Shop 3_ Part 3- 1SO requirements
1. Performance Evaluation
2. Improvement.

9.00 am - 10.00 am

8 Audit Process

e Audit Process

- Purpose and conduct between 1% 2“’5, and 3™
party audits

- Initiating, conduction audit follow up, including 2-
stage approach

- The process approach to auditing

- Various other approaches to audit.

- In-Depth coverage of Enterprise Risk Management
— COSO framework — assesses and enhances
internal control systems, identifying, evaluating
and addressing audit programme risks.

10.00am —11.00am

9 Stage 1 Audit- Document review

- Preparing document review in preparation for the
audit

- Briefing on Audit plan, Audit Checklist and Audit 11.00 am —~12.00am

schedule.

Workshop -7 Stage 1 Document Review

Stage 1 Audit- Document review
- Preparing document review in preparation for the
audit
- Briefing on Audit plan, Audit Checklist and Audit 1.00 pm —2.00pm
schedule.
Workshop -7 Stage 1 Document Review

10 Reporting and following up the audit 02.00 pm-3.00pm
- Ppurpose and content of a non-conformity report
- Evaluate evidence and correctly identify
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Quality Management Systems Auditor / Lead Auditor Course

Programme

conformance and non-conformance

Grading non-conformity report

Pasitive audit findings

Opportunities for improvement
Recommendation based on audit findings
Presentation audit findings and recommendation
to auditee

Define correction, corrective action and
preventive actions

Roles and responsibilities for taking and verifying
corrective action

Purpose of surveillance audits

11 Developing the audit Checklist (Preparing for Audit)

Checklist

Workshop 8- Audit Role Play- Preparing Audit Plan
(Audit Role Play - Preparing for the audit and Developing
Audit Checklist

Workshop 9 Part 1- Audit Role Play- Developing Audit

(Stage 1 Audit Role Play-Development of Working
Documents)
Recap, feedback & guestions

3.30 pm-5.00pm

nducting the audit

12 . Co

Staff

Approach to process audit

Control meetings, interviews, feedback, review
Differentiate between documents and records
Process, method for gathering objective evidence
Typical role of top management in an audit and
auditing top management commitment

Workshop-10 Interviewing Top management Vs operational

5.00pm- 6.15pm

e Review of Day 2

6:15pm-6:30pm

Note: There will be a tea/coffee break both in morning and afternoon session for about 15

minutes
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Quality Management Systems Auditor / Lead Auditor Course

Programme
Day 3
Session Session Topic / Activity Duration
(#)
» Recapitulation 08:30am — 09:00am
Stage 2 Audit: Conducting on site audit
s Stage 2 Audit 9:00am-12:00am
e Conducting Audit Activities
o Conducting opening Meeting
12 Workshop 9 Part 2_ Audit Role Play_ Conducting Opening

meeting
s Performing document review while conducting audit
e Communication during audit

Conducting On-site Audit{Continued)
» Managing audit review 1:.00pm- 2.30 pm
e Sampling
12 » Data Analytics.
+ Site Inspection
e Audit Trails
Work Shop 11:part 2 Audit Evidence/Audit trail
Stage 2 Audit: Review of Audit findings
e Stage 2 Audit- Review of findings 2:30pm — 3.30 pm
- Identifying nonconformities
- Classification of nonconformities
Workshop 12- Classification of findings/ corrective and 3.30 pm-4.00 pm
preventive action reports (Corrective Action Reports)

13

Recap, feedback & questions

Stage 2 Audit: Report and Conclusion
e Addressing Corrective Actions
e Completing the audit
e Audit Follow up

Workshop 12_Classification of findings/ corrective and 4:00pm-6.00 pm

preventive action reports.... Continued

14

Review of Day 3 6:15pm-6:30pm
Note: There will be a tea/coffee break both in morning and afternoon session for about 15
minutes
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Quality Management Systems Auditor / Lead Auditor Course

Programme

Day 4
Session Session Topic / Activity Duration
(#)
s Review of Day 3 08:30am —09:00am
Stage 2 Audit, Continued
s Case Study 9-00am-9:30am
Workshop 13- Briefing and Distribution of final case studies | 9:30am-10:00am
14 - Audit Role Play

14

Workshop 9 Part 3_ Audit Role Play_ Conduct of the Audit

- Group Discussion
Recap, feedback & Group discussion

- Audit Role Play....continued

Workshop 9 Part 3_ Audit Role Play_ Conduct of the Audit...

10:00am-11:00am

11:00am-12:00pm
12:00pm-1:00pm

2:00pm-2:30pm
. 1 2:30pm-3:30pm

Continued

. Case Study.... Continued Briefing and Distribution | 3:30pm-4:00pm
of final case studies

Review of Examination
- Review of specimen Exam paper 4:00pm-5:15pm
. Reviewing Key Elements of course learning

15 objectives
Workshop 13_Final case studies....... continued 5:15pm-6:15pm
Review of Day 4 6:15pm-6:30pm

Note: There will be a tea/coffee bre

minutes
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Quality Management Systems Auditor / Lead Auditor Course

Programme
Day5
Session Session Topic /Activity =~~~ |~ Duration
(#)
Workshop 13- Final case studies presentation....... continued
» (Case Study presentations 2:30am-8:00am
14 s Presentations of audit findings 9:00am-10:30am
e Conducting Closing meeting 10:30am-12:00pm
e Clarification and review of Audit findings 12:00pm-1:00pm

Rewew of erll Cours T

16 e Clarification and review of course 2:00pm-2:30pm
» Recap, feedback & guestions 2:30pm-3:00pm
Written Examinations 3:00pm-5:00pm

Note: There will be a tea/coffee break both in morning and afternoon session for about 15
minutes
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