
Quality assurance team process
Baseline audits for Diocese

Self assessment form (SAF) sent to Diocese at least 12 weeks before audit start. Details of audit 
team, timetable and roles of those to be interviewed will be provided

SAF and provisional timetable for audit received from Diocese no later than 4 clear weeks prior to 
audit and logged on CSSA audit tracker

Lead auditor facilitates meeting with allocated auditors to analyse SAF, form Key Lines of Enquiry 
(KLOE), dicuss timetable and plan auditor roles 3 weeks prior to audit

Pre-meeting with safeguarding co-ordinator/head of safeguarding or equivalent, CSSA QA 
Manager and audit team 2 weeks prior to audit to confirm KLOE, finalise timetable and finalise 

arrangements for access to records

Audit activity completed on site and remotely. Initial high level feedback by CSSA to Diocese on 
day 5 (PM)

CSSA auditors meet to discuss analysis of findings within 2 working days of the end of the audit

Feedback meeting held beteween CSSA auditors and diocese representatives within 5 working 
days of end of the audit. The purpose of this meeting will be fact checking, provision of more 

detailed verbal feedback, and arrangements to receive further evidence or information

Further evidence/
information required?

Diocese to return additional evidence to CSSA within 5 working days of feedback meeting

Lead auditor to draft report within 10 working days (of feedback meeting or receipt of new 
evidence where applicable) and send to QA Manager

QA Manager quality assures report within 2 working days of receipt of draft report

Amendments 
required?

Necessary amendments made by lead auditor within 2 working days

Copy of draft report sent to diocese representatives for response in respect of matters of factual 
accuracy, fairness and reasonableness. Response to be returned to CSSA within 4 weeks of receipt 

of draft report

Representations 
made?

Lead auditor (or second level reviewer with no prior involvement in the audit for more significant 
representations)  to review report within 10 workings days of receipt of representations

Pre-publication meeting held between lead auditor, QA Manager, CEO and Communications 
Manager to discuss final report and executive summary. Final approval given by CSSA CEO.

Executive summary published on CSSA website alongside Diocese response where applicable (at 
the discretion of CSSA)

End

Yes

No

Yes

Yes

No

QA Manager quality assures second level report within 2 working days of receipt of draft second 
level report

Amendments 
required?

Necessary amendments made within 2 working days of feedback from QA Manager

Final draft report quality assured by QA Manager within 2 working days  

Yes

Amendments 
required?

Required amendments made by lead auditor and/or second level reviewer within two working 
days of amendment request

Executive summary submitted to CSSA CEO, QA Manager and Communications Manager  

Yes

No

No

No

Executive summary drafted by lead auditor within 2 working days 

Final draft report and response to  representations (where applicable) sent to Diocese and to CSSA 
CEO for review

Executive summary sent to Diocese. Any Diocesan reponse to executive summary to be provided 
to CSSA within 2 weeks of receipt of executive summary


	7fbde7d3-7453-4597-90b1-db87e7e22ef5.vsdx
	Page-1


