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Certification status and audit schedule updates
· Certification status changes – when a site’s status is suspended, withdrawn or re-instated

· Audit Schedule – details a site’s confirmed next audit date & scope

· Re-audit status – details why a site’s certification status has lapsed, been delayed or revoked

· Certificate extensions – extending the lifespan of a certificate where Covid-19 restrictions prevent full re-audit

· Scope extensions – where a sites is re-assessed mid-certification period & the scope is subsequently extended

Certification Status changes

1. Open the audit record to be amended 
2. In the Details panel select ‘Edit’
3. Use the Certification status drop-down menu to select the required status
4. Click Save to save the change

5. Use the Menu tool to select Give Re-audit status
6. Select a category from the reason dropdown, add comments & the date the decision was made as appropriate 
7. Click Submit to complete the process

Audit schedule 

For Renewal audits
1. Open the most recent audit record of the site due to be audited
2. Use the Menu tool to select Audit Schedule 
3. Enter the date of the site’s next confirmed audit & tick any modules expected to be included
4. Click Submit to complete the process

For Initial audits (where no prior audit record for that site/Standard exists)
1. From the Companies area, open the site record 
2. Use the Menu tool to select Audit Schedule 
3. Enter the date of the site’s next confirmed audit & tick any modules expected to be included
4. Click Submit to complete the process
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Re-Audit Status updates

1. Open the audit record to be amended 
2. Use the Menu tool to select Give Re-audit status
3. Select a category from the reason dropdown, add comments & the date the decision was made as appropriate 
4. Click Submit to complete the process


Certificate extensions (for Covid 19 related expiry extension)

1. Open the audit record to be amended 
2. In the Details panel select ‘Edit’
3. Use the Expiry Date field to add the new expiry date
4. Click Save to save the change

5. Use the Menu tool to select Give Re-audit status
6. Select a category from the reason dropdown, add comments & the date the assessment was made as appropriate 
7. Click Submit to complete the process

Scope extensions (not Covid 19 related)

1. Open the audit record to be amended 
2. In the Details panel select ‘Edit’
3. Enter the appropriate extension details including scope and exclusions content
4. Click Save to save the change

5. Open the AUDIT DOCUMENTS tab
6. Use the +Upload function, selecting Scope Extension from the list of document types
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