[image: image1.jpg]


[image: image1.jpg]


RABQSA International - Commercial In Confidence when completed: 
Coles Auditor Skill Examination Report

CANDIDATE : …………………………..….

EXAMINER : ……………………………….


skill examination report

COLES auditor certificatiON

RABQSA Coles Skill Examiners are required to personally observe the Candidate complete the tasks which enable demonstration of each Element of Competency.  The Candidate is to be reported as C for Competent or NYC for Not-yet-Competent or N/A for Not Observed against the Performance Criteria.  The Examiner should add any additional comments relevant to the examination outcomes.  Additional pages may be added to this report if required.

Candidate: ___________________________ RABQSA Coles Skill Examiner: ____________________ Date of Examination: ___________

RABQSA Certification Number: ___________________________ Certification Body: ____________________ 

Audit Duration: ___________ Role in Audit Team: ___________  Standard/s Audited: _____________________

Coles Supplier Audited and location: ____________________________ _____ Nature of Business/ Products: _________________________

Any actual or potential Conflict of Interest must be declared and referred to RABQSA Coordinator Personnel Certification Services prior to continuing examination. RABQSA will decide and advise on Conflict of Interest.

Other Comments: 

	Element of Competency
	Performance Criteria
	C, NYC or N/A
	Evidence for finding of Competent or 


Not-Yet-Competent

	Skill Examination 
	
	

	1.  Effective planning, preparation and briefing
	1. Audit plan (written or verbal)
	
	

	
	2. Previous audit reviewed.
	
	

	2.  Conduct of opening meeting
	1.
Introduction
	
	

	
	2 Scope and objectives
	
	

	
	3. Communications
	
	

	
	4. Resources and escorts
	
	

	
	5. Time and place of exit meeting
	
	

	
	6. Reviewed any outstanding non-conformances
	
	

	
	7. Ask for questions
	
	

	3.  Skills and technique
	1. Familiarisation with external standard/s
	
	

	
	2. Knowledge of the external standard/s appropriately applied
	
	

	
	3. Familiarisation with Coles Supplier Requirements
	
	

	
	4. Knowledge of the Coles Supplier Requirements appropriately applied
	
	

	
	5. Familiarisation with Coles supplier program
	
	

	
	6. Familiarisation with Coles Auditor Guidelines
	
	

	
	7.  Required Coles Auditor activities conducted (where applicable)
	
	

	
	8.  Familiarisation with process/industry
	
	

	
	9.  Knowledge of the process/industry appropriately applied (including legislative requirements)
	
	

	
	10.  Remained in scope
	
	

	
	11.  Objective, unbiased
	
	

	
	12.  Crosschecks, persistence, questioning
	
	

	
	13.  Depth of records reviewed as per Coles Auditor Guidelines 
	
	

	
	14.  Accurate and appropriate records made as per Coles Auditor Guidelines
	
	

	
	15. Conclusions based on objective evidence
	
	

	
	16.  Alert
	
	

	
	17.  Act ethically
	
	

	
	18. Confidentiality maintained
	
	

	4. Audit team meeting (if held)
	1.   Collect positive comments
	
	

	
	2. Consolidate findings 
	
	

	
	3. Agree classification of non-conformances
	
	

	
	4. Ensure scope covered
	
	

	
	5. Discuss approach for closing meeting
	
	

	5.  Closing meeting
	1. Observations/non-conformances clearly presented and explained 
	
	

	
	2. Significance of observations/non-conformances explained
	
	

	
	3. Required client response for non-conformance close-outs explained, including timeframes
	
	

	
	4. Total audit outcome clearly explained
	
	

	6.  Reporting clear and concise
	1.
1.   Orally and in writing
	
	

	
	2.    2.   No ambiguous elements
	
	

	
	3.   3.   Written report provided within specified timeframe to client (if known)
	
	

	
	4.   Coles Audit Summary sheet provided to Coles within specified time frame (if known)
	
	

	7.  Coverage and interpretation of elements of the Standard/s

	1.   Adequately identified all issues against the Standard/s 
	
	

	
	2. Ability to relate the Standard/s to site specifics
	
	

	8.  Relationship with team (if applicable) 
	
	
	

	9.  Relationship with client
	
	
	

	10.Personal Skills


	1.   Open minded
	
	

	
	2.   Mature
	
	

	
	3.  Organised
	
	

	
	4.  Ability to understand complex operations from a broad perspective
	
	

	
	5.   5.  Time management
	
	

	
	6.  Attire / personal presentation appropriate 
	
	

	
	7.  Manner / personal actions appropriate
	
	

	
	8. Appropriate tools / equipment / implements used.
	
	


Candidate is Competent / Not Yet Competent (please circle)

Comments on performance and/or Requirements to gain competency where applicable: (please add additional pages if required)


EXAMINER TO COMPLETE

· I confirm the above Report is a true reflection of the competencies demonstrated by the Candidate.

· I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination. 

· I confirm that I am an RABQSA-certified Coles Skill Examiner, and I have conducted this examination in accordance with RABQSA requirements.

· I confirm I have provided a copy of the examination to the candidate. 

Examiner: ________________________________________

Signature: _____________________________________

Date: _____________ RABQSA Customer No. __________


CANDIDATE TO COMPLETE

· I confirm the above Report is a true reflection of the competencies demonstrated by me.

· I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination. 

· I confirm I have been provided a copy of the examination and understand any requirements to gain competency where applicable. 

Candidate: ________________________________________

Signature: _____________________________________

Date: _____________ RABQSA Customer No. __________
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