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Effective Auditing with

Safefood 360°
Breakout Session



Session

Purpose: 

• To increase user knowledge of Auditing module 

Goals Of Training:

• Chris Domenico, Territory Manager, Safefood 360 

Timing:   

• 45 Minutes

Agenda:   

• Back Ground (4 Minutes)

• Audit System / Barriers (3 Minutes)

• Build a Checklist (4 Minutes)

• Practical Exercise (5 Minutes)

• Build an Audit (5 Minutes)

• Conduct an Audit (7 Minutes)

• Build an Alert (4 Minutes)

• Practical Exercise (10-15 Minutes)
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Useful Supporting Information
Safefood 360 reference sources of information for Effective Auditing.

Type Name Location

Presentation Effective Monitoring & Testing with Safefood 360° URL available after conference

Whitepaper Food Safety Auditing http://safefood360.com/resources/Food-Safety-Auditing.pdf

Presentation Food Safety Auditing : Principles and Practice http://safefood360.com/resources/Food-Safety-Auditing-Principles-
And-Practice.pdf

Webinar Auditing: Incorporating Ratings https://vimeo.com/124019032

Guide Add an Audit Program http://help.safefood360.com/auditing/module-tasks/add-an-audit-
programme/

Blog Why unannounced audits make sense http://safefood360.com/2013/08/unannounced-audits-sense-deal/

Blog 3 Steps to prepare for unannounced food safety audits http://safefood360.com/2014/03/3-steps-prepare-unannounced-
food-safety-audits/
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Background

Auditing

An internal audit is necessary to ensure effective food safety plans are working effectively. Auditing is a basic 
requirement for Food Safety Management systems aligned with such programs as the GFSI standards & 
FSMA 

SQF

The methods and responsibilities for scheduling and conducting internal audits…facility and equipment 
inspections, pre-requisite programs, food safety plans and legislative controls shall be documented and 
implemented
Shall ensure an internal audit is prepared detailing the scope and frequency, ensure correction and 
corrective action…are undertaken
Audit results are communicated to relevant management personnel and staff responsible for implementing 
and verifying corrective actions
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What is an auditing system

An audit is a planned event which is:

• independent and objective
• Systematic approach 
• Provides assurance
• Adds value
• Evaluate and improve the effectiveness of a FSM
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Barriers / Issues related to effective auditing
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Audit System
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The SF360 solution provides users with a full audit solution consisting of: 
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Where are they?

Use . Click Master Data > Categories : Checklist.

How do I ….?

Click Add Category > Checklist.

Tab Selector 

Datacenter: Master 
Data > Categories 

Add Category

Checklist
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Module Layout
Checklists are universal within your FSM and can be used for Internal Audits, Supplier Audits, Supplier 
Questionnaires, Etc.

Checklists

Create the appropriate data to be used within your 
Internal Audit

Add a checklist
Create a new checklist by selecting “checklist”

Workshop Agenda
Practical Exercise : Build a Checklist

Workshop Agenda
Build an Audit

Workshop Agenda
Complete an Audit

Workshop Agenda
Build an Alert

Add a checklist
Click here to add a new checklist
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How do I ….?

Click Add Category > Checklist : Enter Details, Select Folder.

How do I ….?

.Enter Details, Define Header Levels

Choose Folder

Enter Checklist Name Enter Description Define Header Levels

Tip: Use HTML coding to differentiate 
Parent / Child (Level 1 / Level 2) sections 
and make your audits standout. 
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Practical Exercise

• Add a  checklist (Master Data > Categories  > Add Category : 
Checklists)

• Utilize HTML Coding (<b>Level 1<b>) Example available during the conference 
only in Checklists module: [CONFERENCE 
SAMPLE] Audit Checklist Example

Tip: use online HTML Free Online editing 
tool(s) if needed
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Module Layout
Click Management > Auditing : Add Program

Internal Audit

Establish a predefined audit 

Add an Audit
Create a new audit by selecting Add Program

Workshop Agenda
Practical Exercise : Build an Audit

Workshop Agenda
Complete an Audit

Workshop Agenda
Build an Alert

Select Auditing
Click: Management > Auditing
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How do I ….?

Enter Audit Details.

How do I ….?

Enter Auditees, Link Procedures, Assign Checklist(s), Choose Rating

Enter Audit Name

Enter Auditee(s)

Enter Audit Type

Enter Department

Enter Risk 

Enter Auditor(s)

Enable Scheduler

Link Procedures

Assign Checklist(s)

Choose Rating

http://help.safefood360.com/cate
gories/module-tasks/add-a-rating/

SEE NEXT PAGE 
FOR EXAMPLE!!!
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Choose your Checklist

Click Dropdown Arrow

Click “My Checklist” folder

Click “Auditing Checklists” folder

Select your Checklists
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How do I ….?

Add a record - Click Actions : Add Record.

How do I ….?

Enter / Assign Details

Add Record

Select Actions

Enter Date

Enter Start / Finish Info

Enter Auditor

Enter Attendee Details

Review SOP
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How do I ….?

Enter Response Document Comments Select CAAdd File

Enter Additional Notes
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How do I ….?

Rate Category: Minor / 
Major / Critical / 

Recommendation

Assign Responsibility

Assign Date

Edit Comments

Enter Comments

Score

Result

Rating

Summary of the 
Audit Details

Summary of 
Responses

Additional Report 
notes
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How do I ….?

Module: Select the 
appropriate module

Folder: It’s a good idea to 
organize alerts into 
bucketed folders so they 
can be easily found

Record: Choose the record 
you would like to be alerted 
about

Risk: Indicate the risk level 
the alert should be 
generated for

Stage: Choose the stage (or 
part of the workflow)

Status: To be notified when 
an action remains open, 
you would choose “Open”. 

Alert Description: Define 
the Alert Notification

Send To: Choose who the 
Alert should be sent to, and 
how it should be delivered

Attach PDF: Define the Alert 
Notification
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What is it….?

Select an existing alert. Click Actions > Copy.

How do I ….?

Actions

Copy

Alert

Open = 1 Day

Record: Auditing

Stage: Auditing / Status: Open

Alert Sent To:

Responsible 
Person

Escalation 
#1

Open = 2 Days

Responsible 
Person

Escalation 
#2

Escalation 
#3

Open = 3 Days Open = 5 Days

Supervisor

Responsible 
Person

Supervisor

Manager

Responsible 
Person

Supervisor

Manager

BG Manager
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How do I ….?

Status: Increase the 
number of days when the 
alert should occur “up the 
line”

Send To: Add the next 
person “up the line” who 
should be alerted to the 
issue
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Why do I ….? What requires an alert….?

Tip: Use alerts sparingly. Overwhelming an 
individual with alerts could result in an important 
alert being overlooked!
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Tips & Tricks

http://www.html.am/html-
editors/online-html-editor.cfm

Additional tips to build an effective audit system in SF360.
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Practical Exercise

• Add an Audit Program (Management > Auditing : Add Program)

• Use pre-built checklist (
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