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	Aims of the Course


This course has been designed to give participants instruction in the use of internal audit as a tool for business improvement and the communication of best practice, and to provide practical training in the effective preparation and conduct of internal audits used in this way.
	Target Audience


This course is aimed at those who are involved in, or who have responsibility for, one or more of the following:

· enhancing business performance

· evaluation of corporate strategy

· internal auditing

· surveillance of subcontractors

· monitoring of service level agreements

· improvement programmes.
	Pre-Requisites


Participants must have completed the following reading assignments prior to attendance on the course:

· Introduction to the course

· Case Study Background Information

· Case Study 1
This assignment should take approximately two hours.

	Course Content


The topics covered by the course include:

· the principles of business processes, controls and performance management

· the principles of business auditing 

· the planning and conduct of business audits

· audit reporting 

· benefiting from audit results.

	Learning Objectives


At the end of the course the delegates should be able to:

· identify the key processes and controls in the area to be audited

· establish criteria for their assessment, with regard to:

· compliance with policy/procedures

· effectiveness in meeting objectives

· efficiency/economy of operation

· plan and conduct the audit

· report the outcome to management

· advise management on how to benefit from the results of the audit.

	Course Format


The course includes:

· teaching sessions and discussions which encourage delegate participation

· group work on practical exercises

· tutorial sessions for work groups

· feedback presentations by the participants
· a role play exercise based on the case study.

· a live audit exercise.

	Course Preparation


The lead tutor should spend approximately two hours with the course administrators some weeks prior to the course to determine the following:

· the business processes to be used for the live audit exercise

· the scope of each process to be audited

· who is involved with each process and their availability during the exercise

· what documentation is available supporting each process (e.g. policies, procedures, protocols, targets, plans, guidance documents, results of previous audits, etc.)

· syndicate groupings (auditors need to be independent from the processes audited)

· facilities required for the classroom activities.
	Special Application for Fire and rescue Services


This course has been used by numerous fire services to help prepare their audit teams for conducting internal audits that support best value reviews and comprehensive performance assessment. The principles taught on the course can be applied to operational assessments.

On previous courses, the live audit exercise has looked at a wide array of business processes, including:

	· Integrated Risk Management 
	· Complaints handling

	· Service planning
	· Sickness monitoring

	· Fire certification
	· Staffing arrangements

	· Station action planning
	· Fuel and energy management

	· Driver training
	· Health and safety management

	· Purchasing 
	· Recruitment

	· Training administration
	· Contract management

	Course Materials


Participants are supplied with comprehensive notes covering the topics presented during the course. These notes are intended for use by participants both during and after the course. Participants are also encouraged to make their own notes during teaching sessions and discussions.
	Course Evaluation


Participants are requested to complete a course evaluation questionnaire at the conclusion of the course to enable South East Training to make improvements in the course materials, content or presentation where appropriate.

	Participant Certificates


Participants who attend the entire course and participate fully will each be provided with a certificate of successful completion. These will be provided on fully payment of all invoices related to the course. 

Please note, South East Training is in the process of applying to the Institute of Leadership and Management for ILM Endorsement of this course. If interested, please contact South East Training for further information.
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DAY 1

09.00
09.15
1
Course Aims, Objectives and Format

09.15
09.30
E-01
Introductions
09.30
10.15
2
The Business Process

10.15
10.30

COFFEE/TEA

10.30
11.30
E-02
Exercise 2 - Defining a Business Process
11.30
12.30
E-02
Exercise 2 - Feedback

12.30
13.15

LUNCH

13.15
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3
Preparing for an Audit

14.00
15.00
E-03
Exercise 3 - Audit Preparation

15.00
15.15

COFFEE/TEA

15.15
16.00
E-03
Exercise 3 - Feedback

16.00
17.00
4
Identifying and Evaluating Audit Evidence

DAY 2

09.00
09.30

Review of day 1

09.30
10.30
E-04
Exercise 4 - Identifying Evidence
10.30
10.45

TEA/COFFEE
10.45
12.00
E-04
Exercise 4 - Feedback

12.00
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Recording Observations

12.45
13.30

LUNCH

13.30
14.00
E-05
Exercise 5 - Recording Observations
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14.45
E-05
Exercise 5 - Feedback

14.45
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6
Managing the audit interview

15.15
15.30

TEA/COFFEE

15.30
17.30 
E-06
Exercise 6 - Conducting the Interview  
DAY 3

09.00
09.30
E-07
Exercise 7 - Listening skills
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10.30 
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Exercise 6 - Feedback
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11.45 
E-06
Exercise 6 - Feedback
11.45
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7
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LUNCH

13.15
14.00
E-08
Exercise 8 - Corrective Action

14.00
14.30
E-08
Exercise 8 - Feedback

14.30
15.30
E-09
Exercise 9 - Preparing for the Live Audit 

15.30
15.45

TEA/COFFEE

15.45
17.00
E-09 
Exercise 9 - Preparing for the Live Audit 
17.00*
17.30
E-10
Exercise 10 - Live Audit Opening Meeting (*option 1)

DAY 4

08.30*
09.00 
E-10
Exercise 10 - Live Audit Opening Meeting (*option 2)

09.00
10.30
E-10
Exercise 10 - Live Audit Investigation (part 1)

10.30 
10.45 



COFFEE/TEA 

10.45
12.15
E-10
Exercise 10 - Live Audit Investigation (part 2)

12.15
13.00 


LUNCH
13.00
13.30
E-11
Exercise 11 - Review of the Live Audit
13.30
14.00
E-11
Exercise 11 - Feedback
14.00
15.30
E-12
Exercise 12 - Live Audit Closing Meeting

15.30
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COFFEE/TEA
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E-12
Exercise 12 - Live Audit Closing Meeting
16.30
17.00 

Course review, evaluation and close
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