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RABQSA International - Commercial In Confidence when completed:

NFSA Skill Examination Report

CANDIDATE : …………………………..….

EXAMINER : ………………………………


skill examination report

RABQSA NFSA auditor certification – Levels 1-4
RABQSA 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 against the Performance Criteria applicable to the level of certification sought.  The Examiner should add any additional comments relevant to the examination outcomes.  Additional pages may be added to this report if required.

Important: The scope of the audit selected for skill examination must include all of the relevant activities as indicated in the Skill Examination Level 3 in this report (e.g., food safety plan, food safety hazards).

Candidate’s RABQSA Customer Number: ________________ Family Name:____________________________Prefix/Title:______________
Given Name(s): ___________________________________________________________________________________________________
Skill Examiner Certification Number: ______________ Family Name: __________________________________Prefix/Title:______________

Given Name(s):____________________________________________________________________________________________________
Name of Enterprise Audited: _________________________________ Location: ________________________________________________

Nature of Business/Products Audited: __________________________  Date of Examination: ___________ Duration of Audit:____________ 
Candidate’s Role in Audit Team: _______________________________FS Level Examined:_______________________________________


Standards/Regulations Audited: _________________________   Technical Expert (N/A OK):___________________________

Agreement from auditee to release report (where applicable) confirmed______________________________
Minimum Requirements of Skill Examination, Scope of activities to be observed by Skill Examiner:
· Opening meeting including review of planning processes

· Site Inspection

· Auditor findings reconciliation / Audit team management (where applicable)

· Closing meeting

· Reporting where applicable

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 Level 1: Required for NSFA Level 1:

	1.  Confirm appropriate food safety program and/or template


	1. Auditor confirms that the food safety program and/or template in use is appropriate to the activities of the business under audit.
	
	

	2.  Maintain communication during audit
	1. Auditor communicates periodically with the auditee on how audit is progressing and any concerns.
	
	

	
	2. If applicable, audit team confers periodically to exchange information, assess audit progress and re-assign work if required (N/A OK).
	
	

	
	3. Where relevant, issues of significant risk identified to auditee without delay (N/A OK).

	
	

	3.  Review food safety program records


	1. Auditor reviews food safety program records to assess compliance against validated food safety program and/or template.
	
	

	4.  Collect and verify information
	1. Information relevant to audit objectives and scope is collected.

	
	

	
	2. Sampling methods identified in work documents are implemented.

	
	

	
	3. Only verifiable information is identified as audit evidence.

	
	


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


Not-Yet-Competent

	4.  Collect and verify information (cont)
	4. Where required under audit scope, corrective actions for previous non-conformances confirmed and closed out as appropriate (N/A OK).
	
	

	
	5. Audit evidence is recorded.

	
	

	
	6. Auditor analyses evidence collected to confirm that the food safety program is consistently and effectively implemented.
	
	

	5.  Identify variations of food safety program and/or template


	1. Auditor identifies any circumstances where variation or customisation of the template or food safety program requires further validation.
	
	

	6.  Conduct interviews
	1. Interviews conducted with people at appropriate levels within the audit scope.

	
	

	
	2. Appropriate techniques used to put people being interviewed at ease.

	
	

	
	3. Reason for interview explained.

	
	

	
	4. Notes taken explained.

	
	

	6. Conduct interviews (cont)
	5. Leading questions avoided except for confirmation.

	
	

	
	6. Results of interview summarized with interviewee.

	
	

	
	7. Auditor acknowledges interviewees cooperation and assistance.

	
	

	7.  Prepare audit conclusions
	1. Audit findings are reviewed against audit objectives.

	
	

	
	2. All audit conclusions are supported by objective evidence.

	
	

	
	3. Auditor clearly identifies any aspects of the food safety program that is not in compliance using appropriate documentation (e.g. NCR).

	
	

	
	4. Any NCRs raised include requirement for action to prevent recurrence of identified non-compliance.

	
	

	8. Prevent and resolve conflicts
	1. Uses relevant skills to prevent conflicts arising. 

	
	

	
	2. Where conflicts do arise, uses conflict resolution skills to ensure these do not adversely affect the outcome of the audit  (N/A OK).
	
	

	Skill Examination Level 2: Required for NFSA Levels 2, 3 and 4

	1. Effective Audit planning, preparation and briefing 
	1. Audit is planned in accordance with scheduled production. 
	
	

	
	2. Audit plan used during the audit has been agreed by auditee and/or audit client and identifies audit scope and objectives.
	
	

	
	3. Language to be used during audit has been agreed upon and any requirements for interpreters implemented (N/A OK).
	
	

	
	4. Work Documents including reference materials, audit tools, and Standard/s appropriate to the scope of the audit are in use by all team members.
	
	

	
	5. Audit plan is followed during audit or any changes are agreed by auditee and/or audit client.
	
	

	
	6. Previous audit report reviewed. (N/A for initial audits).

	
	

	2. Conduct of opening meeting
	1. Introduction

	
	

	
	2. Scope and objectives.

	
	

	
	3. Customer requirements captured and addressed.

	
	

	
	4. Correct Stakeholders identified.

	
	

	
	5. Confirmation of consultant’s independence from the audit explained and understood. (N/A is OK if consultant not present during audit).
	
	

	
	6. Communication

	
	

	
	7. Resources and site/audit guides

	
	

	
	8. Time and place of exit meeting

	
	

	
	9. Reviewed any outstanding non-conformances

	
	

	2. Conduct of opening meeting (cont)
	10. Ask for questions

	
	

	3. Maintain communication during audit

	1. Audit team leader (or solo auditor) communicates periodically with the auditee on how audit is progressing and any concerns
	
	

	
	2. Audit team confer periodically to exchange information, assess audit progress and re-assign work if required (N/A when solo auditor)
	
	

	
	3. Where relevant, issues of significant risk identified to auditee without delay (N/A OK)

	
	

	4. Collect and verify information         
	1. Information relevant to audit objectives, scope and criteria is collected.

	
	

	
	2. Sampling methods identified in work documents are implemented.

	
	

	
	3. Only verifiable information is identified as audit evidence.

	
	

	
	4. Real time collection of information related to process and product control assessed in operation.
	
	

	4. Collect and verify information (cont)        
	5. Corrective actions for previous non-conformances confirmed and closed out as appropriate.
	
	

	5. Skills and Technique
	1. Familiarisation of standard owner’s/program owner’s requirements.

 
	
	

	
	2. Knowledge of standard owner’s/program owner’s requirements appropriately applied.

	
	

	
	3. Remained in scope

	
	

	
	4. Applied practical judgement based on risk.

 
	
	

	
	5. Professional in representing customer client concerns (N/A is OK)

	
	

	
	6. Effectively managed criticism and challenging (N/A is OK)

	
	

	
	7. Verify appropriateness of processes, procedures, and policies.


	
	

	
	8. Objective, unbiased

	
	

	5. Skills and Technique (cont)
	9. Conclusions based on objective evidence

	
	

	
	10. Auditor remains fully alert and aware of the environment

	
	

	
	11. Acted ethically

	
	

	
	12. Active and effective listening skills

	
	

	
	13. Open minded

	
	

	
	14. Organised

	
	

	
	15. Ability to understand complex operations

	
	

	
	16. Mature and professional manner  / personal actions appropriate

	
	

	
	17. Appropriate tools / equipment / implements used.

	
	

	Element of Competency

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


                                           Not-Yet-Competent

	6. Assess food safety and  

implementation of food   

safety programs
	1. Food safety plan, particularly CCPs and QCPs, assessed for effectiveness
	
	

	
	2. Validation of food safety plan assessed for accuracy

	
	

	
	3. Verification of food safety plan assessed for accuracy

	
	

	
	4 Compliance with any legislative or regulatory requirements assessed

	
	

	
	5. Knowledge of external standard/s appropriately applied


	
	

	
	6. Assessed compliance with industry codes of practice where implemented (N/A OK)


	
	

	
	7. Knowledge of the process/industry appropriately applied 

	
	

	
	8. Auditor clearly differentiates between Food Safety, Regulatory and Quality, where Quality requirements are a consideration of the audited Standard
	
	

	Element of Competency

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

                                                     Not-Yet-Competent
                                           Not-Yet-Competent

	Skill Examination Level 3: Required for NFSA Levels 3 and 4

	7. Identify food safety hazards; 

· Biological, 

· Chemical, 

· Physical and 

· Allergens. 
	1. Food safety hazards relevant to the business/process are identified.


	
	

	8. Identify methods to control food safety hazards:

· Biological, 

· Chemical, 

· Physical and 

· Allergens.
	1. Appropriate methods to control food safety hazards relevant to the business/process are identified. 


	
	

	Skill Examination Level 2: Required for NFSA Levels 2, 3 and 4

	9. Conduct Interviews


	1. Interviews conducted with people at appropriate levels within the audit scope
	
	

	
	2. Interviews conducted in the workplace       
	
	

	
	3. Appropriate techniques used to put interviewee at ease

	
	

	Element of Competency

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

                                                     Not-Yet-Competent

	9. Conduct Interviews (cont)

	4. Reason for interview explained
	
	

	
	5. Notes taken explained

	
	

	
	6. Crosschecks, persistence and appropriate questioning technique employed. 

	
	

	
	7. Leading questions avoided except for confirmation.

	
	

	
	8. Results of interview summarized with interviewee.

	
	

	
	9. Auditor acknowledges interviewees cooperation and assistance.

	
	

	10. Generate audit findings
	1. Audit evidence evaluated against audit criteria to generate audit findings

	
	

	
	2. Audit findings indicate conformity or nonconformity with criteria.

	
	

	
	3. Audit findings identify opportunities for improvement (if specified in audit objectives).

	
	

	Element of Competency

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

                                                     Not-Yet-Competent
                                           Not-Yet-Competent

	10. Generate audit findings (cont)
	4. Audit findings reviewed by audit team at appropriate stages during the audit (N/A for solo auditor).


	
	

	
	5. Objective evidence is available to justify audit findings.


	
	

	
	6. Potential nonconformities reviewed with auditee to ensure evidence is accurate and complete and that reason for nonconformity is understood.
	
	

	
	7. Notification of critical issues verified with auditee and reported to key stakeholders as appropriate. (N/A OK)


	
	

	11. Audit team meeting, (N/A for solo auditor)
	1. Ensure scope covered

	
	

	
	2. Discuss approach for closing meeting

	
	

	
	3. Observations/non-conformances clearly presented and explained.

	
	

	Element of Competency

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


                                           Not-Yet-Competent

	11. Audit team meeting, (N/A for solo auditor) (cont).
	4. Significance of observations/non-conformances explained

	
	

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

	12. Prepare audit conclusions
	1. Audit findings are reviewed against audit objectives (negative and positive).

	
	

	
	2. All audit conclusions are supported by objective evidence.

	
	

	
	3. Extent of conformity with audit criteria noted

	
	

	
	4. Agree classifications of nonconformities employed.

	
	

	
	5. Audit conclusions and approach for closing meeting agreed by audit team (N/A for solo auditor)
	
	

	13. Conduct closing meeting
	1. Closing meeting conducted with auditee management and audit client (as appropriate).

	
	

	
	2. Meeting chaired by audit team leader/solo auditor.

	
	

	Element of Competency

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


                                           Not-Yet-Competent

	13. Conduct closing meeting (cont)
	3. Issues raised in audit captured and communicated appropriately.


	
	

	
	4. Issues appropriately rated and classified according to Standard requirement


	
	

	
	5. Audit findings and conclusions presented in a manner to enable understanding and acknowledgement by auditee

	
	

	
	6. Observations/non-conformances clearly presented and significances explained.

 
	
	

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

	
	8. Total audit outcome clearly explained

	
	

	
	9. Any situations encountered during the audit that may affect reliability of results advised by audit team leader/solo auditor
	
	

	
	10. Records maintained of closing meeting

	
	

	
	11. Used relevant skills to prevent conflicts 

	
	

	Element of Competency

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


                                           Not-Yet-Competent

	13. Conduct closing meeting (cont)
	12. Where conflicts do arise, uses conflict resolution skills to manage the potential  adverse affect of the outcome of the audit (N/A OK)
	
	

	
	13. Reiterate notification of critical issues were verified with auditee and reported to key stakeholders as appropriate. (N/A OK)
	
	

	14. Reporting clear and concise
	1. Orally and or in writing as appropriate to the scope of the audit.

	
	

	
	2. No ambiguous elements

	
	

	
	3. Written report provided within specified timeframe to client (as appropriate to scope of audits) (N/A OK)
	
	


Candidate is Competent / Not Yet Competent (please circle)

Comments / 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 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 that I have been advised that I have right of Appeal 

· 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 Name: _____________________________________

Signature: _____________________________________

Date: _____________ RABQSA Customer No. __________
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