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Remote Audit Process
Addendum to Section 3 Audit Parameters

Compliance+ audits will be undertaken by independent auditors.  An in-depth remote audit will take place two years in a row, on the third year, the audit will be face to face, taking place at the recruitment businesses place of work. Remote audits will include video calls with all relevant members of staff.  Any references to conversations or meetings should be taken as happening via videolink.
Below is a summary of the process by which these audits will be undertaken.
1. Audit dates will continue to be set in advance as per the usual process.
2. Members will be asked to complete a remote audit information sheet, which will give contact details of key personnel, and systems so we can ascertain whether information can be shared electronically or if it will be necessary to send hardcopy files.  This will also ask for confirmation that the member has the permission of any candidate to share information off site.
3. Members will be given a COVID 19 questionnaire to complete in the case of sharing of hardcopy files, to confirm that everyone handling the files for up to 3 days before being sent were COVID 19 symptom free.
4. Auditors will be asked to sign a confidentiality agreement to confirm that all interviews undertaken via video conferencing facilities will be done so in an environment in which they cannot be overheard; that any access to the members’ systems will only be utilised for the purposes of the audit; that no other person shall have access to the auditor’s computer, which will be password protected if left unattended; and any documents provided will be kept and disposed of in line with prevailing data protection laws.
5. Once the audit date is agreed, the member will be asked to send out client and candidate surveys, as per the normal process.  However, the usual requirement for a minimum of five of each survey to be returned will be suspended, as it is accepted that members may not have appropriate contact information whilst candidates or clients may be working from home, or furloughed.
6. Members will be required to send to the auditor (whether electronically or by post), or provide the auditor with access to the following information: 
a. Policies and procedures regarding recruitment process and safeguarding procedures.
b. Access to any secure areas of the website, if necessary, to view online communications to evidence its commitment to Compliance+ and safer recruitment practices.
c. Sample contracts between the member and their clients and candidates.
d. Complaints procedure for both clients and candidates.
e. Allegations and misconduct policy.
f. Safeguarding referral policy.
g. Data protection notice.
7. The auditor will interview staff members, as per the normal audit practice, however this will be undertaken via video link rather than face to face. The auditor will arrange in advance times on the day(s) of the audit to speak to appropriate staff members – using the details provided on the remote audit information sheet.
8. Access to candidate files:
a. Where the member is able to give the auditor remote access to their electronic systems, which contains all candidates’ information/files, the member will provide the auditor with access on the day of the audit.  
b. Where the member is not able to give the auditor remote access to candidate files, the member will provide a list of candidates placed in the last six months the week before the audit.  No less than three days before the audit the auditor will contact the member and ask them to send hardcopies of the candidate files that they have randomly selected.  The member will send copies of these files by reputable courier to the auditor.  
9. The auditor will speak to the appropriate person having reviewed the selected candidate files.  It may be necessary for the appropriate person to guide the auditor through accessing electronic files.  
10. The auditor will have a final meeting with the appropriate person to wash up any final questions and present the results of the audit.
11. The auditor will write up the findings of their audit and communicate these as per the usual process.
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