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Generic Audit Processes

Introductory statement to audit processes

1. The audit processes available to certify centres or services includes a full-scope audit and the limited-scope audit.

2. The responsibility for full-scope or limited audit is up to the body responsible for the activity of the centre or service. 
Note: The typical cases where a full-scope audit could apply include:
· The first audit of a new centre or a centre delivering new services,
· An audit scheduled by the responsible body to be ‘full-scope’,
· Where a full scope audit is required,
· The centre failed a previous audit.

3. The typical cases where a limited-scope audit could apply include:

· A recurring audit of a pre-existing centre or service,
· Where the timeline of the schedule may not allow the audit to be performed by a certain deadline,
· When a recent full-scope audit has been undertaken.
· To review any follow-up actions from a previous audit.

INTRODUCTION

4. The generic demonstration and reporting process for assessment and auditing of any WMO member centre is based on the experience of the WMO initial audit programme of GISC Centres, and the audits of Space Weather Centres in early 2018.

5. At a high level, the audit process consists of four phases:
Phase 1:	Notification / request to audit a centre, accompanied by a completed self-assessment questionnaire;
Phase 2:	Pre-audit capability assessment;
Phase 3:	Audit and validation by the audit and certification team;
Phase 4:	Post audit reporting and recommendation.

6. This process assumes that the audit and certification team has been previously informed of the intention to certify one or more centres by the body responsible for the activity of the centre or service.

7. The audit process will be carried out an on-site or off-site, according to their responsible body needs. The audit length is defined by their responsible body, but it should not extend beyond two days, excluding auditor travel time to and from the audit site in case of on-site audit.

8. The audit and certification team will conduct the audits in reference to audit guidelines published within ISO 19011:2018. In particular, the following audit principles apply: 

integrity, fair representation, due professional care, confidentiality, independence, use of an evidence and risk-based approach.

9. The entire audit process, including all documentation, site assessments, discussions and reporting to be conducted in the English language. 

10. Geographic diversity (e.g. ensuring that auditors do not audit centres within their own country) to ensure the necessary impartiality of audit teams;

11. Audits will be undertaken by audit teams consisting of at least two persons, including a lead auditor with audit experience and a Subject Matter Expert;

12. The criteria against which centres will be evaluated are to be defined by the body responsible for the activity of the centre or service. 


PHASE 1:	Notification / request to audit a centre, accompanied by a completed self-assessment questionnaire

13. Phase one commences when the audit and certification team receives a formal request from centre’s Permanent Representative with WMO to undertake an audit of a centre. Such a request will be accompanied by all relevant contact point information to allow the team to liaise with the centre management and experts.

14. The centre will also provide a completed self-assessment questionnaire that provides preliminary evidence of the centre’s capabilities, based upon the audit criteria provided by the ‘system owner’.

15. The self-assessment information should be provided in the English language and be in a style that can be easily understood by an auditor, avoiding the use of highly technical language unless it is necessary.

16. The audit and certification team, in consultation with the system owner’s body responsible for the activity of the centre or service, will assign a team of auditors, with the Lead auditor being responsible for ensuring the outcome of each audit delivers clear and concise findings upon which informed decisions can be made.

17. With the transparency of the audit process key to ensuring a successful audit, all participants in the audit process need to understand their role and responsibilities. To ensure clarity, the process should be clearly articulated, and the information provided to all stakeholders should include:
· The audit objective;
· The audit process;
· The applicable guiding principles found in ISO 19011:2018;
· Information concerning the composition of the audit team, including their contact details and relevant skills, experience and competence;
· Advice that all documentation necessary for the audit is in place. In case of on-site audit, following items will be included.
· Documentation (including security and health and safety requirements) to enable the auditors to visit all sites and facilities required by the audit;
· Providing clarity and details of what expenses are being met by the host organization;
· Confirmation that the host organization will provide organizational support to facilitate auditor travel arrangements, including assistance with visa applications as required.

PHASE 2:	Pre-audit capability assessment

18. Phase 2 commences with the audit team undertaking an assessment of the information provided by the centre in their self-assessment questionnaire.

19. The auditors will advise the centre whether the self-assessment information is sufficient for the audit team to move to the third phase.
 
20. Should further information be required to make this initial assessment, the audit team will correspond with the candidate centre’s point/s of contact to request further information, or to clarify specific matters, to the audit team’s own satisfaction. 

21. Should sufficient information not be received by the audit team to complete the pre-audit assessment, the team will advise the centre and the system owner’s body responsible for the activity of the centre or service that a site assessment should not take place, with an explanation of the reasons for that recommendation.

22. Should this situation occur, progression to Phase 3 will only occur if sufficient preliminary evidence is subsequently supplied, again to the satisfaction of the audit team.
23. 

PHASE 3:	Audit and validation by the audit and certification team

24. Phase 3 commences with the conducting of the assessment and audit by the audit team to verify the centre’s capabilities against the predetermined assessment criteria.

25. In line with professional audit practice, the assessment will commence with a formal opening meeting where the audit team provides an overview of their activities, and finish with a formal closing meeting where the team informally presents a short summary of their findings, and their provisional assessment.

26. The auditors will then undertake the assessment and audit by means of discussion, interview, document and/or records review, and observation of appropriate operational functions using the predetermined assessment criteria to guide their assessment and evidence gathering to assess the centre has in place the necessary acceptable means of compliance with the audit criteria. 

27. Certain tests or simulations on systems may also be requested by the audit team or offered by the candidate centre to verify the correction operation of a system or application.

28. It should be noted that the audit team may not be able to assess all organizational, technical or scientific aspects of the centre’s programme during the audit, but may, at their discretion, selectively sample particular aspects of the operation to support their assessment of the centre’s capability. 

29. The audit team will make their assessment based solely on the evidence collected during the assessment, and will determine whether the centre is:

· Compliant – the centre has demonstrated to the satisfaction of the audit team that, at the time of observation, it fulfils the relevant criteria to pass assessment without any qualification;

· Compliant, but with qualification - the centre has demonstrated to the satisfaction of the audit team that, at the time of observation, it fulfils the relevant criteria to pass assessment, but with qualification; the qualification will be made in the form of a short concise statement;

· Not compliant – The centre has not demonstrated to the satisfaction of the audit team, that at the time of observation, it fulfils the relevant criteria to pass assessment. 


PHASE 4: 	POST AUDIT REPORTING AND RECOMMENDATION

30. Phase four commences at the end of phase three with the preparation of the post audit report and its submission to the appropriate WMO body, ideally within five business days of returning from the assessment and audit.

31. The report will provide additional detail on the strengths, weaknesses, opportunities for improvement, non-compliance and areas of concern, in as well as a recommendation on the overall assessment of the centre.

32. The report will be treated as a confidential document, available only to the centre being audited and to authorized individuals within WMO and the responsible body. 

33. he body responsible for the activity of the centre or service will finalize each post-audit report and will forward it to their own predefined distribution list. 

34. Evidence that has been collected during the site assessments and audits will be forwarded to WMO. Any hard or soft copies held by the auditors will be destroyed or deleted.


Timetable for Next Round of Audits

35. The table below indicates a proposed audit timetable for the next round of GISC audits, taking into account the need to recertify centres commencing after Cg-18.
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	Centre
	Previous Audit Date
	Previous Team
	Proposed Audit Timeframe

	GISC Tokyo
	Aug 2010
	FR/EC
	2019/20

	GISC Beijing
	Aug 2010
	FR/EC
	2019/20

	GISC Offenbach
	Sep 2010
	JP /CN
	2019/20

	GISC Toulouse
	May 2011
	JP / AU
	2019/20

	GISC Exeter
	May 2011
	JP / AU
	2019/20

	GISC Seoul
	May 2012
	FR / EM
	2020/21

	GISC Melbourne
	Jun 2012
	FR / EM
	2020/21

	GISC Brazil
	Apr 2013
	EM / NZ
	2020/21

	GISC Tehran
	May 2013
	DE/ CN
	2020/21

	GISC Jeddah
	April 2013
	EM/ NZ
	2020/21

	GISC Moscow
	May 2013
	EM / KR
	2021/22

	GISC Washington
	April 2013
	NZ / KR
	2021/22

	GISC Pretoria
	April 2014
	AU / NZ
	2021/22

	GISC New Delhi
	Sept 2013
	EM / DE
	2021/22

	GISC Casablanca
	May 2015
	NZ / KR
	2021/22



Recommended Text 
[bookmark: _GoBack]The meeting thanked the Chair ET-CAC for his report, and noted the proposed audit timetable and the need for ET-WISC to define audit criteria.
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