b
M2

oSH” TREE
TRAINING & CONSULTANCY

nocn

GROUP

5.2 Develop Preparation Strategies for
Inspections and Audits
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Learning Outcome

By the end of this session, learners should be able to develop effective preparation strategies for
regulatory inspections and certification audits. Learners will examine documentation readiness,
evidence and record management, and audit planning to demonstrate legal compliance and
management system effectiveness.
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Learning Objectives

After completing this topic, learners will be able to:
e Develop strategies for preparing documentation for inspections and audits.
e Evaluate the importance of evidence and record management.
e Explain audit planning and coordination processes.
e Assess how effective preparation supports successful inspections and audits.
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Introduction

Regulatory inspections and certification audits assess whether an organisation complies with
legal requirements and whether its management system is operating effectively. Successful
outcomes depend on thorough preparation rather than last-minute activities. Organisations
should maintain accurate records, ensure documentation is up to date, and coordinate audits in
a structured manner to demonstrate compliance and continual improvement.
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1. Documentation Readiness

Documentation should be complete, current, and readily available before an inspection or audit.
Typical documents include:
e OH&S policy.
e Risk assessments.
e Safe work procedures.
e Legal register.
e Training records.
e Incident reports.
Internal audit reports.
Management review records.
Well-maintained documentation provides evidence that the management system is effectively
implemented.
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2. Certification Audit Structures

Objective evidence is essential to demonstrate compliance.
Examples include:

e Inspection records.

e Equipment maintenance logs.

e Competency and training records.

e Health surveillance records.

e Corrective action records.
e Emergency drill reports.
Records should be accurate, organised, securely stored, and easily retrievable during inspections
or audits.
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3. Audit Planning and Coordination

Effective audit preparation involves:

e Defining the audit scope and objectives.

e Preparing an audit schedule.

e Assigning responsibilities.

e Informing relevant departments.

e Ensuring key personnel are available.

e Reviewing previous audit findings.
e Confirming corrective actions have been completed.
Good planning reduces disruption and enables audits to be completed efficiently.
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Practical Case Study

Scenario

A logistics company prepares for its annual ISO 45001 surveillance audit.
The OHSES team updates the legal register, reviews training records, confirms that previous audit
findings have been closed, and conducts a pre-audit review with department managers.

Outcome: The organisation demonstrates compliance efficiently, and the audit is completed with
only minor observations.




?
N2
paay N

- Accredited
(()S}) Prccfg?'alrn?'ne

OSH” TREE

Critical Evaluation

Preparation for inspections and audits should be an ongoing process rather than a short-term
activity before an audit. Organisations with well-managed documentation, reliable records, and
effective planning are better able to demonstrate legal compliance and management system
effectiveness. Continuous readiness also strengthens governance, improves organisational
confidence, and supports continual improvement.




\QOJ

- Accredited
(()S}) PrFog?'a:'nme

OSH \ = TREE
TRAINING & CONSULT.
Summary Table
.Freparatinn Strategy ”Purpnﬁe
Documentation Readiness |Demonstrates compliance and system implementation

|Provides objective proof of legal and management system

Evidence and Record Management |
compliance

Audit Pla nNNIiNg Ensures an organised and efficient audit process

Pre-Audit Review |Identifies gaps before the formal inspection or audit
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Reflective Questions

e Why is documentation readiness important during inspections and audits?
e What types of records provide objective evidence of compliance?
e How does effective audit planning improve audit outcomes?

e Why should organisations maintain continuous audit readiness rather than preparing only
before an inspection?
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Key Takeaways

e Effective preparation is essential for successful regulatory inspections and certification audits.
e Organisations should maintain accurate, up-to-date, and accessible documentation to

demonstrate compliance.
e Objective evidence, including training records, risk assessments, audit reports, and corrective

actions, supports legal and management system assurance.
e Audit planning and coordination ensure that inspections and audits are conducted efficiently

with minimal disruption.
e Continuous prepdredness strengthens compliance, governance, and organisational confidence

while supporting continual improvement.




M2

PRI
OSHV TREE

TRAINING & CONSULTANCY

NOoCN Qos}) okl
GROUP

Thank you
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