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Safety Auditor
Introduction

The Construction Safety Association of Manitoba (CSAM) has prepared the Safety Auditor course to assist 
Manitoba’s building construction industry in measuring the effectiveness of their safety management 
systems. This course is designed to be used by company staff members and/or other individuals 
authorized by CSAM.  

The Safety Auditor course will explain the reasons for auditing, the steps involved, and some of the basic 
techniques that good auditors use.

Remember that auditing is a management tool. It is used to improve the effectiveness and efficiency 
of both operations and safety. Audits provide an accurate picture of the safety and health of the 
organization so management can make plans to improve or adapt to the situation. If you aren’t objective 
and/or try to make things look better or worse than they actually are, the audit process and results 
won’t be useful.

Eligible Employers

All employers entitled to use the audit system must have an active Workers Compensation Board (WCB) 
of Manitoba account within the sectors serviced by CSAM; OR must be CSAM associate members in good 
standing.

To obtain a Certificate of Recognition (COR™) or Small Employer Certificate of Recognition (SECOR™), 
each WCB account (firm number) held by an employer must independently achieve its own COR™/
SECOR™ Certification.

COR™/SECOR™ Certification Auditing Process

All companies must conduct a self-audit to provide an assessment of the current state of their safety 
management system and to identify specific areas where opportunities for improvements to the system 
can be made. COR™/SECOR™ Certification is valid for three years providing a company maintains their 
eligibility, the training elements are maintained, and auditing standards are upheld.

Year 1 – The company must submit a complete and successful self-audit; pass an internal audit 
conducted by CSAM and an audit conducted by a CSAM appointed independent auditor.  

Year 2 and 3 – The company must submit a complete and successful self-audit by a registered 
auditor in the standard format required by CSAM (including all supporting documentation and a 
corrective action plan) and pass an internal audit conducted by CSAM.

All audit results must be approved by CSAM. 

Year 4 – The COR™ Certification process starts over again. This would include a self-audit, an internal 
review conducted by CSAM and an audit conducted by a CSAM appointed independent auditor.   
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Pre-Requisites for Audits 

Before the audit may proceed, the employer must meet the following requirements:
• Maintain at least one full-time employee with the required training:

• COR™
• Principles of Safety Management
• Safety Auditor
• Leadership for Safety Excellence
• Train The Trainer

• SECOR™
• Principles of Safety Management
• Safety Auditor
• Train The Trainer

• Implement/establish a safety and health program that contains all 14 sections as outlined by 
CSAM and the COR™/SECOR™ management system.

Before the independent audit may proceed, the employer must pass a self audit conducted by the 
company and also an internal audit conducted by CSAM

(Each element must achieve a minimum of 50 per cent with an overall minimum score of 80 per cent.)

SAFETY AUDIT DEFINITION:

Your Construction Safety Association of Manitoba defines an audit as:
“VERIFYING SAFETY AND HEALTH PERFORMANCE AGAINST A GIVEN STANDARD”
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Steps to Achieving and Maintaining Registered Auditor Status

The following items are required for achieving registered auditor status: 

1) Course requirements 
Individuals who apply for registered auditor status must complete the Principles of Safety 
Management course as well as the Safety Auditor course offered through CSAM. 

 The Principles of Safety Management course provides the individual with the tools and training 
 necessary to understand what is involved in creating a COR™/SECOR™ safety and health program
 and manual. This information is critical for an auditor to understand as they will be the one 
 reviewing a company’s safety and health management system, providing audit results, and  
 making recommendations on how to improve the company’s program. (Equivalent training
 through other members of the Canadian Federation of Construction Safety Associations will 
 be given credit).
 

The Safety Auditor course can only be taken by an individual after Principles of Safety 
Management has been completed. The Safety Auditor course will provide individuals with 
the necessary skills to audit a company’s safety and health management system using COR™/
SECOR™standards outlined in the audit instrument.

2)  Audit instrument 
The completion of an audit helps to confirm that the individual has a firm understanding of the 
audit process as well as experience in the practical application of performing an audit. This will 
be identified through the use and completion of the audit instrument.

3)  Audit submission 
 When submitting a completed audit instrument and required supporting documentation, it must  
 be organized and submitted in the proper format. NOTE: A safety auditor toolkit is available to   
 assist in proper submission and organization of required documentation. Companies also have   
 the option to submit audits online, via the online audit tool.

4)  Corrective action plan
 A corrective action plan must be submitted outlining the company’s opportunities for 

improvement, including remedial action to be conducted. The written plan summarizes the 
company’s safety and health program as compared to the COR™/SECOR™ audit standards. Areas 
which may require improvement or modification will be included in this plan complete with 
recommended steps on how to achieve them.

5)  Application 
 Once the above items are completed and can be verified, the individual will complete the   
 application to become a registered auditor. This application can be provided at the same time as   
 the submission of the company’s self-audit.

A CSAM registered auditor certificate with a three-year expiry date will be issued upon the successful 
evaluation and approval. Registered auditors must submit a self audit on an annual basis in order to 
maintain their registered auditor status.
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The following items are required for maintaining registered auditor status: 

Certification audits submitted by a registered auditor require adherence to the standards as outlined by 
CSAM and the audit instrument. Audits submitted by a registered auditor that do not comply with the 
standards will result in any of the following at the discretion of the CSAM Executive Director:

1) The registered auditor will be given a reasonable time frame (not exceeding one week) to attain 
the minimum standards found lacking and resubmit.

2) A registered auditor will be subject to a two month suspension of the registered auditor status if 
more than one audit returned for corrective action.

3) A registered auditor status will be revoked for a minimum period of one year if a registered 
auditor has previously received a two month suspension and another audit is submitted which 
does not meet the audit minimum standards.   

See Appendix A for registered auditor submission requirements and registration form.

The registered auditor application can be found online at constructionsafety.ca
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The Five W’s Within the Audit Process

What

An audit is an examination of something to be able to collect enough information to make a conclusion 
and that is exactly what happens during a safety audit. So, a Safety Audit is the examination of a 
companies safety and health management system to collect information in order to effectively identify 
opportunities for improvement to the program or system as a whole.

The CSAM Safety Audit, commonly referred to as a COR™ Audit, is an audit system that meets a national 
standard. COR™ is recognized across Canada, and each province or territory makes specific additions to 
comply with their legal requirements, typically found in the Supplement section, Section 14. SECOR™ 
audits use the same template, but a smaller evaluation system that is tailored to small employers. 
SECOR™ is provincially recognized only.

Why

An audit is used to improve the effectiveness and efficiency of your safety and health management 
system, including the written program and overall operations. The success of a company can generally be 
measured in profits and growth by measuring assets and a company bottom line. Safety, however, takes 
a deliberate effort to determine success.

Safety audits provide an accurate picture of the safety and health of your company, showing the effective 
aspects as well as areas which may need improvement. A safety audit is an examination of a company’s 
safety and health performance in an effort to:

• Determine a company’s eligibility for COR™ or SECOR™ Certification.
• Identify opportunities for improvement regarding the safety and health performance of a 

company’s program.

When

For a company’s very first audit to apply for COR™ or SECOR™ Certification, it is at the company’s 
discretion as to when an audit takes place, however there are some submission requirements and 
recommendations to ensure the audit is being performed at an appropriate time of the year for the 
company.

Things to consider prior to submitting your first self audit:
1) Is at least 50 per cent of the company workforce going to be working at that time of year?
2) Is it your “peak season” or is it your “slow season”?
4) Do you do seasonal work?
5) Will it fall on your year-end reporting period?
6) When is the best time of year to perform an audit for YOUR Company so you can ensure 

appropriate time is available?
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Audit guidelines state that, at minimum, a company must have at least 50 per cent of their workforce 
working, and have sites available for visits in order for CSAM to accept and process the audit for 
Certification. If the time of year in which you are submitting your audit will not conform with one or both 
of these requirements, the audit would not be eligible for submission to CSAM. 

It is understandable that a company may want to perform an audit during their slow season but, 
submitting during this time may present challenges for completing the audit every year moving forward. 
CSAM recommends that a company submit their audit at the beginning of or during their busier season. 
This ensures worksites are available for observation as well as workers for interviews.

If a company chooses to perform an audit close to the end of their slow season and submit it as work 
is starting to pick up, this will help ensure the audit can be performed and completed on time without 
worry that Certification will lapse due to not being able to meet submission standards.

When to submit an audit once a company has become COR™/SECOR™ Certified
The month in which a company achieves COR™/SECOR™ Certification will be deemed their audit 
“anniversary month.” In order for a company to maintain Certification, an audit is due from that 
company every year by the first of the month in which they were officially certified. 

For example: If a company achieved COR™ Certification on April 15, 2018, then they will be required to 
submit their next annual self-audit on or before April 1, 2019 and each subsequent year thereafter in 
order to maintain Certification.

A company’s anniversary month CANNOT BE CHANGED, therefore it is important to ensure that the time 
of year in which the first audit is submitted for a company is a consistent and appropriate time period to 
ensure submission standards are met and that the audit can be completed on time.

CSAM understands that work flow is not consistent and for this reason, a Certified company is permitted 
to submit their audit up to four months in advance of their anniversary month to ensure there are sites 
available and workers working.

Where

Audits should be conducted at all areas of operation where the company is involved with work, including:
• Job sites
• Offices
• Shops
• Storage areas
• Vehicles (primarily for delivery companies)
• Anywhere workers are performing work for the company

You do not have to do a separate audit on every job site that you have going. You are conducting an audit 
on the safety management system of the company and how it is functioning which will include multiple 
site locations. A sampling of the job sites should be enough for you to get a good idea of what is actually 
going on. (i.e. If you have 10 jobs going, you may wish to visit three to four sites). The more area’s 
involved in the audit process, the more accurate the results will be. At minimum, if the company only has 
three or less sites running at the time of the audit, all sites should be visited.
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Who

The people involved in the audit process are critical to ensuring that the company’s safety and health 
program is effective, efficient, and an integral part of the company’s day-to-day business. 

This may include but not be limited to the following people:
• Internally:

• Owners
• Employers
• Management
• Supervisors
• Workers
• Worker safety representatives
• Safety committee members
• Sub-contractors 

• Externally:
• Construction Safety Association of Manitoba
• Other qualified persons (i.e.: independent auditor)

The person conducting the audit must have the required training to properly perform an audit. This can 
be someone employed by the company to be audited or a hired auditor. In either case, they must be 
trained through CSAM or an affiliate association. It is strongly recommended that a company completes 
the audit itself annually rather than hire external personnel. A company that audits itself will have 
a better understanding of the process and will be more successful in developing and implementing 
corrective actions identified through the audit process.
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How to Perform an Audit

Auditors are given training, resources, and materials which they will apply during the audit process. The 
audit instrument and guidelines provide the questions pertaining to the audit. Details on what to look 
for;  examples of what type of documentation, training, or observations would allow for points to be 
awarded; and interview questionnaires for different levels of the organization are all outlined in the audit 
instrument and guidelines. 

The three techniques used during the audit are:
1) Documentation 
2) Observation
3) Interview

These techniques will be discussed in detail later in this workbook. These three techniques will assess 
and verify that what is being written (documentation), is being followed (observation) and understood 
(interview).

Activities Involved in the Audit Process

There are three major activities in the audit process. Each activity has several steps:
1. Audit preparation

•  Inform participants
•  Locate necessary information
•  Gather tools

2. Performing the audit
•  Safety and health program pre-audit review
•  Detailed audit

• Documentation review
• Site observation
• Interviews

3. Reporting the results

• Summarizing results
• Analyzing results

• Scoring the audit
• Executive summary report

•  Corrective action plan
•  Close out meeting
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Audit Preparation

Preparation for an audit is an important step in being organized and having the correct information/
materials to conduct and record an audit efficiently. Preparedness will eliminate any time that otherwise 
would have been wasted by searching for or acquiring knowledge and information after the fact.

Inform Participants

The first thing you will want to do is inform all persons who will be participating in the audit. Inform the 
company, organization, and/or site personnel to be audited that an audit is about to take place. This may 
be done by e-mail, telephone, or in-person. Make sure people understand the principles involved in the 
audit process so there are no surprises or misunderstandings.

Here are some examples of what effective auditors include during the initial contact with the company 
and the people involved:

1) The date or dates of the audit
2) The purpose of the audit
3) Who will be involved
4) The types of activities that will occur
5) How results will be communicated

Informing a company of this information typically happens in-person for auditors auditing the company 
they work for. Where you are auditing a company you do not work for, arranging a meeting over the 
phone or through email is acceptable.

The reason for informing participants of what to expect is so that there are no surprises for both the 
auditor and the company. The goal of an audit is not to “catch” anyone doing something wrong or 
unsafe. We want to encourage open communication and starting the audit with transparent dialogue is a 
great way to do that.

The Date(s) of the Audit

Letting people know which day(s) you are planning to conduct office, shop, and site visits and to perform 
observations and interviews will ensure that the people involved in the audit process are aware of when 
to expect you. This helps to ensure that employees are going to be working at the locations indicated. It 
also prevents the auditor from disrupting time sensitive work. Giving people the opportunity to organize 
and prepare for the audit will help to alleviate undue stress and anxiety. The auditor should ask for the 
company’s site supervisor’s name(s) and contact information for each site and contact them directly to 
schedule site visits.

Be sure to call the supervisor or company representative in advance of when you would like to visit to 
make scheduling arrangements. In addition to the initial contact, it is also a good idea to call the day 
before, or the day of the visit, in case there has been an unforeseen change.

When arranging site visits with supervisors, use this opportunity to ask for relevant information. For 
example, ask if there are any training or PPE requirements before entering site, where to go once you 
are on site, or any other important information that may be necessary for your safety and the safety of 
others.
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The Purpose of the Audit

People tend to get nervous or worried when they hear the term “audit,” as it has developed a negative 
stigma in a variety of circumstances. In this context, the audit process is simply a tool used for the 
development, recognition, evaluation, and confirmation of a company’s safety and health management 
system. Therefore, the objectives of the Certification program and the audit process are to provide 
industry employers with an effective safety and health management system to reduce incidents and 
injuries as well as their associated human and financial costs. 

This is a much more precise and effective way to present the purpose of an audit. If people involved in 
the audit process are made aware that the audit is used for their benefit and not simply a “pass or fail” 
system, it will allow them to focus on how effective their safety and health system is functioning and give 
them the opportunity to recognize areas which may need further attention.  

Who will be Involved

As indicated earlier, the (internal) persons involved in the audit process should include:
• Owners
• Employers
• Management
• Supervisors
• Workers
• Worker safety representatives
• Workplace safety and health committee members
• Sub-contractors 

 
When talking to the company representative and/or site supervisor, you should get a good sense of 
how many people are on location and who should be included during the audit interviews. Interview 
questionnaires include management/supervisors, employees, safety committee/worker representatives, 
and sub-contractors. It is important to note that you want to get a good representation of what people 
actually know and understand about their safety program, as well as what areas they may be unclear of.

The Types of Activities that will Occur

Let people know that there are three main techniques which are focused on during the audit. These 
techniques will be covered in great detail during step two of Performing the Audit.

1) Documentation  
When you explain which types of documentation you as an auditor will be looking for, this gives 
the company time to organize and prepare them for your review. This can save time during the 
audit, as opposed to taking the time to look for them when the auditor arrives.

2) Observation 
 If you let the company know ahead of time as to what you will be looking at during the 

observation process, this will assist in preparing for a walk-through. This gives the auditor the 
opportunity to see how the company’s work sites and/or areas are maintained. The auditor will 
be looking at certain activities to verify they are in compliance with the Workplace Safety and 
Health (WSH) Regulation and company policy.
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3) Interview 
 Interviews can be an intimidating process for those who do not fully understand the    
 concept. Put the workers at ease and assure them that interviews are confidential
 and you are simply trying to get an accurate reading of what people understand about 
 their company safety and health program. Explain that your intent is to gather
 information, share it with the company, and work towards everyone having a genuine  
 understanding of their safety and health program, including their involvement in it. 
 You should repeat this to people you are interviewing before you interview them.

Letting those involved know in advance about these three techniques will help people prepare for the 
auditor and allow for an accurate representation of the work sites daily activities so information can be 
communicated effectively.

How Results will be Communicated

In addition to informing participants of the activities involved prior to starting the audit process, 
you should indicate that at the end of the audit, a summary of the results and corrective action 
recommendations will be available for review, at which time the results can be discussed and 
recommendations can be offered.

It is important for upper management to know what to expect before, during, and after the audit is 
completed. Let them know that a meeting will be requested once the auditor has completed the audit 
fully. Should they have any questions before then, they can contact the auditor at any time.

The way in which results are summarized, scored, and recorded is covered in step two of Performing 
the Audit. A close out meeting will be held between the company and the auditor to discuss results and 
review opportunities for improvement moving forward.
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Locate Necessary Information

Gather as much background information as possible about the organization or areas involved that will be 
audited. An auditor who understands the people, processes, and projects involved in a company’s work 
activities will have the ability to accurately identify how supportive the company’s safety and health 
program is for the work they perform.

Key Information to Identify:

• The company safety manual – the company safety manual will contain details specific to the 
company’s procedures, policies, safety rules, PPE requirements, and work activities that will assist 
in recognizing what you as an auditor should be looking for during the audit. A copy of the manual 
will make up the basis of the documentation review when performing the audit. Have the company 
provide you with a copy of this manual.

• An organizational chart – reviewing a company’s organizational chart helps the auditor to identify 
each individual’s role and responsibilities within the company. Having a detailed organizational chart 
will help the auditor when reviewing the company’s documentation, names, signatures, and initials 
to verify who is involved in which safety and health activities. Ask the company for a copy of their 
chart. If they don’t have one, ask that they make one. An example of one can be found later on in 
this workbook.

• Previous records regarding the safety and health program – review audit/inspection reports that 
may be available or the previous audit corrective action plan (if applicable). Reviewing these reports 
helps the auditor to observe whether or not corrective actions have been completed for the items 
indicated as concerns. Inspection reports should also indicate areas which require attention. This 
allows the auditor to take note of these concerns during the audit process and identify how the 
safety management system is operating.

• A description of the organization, area, or type of work performed – it is always beneifical to give a 
company the opportunity to supply any additional details or information they feel would assist your 
understanding of their organization. This allows the company to see that they can communicate and 
be involved in the audit process and it builds a positive relationship between the company and the 
auditor. This information should be collected during the pre-audit meeting, or when the auditor is 
contacting supervisors for site information.

 
• The number of projects that are currently underway – it is always good practice to ask a company 

for ALL of their current work sites and the general activities on each one. This information may help 
the auditor decide which sites would be the best to visit in order to ensure an accurate assessment 
of the company’s safety and health program relative to their activities. 

NOTE: A description of the organization, area, or type of work; the number of projects currently 
underway; and other information specific to the company will be requested in the audit instrument.

During the audit process, documentation that has been generated within the past 12 months will be 
requested and will contribute to the evaluation of the company’s current safety and health performance. 
This will be the norm moving forward for every subsequent audit that is conducted.
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Gather Tools

There are a number of tools that are available to you as an auditor to assist you in performing the audit. 
There will also be some items that may be required due to the nature of work, environment, or type of 
company that you will be auditing. The list below identifies tools, equipment, documents, and checklists 
you will want to have with you when performing the audit.

Gather together the tools you will need:
• Appropriate personal protective equipment (PPE)
• Clip board, note paper, pens or pencils
• Any existing standards and policies applicable to the work
• Copies of the current WSH Act and Regulation and other appropriate industry standards
• The audit instrument
• Observational checklist(s)
• Interview questionnaires (make sure to bring enough copies of each)

 ◦ Management/supervisor
 ◦ Safety committee/worker safety representative
 ◦ Employee
 ◦ Sub-contractor

It is also important to note that, given the type of hazards you may be exposed to during the audit, you 
may need special training before entering site. This can be as simple as a site orientation provided by the 
person/company responsible for the site or formal inclass training, although the latter is uncommon.

The COR™/SECOR™ audit instrument, observational checklist, and interview questionnaires can all be 
downloaded directly from your Construction Safety Association of Manitoba website.

The audit instrument, observational checklist, and interview questionnaires will be reviewed in detail 
further on in this workbook. These documents are designed to work together and alleviate the stresses 
and confusion when performing an audit.
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Performing the Audit

The audit itself has three steps:
1) Pre-Audit Review
2) Detailed Audit
3) Reporting the Results

Step One: Pre-Audit Review

The pre-audit review is an initial review of the company’s safety and health manual/program 
documentation. This part of the audit does not look at the quality of the safety program. It simply 
identifies if the various parts of the safety manual/program exist in a form that matches the required 
sections within the COR™/SECOR™ audit instrument.

There are 14 sections within the COR™/SECOR™ audit which verify if the company’s safety and health 
manual contains the required material. The pre-audit review can be found in the audit instrument on the 
safety and health manual verification page. Whether the listed sections are available can be answered 
with a simple yes or no. 

Some of the items required for the verification portion of the audit may exist in different forms. They 
may not be contained in a corporate policy manual as such. As well, more than one of the areas may be 
contained in a single document. Regardless of location, seek out the information and organize it as if it 
were all in one corporate manual or handbook.

If you can locate all 14 sections of information identified on the safety and health manual verification 
page, proceed to complete the detailed audit in step two. If certain sections of the basic safety program 
do not exist in any form, you may decide to stop the audit and encourage the development of them 
before proceeding.

However, if you decide to proceed with the audit even though some of the sections are missing from 
the safety and health program, some sections will be incomplete or may have to be scored as zero. This 
should be indicated in your results and recommendations so that corrective actions can be developed 
and put into place by the company.

NOTE:

A COMPANY CANNOT PASS AN AUDIT IF ONE OR MORE OF THE 14 SECTIONS ARE MISSING.
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Lastly, verification of the COR™/SECOR™ compulsory courses must be confirmed and documented at the 
bottom of the safety and health manual verification page. The information provided includes the 
participant’s name and the date at which the courses were completed.

An employer must maintain at least one full-time employee with the required training. The mandatory 
courses are as follows:

COR™ Certification
1) Principles of Safety Management
2) Safety Auditor
3) Leadership for Safety Excellence
4) Train the Trainer 

SECOR™ Certification
1) Principles of Safety Management
2) Safety Auditor
3) Train the Trainer

Version 1 - 20 © 2020 Construction Safety Association of Manitoba 5

Does the company’s safety and health program contain the following? YES NO

1. Safety and Health Policy

2. Hazard Assessment, Analysis, and Control

3. Safe Work Practices

4. Safe Job Procedures

5. Company Safety Rules

6. Personal Protective Equipment (PPE)

7. Preventative Maintenance Program

8. Training and Communication

9. Inspections

10. Investigations and Reporting

11. Emergency Preparedness

12. Statistics and Records

13. Legislation

14. Manitoba Supplement

MISSING SECTIONS  
If any of the listed sections are 
missing from the safety and health 
manual, both parties (organization/
company and auditor) may want to 
consider postponing the audit at 
this stage until corrective action can 
be completed.
 

POLICY STATEMENTS 
Some of the listed program sections 
may exist in another form within 
the safety and health manual. Some 
companies may combine policies, 
which is an acceptable industry 
practice. The auditor must take this 
into consideration when reviewing 
the safety and health program.

MANITOBA SUPPLEMENT 
This is required to achieve CORTM 
and SECORTM Certification for 
Manitoba-based companies and for 
out-of-province companies (no base 
office in Manitoba) who wish to 
achieve CORTM Equivalency.

Verification of Compulsory 
CORTM Training Participant and Completion Date Verification of Compulsory 

SECORTM Training Participant and Completion Date

Principles of Safety Management 
(PSM)

Principles of Safety Management 
(PSM)

Safety Auditor Safety Auditor

Train the Trainer (TTT) Train the Trainer (TTT)

Leadership for Safety 
Excellence (LSE)

SAFETY AND HEALTH MANUAL VERIFICATION
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Step Two: Detailed Audit 

Performing the audit means using the audit instrument and associated checklists and forms. In this step, 
we will look at the following in detail:

• Audit instrument section pages
 ◦ Layout and guidelines

• Verification techniques and how to apply them
 ◦ Documentation
 ◦ Observation
 ◦ Interview

(Each section of the audit instrument represents an individual section from 1 – 14)

The detailed audit has 13 major sections and one provincial supplement section that are numbered 1 to 
14. Each section reviews one major topic in a complete safety program. Section 14 - Manitoba 
Supplement must be completed by Manitoba-based companies and those from out of province who are 
requesting COR™ equivalency. The provincial supplement (section 14) assists companies in ensuring they 
meet their obligations as an employer working in Manitoba, including their legislative requirements as 
outlined in the Workplace Safety and Health Act and Regulation.  

Audit Instrument Section Pages

Turn to section 1 of the audit instrument and follow along with the following information. NOTE: This 
information holds true for every section page in the audit instrument.

Section number and name
At the top of the table, you will see the section number and the title of the section. This corresponds 
with the audit manual verification page previously.

Referencing numbers
Down the left-hand column, you will see a set of numbers. These are unique question identifiers. 
These are important for many reasons but primarily for referencing documentation that will be used to 
verify requirements are or aren’t being maintained during the actual audit. We will look at referencing 
documents and using these numbers later on.

Audit question
The second column is the audit questions. These questions outline the requirement to be verified in a 
short, easily communicated sentence. Questions will be specific to the section they are in and related to 
the section by which it is asking about.

Score weighting
Each question will be assigned a point value which is identified in this column. This will be used when 
assessing and scoring results later and will be a key indicator in determining the importance of each 
question.
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Verification techniques 
Under “technique employed,” there are three columns: D, O, and I — documentation, observation, and 
interview. These columns identify the three verification techniques used to assess the safety and health 
program of the company being audited. The shaded and unshaded boxes will identify which techniques 
apply to which questions. If you connect the question row with the technique column, unshaded boxes 
will identify that the particular question requires a specific technique to be used for verification.

• As information is verified using these techniques, you will document the result in these boxes 
using P’s and O’s only. Information on using the verification techniques and documenting the 
results will be covered later on in this workbook.

• Also in these boxes, you will see “AND” and “OR” in some cases. This will identify where multiple 
techniques are required to be verified or are permitted to be used. During the audit we will be 
assessing each technique that applies individually. The application of the AND/OR questions will 
be relevant when scoring and will be discussed in this workbook at that time.

• When we summarize information into these boxes during the audit, only a P or an O can be 
placed in these boxes. Verifying these techniques is a yes or no response only based on the 
assessment of information collected through the audit. For this reason, numbers/points do not 
get placed in these columns.

Points awarded
Once all techniques have been assessed and information has been gathered, this column is where the 
score for each question will be identified based on the analysis of the P‘s and O‘s under the verification 
techniques.

Each section will have two totals at the bottom of this column, one for COR™ and one for SECOR™ audits.

Audit guidelines
On the back of the previous page from the section pages, you will see guidelines. These guidelines 
specifically relate to the questions found on the section pages and can be identified using the reference 
number for each question. The guidelines will go into detail on what the requirements are for each 
question; provide examples of what to look for; and where applicable, will outline how points are to be 
awarded for each question.

These guidelines are a crucial part in performing the audit and should be reviewed often to ensure that 
the audit evaluations are being performed appropriately according to the set standard.
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Version 1 - 20 © 2020 Construction Safety Association of Manitoba 17

SAFETY AND HEALTH PROGRAM VERIFICATION Score 
Weighting Technique Employed Points 

Awarded

1 Safety and Health Policy D O I

Does the employer have a written safety and health policy that:

1.1 Is signed by the president, CEO, or local senior management? 3

1.2 Includes management’s commitment to provide a safe and healthy work environment? 3

1.3 Is current and dated? 2

1.4 Is prominently posted or made available to the worker? 3 OR

1.5 Addresses accountability and responsibility for safety and health for workplace parties? 6 AND

1.6 Expresses a commitment to work in a spirit of consultation and cooperation with the workers? 4

1.7 Is understood by personnel? 6

CORTM total points possible/awarded 27

SECORTM total points possible/awarded 23

Highlighted questions are required for SECORTM. CORTM requires all questions. The minimum standard is 50 per cent of total possible points.

Version 1 - 20 © 2020 Construction Safety Association of Manitoba 16

1.0 Guidelines – Safety and Health Policy

1.1 A written safety and health policy on safety and health must be signed by current senior management.  

1.2 The safety and health policy should state senior management’s commitment to the safety and health program.  

1.3 The safety and health policy must be kept current and dated. At minimum, not more than three (3) years past.

1.4 During worksite observations, the auditor should check to see if the safety and health policy has been posted. If no suitable means of posting is available, it may also be 
provided to workers in the form of a handbook or availability of a copy in the company safety manual on site. This question may also be verified through a majority of 
positive interview responses.

1.5 The safety and health policy must make workplace parties aware of their individual safety duties and responsibilities and make reference to documented duties and 
responsibilities of workplace parties that are consistent with legislated requirements. This information may also be contained in a document separate from the company 
safety and health policy.  
	• Award three (3) points for the written assignment of safety and health responsibilities.
	• Award three (3) points based on the majority of positive interview responses.

1.6 The safety and health policy should outline the commitment of the company to work jointly with their workforce in the development and implementation of their safety 
and health program.

1.7 The majority of interview responses must show that all personnel understand the safety and health policy objectives.
	• Award two (2) points based on the majority of positive management interview responses.
	• Award two (2) points based on the majority of positive worker safety representative/committee member interview responses.
	• Award two (2) points based on the majority of positive employee interview responses.
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COR™ and SECOR™ Auditing

The same audit instrument is used for both COR™ and SECOR™ audits. At multiple points throughout the 
instrument, you will be asked to identify what type of audit you are performing.

If you are performing a COR™ audit, all questions in every section will apply and must be assessed and 
a result determined. If you are performing a SECOR™ audit, the same pages are used, however not all 
questions will apply. Down the left-hand column of each section, you will notice that some questions 
are highlighted yellow, and some are not. The questions that are NOT highlighted ARE NOT required for 
SECOR™ certification and can be ignored. 

ONLY QUESTIONS THAT ARE HIGHLIGHTED WILL BE REQUIRED FOR SECOR™ AUDITS.

Because of this, you will note that the final score in section 1 (as well as other sections) for SECOR™ is 
lower than COR™ due to the fact that question 1.6 is not required for a SECOR™ audit.

These rules will carry through the entire audit instrument and all the corresponding guides and 
checklists. COR™ requires all questions (highlighted or not). SECOR™ requires only the highlighted 
questions.

Using the Audit Instrument Section Pages and Guidelines

The following examples explain how it works:

Question 1.1 asks: “Is the policy signed by the president, CEO, or local senior management?” 
The space under “O” and “I” are shaded, therefore documentation is the only method that can be used 
to determine compliance with this question. Through your collection and review of documentation, 
you will determine if there is adequate documentation that is in compliance with this question and 
document your findings by putting a P or an O in the white box under the “D” column.

Question 1.4 asks: “Is prominently posted or made available to the worker?” 
This question requires either observation OR interviews to verify if the safety and health policy is 
physically posted or available on the site. During a tour of the work areas, you will identify compliance 
using an observational checklist for each site visited OR through interview questionnaires. The majority 
of responses for both would be identified here with a P for positive, or an O for negative.

Evaluation and points are determined later. Regardless of AND/OR questions, each technique is to be 
evaluated separately. The combination of all the techniques and analysis of them will be done once all 
information has been collected and documented under the three technique columns.

Question 1.7 asks: “Is it understood by personnel?” 
This question requires an interview response for verification only. In this case, if your interviews confirm 
that the majority of company personnel knew the content of the policy, you would put a P in the box 
under the “I” column. In order to determine what a correct answer should look like, you will need to be 
familiar with the policy and review the audit guidelines for this question to properly assess interview 
responses.
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Applying the Three Techniques:

D – Documentation  O – Observation    I – Interview

The order in which these techniques are listed is the most efficient way in which an auditor can perform 
an audit. Use the following approach to complete the detailed audit. It will help you do the audit quickly 
and easily.

Each technique will require the auditor to apply certain skills and evaluation criteria to properly evaluate 
the effectiveness of the safety and health management system. Below, we will separately identify 
how to use each technique; what record-keeping and submission requirements there are; and how to 
troubleshoot grey areas.
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Documentation Technique 

Purpose

One of the main reasons documentation is so important is because it is the only acceptable way for a 
company to demonstrate its due diligence. This is the only allowable defense to an employer if charged 
with an offence under the Workplace Safety and Health (WSH) Act. Due diligence means that you did 
everything reasonably practicable to ensure the safety and health of your workers and can confirm it 
through documentation. 

The WSH Act is NOT the same as the criminal code, which you may or may not be familiar with. Our 
justice system works on the basis that you are innocent until proven guilty. The WSH Act is the exact 
opposite — you are presumed guilty until you can prove your innocence. In law, the term for this is called 
“reverse onus.”

Along with the legal side of documentation, it also serves as a written plan and record of executing that 
plan. We see this everywhere: a receipt from a purchase is record and agreement that you provided 
money in exchange for goods and services. You may own those goods or use that service, but it is the 
receipt that counts as (long term) proof, far after the fact. The same is true for a safety and health 
program: documentation serves as record of the plan and whether or not the plan was followed.

Selecting Documentation

When selecting documentation for the audit, it is the auditor’s responsibility to locate documentation 
that best represents the company’s current activities regarding safety and health. The audit questions 
will identify what information is required and the audit guidelines related to each question will outline 
examples of documents and give a further explanation of how documents are to be evaluated.

An audit is a snapshot in time. It is not intended to collect all information that has been documented and 
evaluate it. The audit is looking for enough information to make an informed evaluation and conclusion 
on the current state of the safety and health system and how it’s performing.

IMPORTANT: Photocopies of originals should be made and provided in the audit. Original documents 
are a part of company record and necessary for due diligence. DO NOT provide originals within the audit 
submission. When an audit is submitted to CSAM for Certification, it becomes part of CSAM’s records 
and will not be returned to the company!

When selecting documentation for the audit, keep the following in mind:
• Only a handful of copies will be necessary for each requirement.

 ◦ Providing too much documentation can cloud the assessment.
• Documents must be from the last 12 months.

 ◦ Audits are on an annual cycle and therefore new documents must be provided every 
year to demonstrate continued adherence to the standards.

Although each section of the audit is based on a section or theme of information, it will be necessary 
to provide some of the same documents in multiple sections of the audit. For example, a new hire 
orientation will be most needed in Section 8 – Training and Communication, but it can also effectively 
demonstrate requirements in sections 3, 4, 6, and 11. In these cases, making an additional photocopy of 
the document and supplying it in each section where it can be referenced would be required.
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Documentation types
Documentation can be used to verify two main things:

1. Intent
2. Completion (action)

Intent: A document that acts as a guideline on how to behave safely. Typically these documents 
include statements like, “we will do/provide/maintain/ensure,” that are most commonly found 
in policies. These are considered “documentation of intent.” They are passive in nature, and once 
developed they require little work to stay current or applicable. These documents are used for 
training and review purposes. Policies, directives, company rules, guidelines, etc. are all good 
examples of documents of intent.

These documents are vital in a safety and health program, as they make up the skeleton structure of 
the program that the safety and health management system is based on.

Completion: Documents that a company/individual has performed an activity or action. These 
documents are ones that demonstrate that the document of intent is being fulfilled. These 
documents are “documentation of completion.” They typically involve the work of individuals to 
actively do something or regularly assess and document safety and health-related information. If a 
policy (document of intent) says hazard assessments will be completed prior to starting work, then 
the completed hazard assessment with names, signatures, identified hazards, and controls, would be 
the “document of completion.”

When reviewing questions in the audit that require documentation as a verification technique, it is 
important to know what type of document the question is asking for. In most cases, it will be clear in 
the guidelines as to what kind of documentation is recommended. For example: if an audit question 
asks if workers “have been trained in ______,” a policy statement saying workers “will” be trained, is not 
acceptable. The question is asking to see the completed record of training via certificates, completed 
evaluations, etc.

Assessing Documentation

When assessing documentation for compliance to audit questions, use an unbiased, impartial approach. 
You may know the people that work for the company or be familiar with the work, which may affect 
your judgement of the information you find. An impartial third party should be able to look at the 
same document and come to the same conclusion as you. This means that when you are assessing 
documentation, you should be evaluating it at face value and only concluding what can be identified 
clearly on that document.

“Majority rules” means that the response that outweighs the other is the response that is documented. 
A majority means more than 50 per cent. Where there is a “tie” it will be the responsibility of the auditor 
to either collect more information to identify an accurate and conclusive result or, where additional 
information is not available, assess the quality of the information provided and make an informed 
decision. The rule of majority will carry over through the verification techniques when looking at 
observation and interview results.

When assessing documentation, you will use the guidelines and your judgement as an auditor to 
determine compliance. To see how this is done, let’s practice with the following exercise.
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Documentation Exercise Part I - Assessing Documentation

In this exercise you will be assessing three different hazard assessments to determine compliance with 
some of the evaluation criteria set out in section 2 of the audit instrument.

Using the table below, evaluate the completed hazard assessments (handed out) to determine if they 
meet the listed requirements of section 2. Use the guidelines in your auditor toolkit to assist you in 
determining if the document meets the requirements. Use a P or an O to determine a positive or 
negative evaluation for each. Be prepared to discuss your evaluation.

  

 

As mentioned prior, for documentation questions, you will be providing a number of copies and make 
a “majority rules” conclusion on the sample provided. In this case, we have a sample of three. Average 
your evaluation for each question and determine an overall positive or negative response.

In this case, it may be necessary to provide a few more examples to confidently conclude a majority 
response but be mindful not to over supply examples. It is extra work that becomes less and less 
beneficial the more you provide. Your majority response is what gets documented in the audit 
instrument with a P or an O.

(extracted from section 2 of the audit instrument) #1 #2 #3

2.1 Are written site-specific hazard assessments conducted as required?

2.3 Are appropriate personnel involved in the hazard assessment process?

2.4 Are the hazards identified?

2.5 Are the hazards prioritized?

2.7 Are controls developed for identified hazards?

2.8 Are controls implemented in a timely manner?

2.9 Are appropriate personnel involved/informed of control strategies?
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Referencing Documentation

Once documents have been located that effectively demonstrate requirements found in the audit, it 
now must be appropriately referenced to clearly show where and how the document is demonstrating 
compliance. It is the responsibility of the auditor to demonstrate that they understand and are capable 
of assessing documentation accurately by referencing appropriately. This is where the question numbers, 
as discussed earlier, come into play.

Each question has a unique identifying number. The first number is the section for which the question 
is in, and the second number identifies the question from that section seperated by a decimal. For 
example, reference number 2.8 would be from section 2 and is the eighth question in that section.

When you have found a document that demonstrates a requirement, it is the responsibility of the 
auditor to write that reference number directly beside the information on that document that 
demonstrates the requirement.

Reference numbers are only required for documentation questions and only for information that you 
have verified to be present. If a documentation question cannot be verified, there is no need to place a 
reference number on any documents as there is nothing to reference.

Do’s and Don’ts of Referencing Documentation

Do not line the top, bottom, or sides of a document with reference numbers.
• Reference numbers are used to quickly identify the applicable information for others to find. 

They also demonstrate your ability as an auditor to accurately and fairly assess information. If 
you place reference numbers far away from the info used to verify a positive response, you are 
not demonstrating your abilities, nor are you performing an audit to the required standard.

• This means you may not achieve your registered auditor status or it may be suspended 
pending repeat concerns, and it increases the chance that information will be missed or 
overlooked by CSAM or the independent auditor when performing their audit. 

Do not reference documentation for observation and interview questions.
• “Documentation required” questions are the only reference numbers that should be placed 

on documents. Each technique has its own method of verification. Referencing observation 
questions on completed documents is not an acceptable means of verifying those questions.

• Taking pictures on job sites and referencing those pictures in the audit is also not required or 
beneficial. Observation requirements are verified by the auditor physically being on site and 
seeing those requirements being met. This is documented through an observational checklist. 
When your audit is submitted to CSAM, CSAM will conduct its own audit and do its own 
observations and interviews.

Documentation that is referenced and required for a specific section must be provided and referenced 
in that section.

• Referencing other sections for requirements is not an acceptable means of referencing. For 
example, if a document in section 8 can be used in section 2, you should photo copy that 
document again and provide it in both sections - appropriately referenced.

Now that we have an understanding of how to reference documentation, let’s practice!
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Documentation Exercise Part II - Referencing Documentation

For the three supporting documents used in the Documentation Exercise Part I, reference them. 
Remember, reference numbers should be placed beside the information that satisfies the requirement 
and only questions that can be verified should be referenced. Just like before, use the audit guidelines to 
assist in determining what parts of documents meet the requirements. We will review together.

Documentation Technique - Review

• Only “documentation required” questions must have supporting documentation provided to 
verify compliance.

• Photocopies of originals only — do not provide originals in the audit, you will not get them back.
• Enough samples to verify a majority response is all that is necessary.

 ◦ Do not over supply documents.
• Where documentation requirements have been verified, reference numbers are placed on the 

document directly beside the information used to verify compliance.
 ◦ Lining the page with reference numbers is not an acceptable means of referencing.

• Majority rules when documenting results in the audit instrument. 

A good practice when performing an audit is to complete all the documentation requirements in every 
section first, before moving on to the other techniques. This approach does a lot of great things for you 
as an auditor:

• Batching work is more efficient and saves time.
• Reviewing and assessing all the documentation first will allow you to gain a stronger 

understanding  of the company program and safety behaviours before heading to site to observe 
and interview workers regarding this information.

• Allows you to identify information and requirements that could not be concluded or are missing 
and ask for this information when you get to site or meet with management.
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Observation Technique

Observation is the second verification technique used in the audit process and will require you to visit 
active job sites and work locations where workers are performing work. As mentioned previously, the 
job site is anywhere where a worker is being compensated (paid) to be. This will include offices, shops, 
construction sites, vehicles, etc.

Purpose

The purpose of the observation technique is to verify that, what is written in policy and stated on paper, 
is actually being performed on site. Safety is a conscious effort and by going to site and observing 
activities and behaviors, the auditor can get a good account of the current state of compliance regarding 
the program.

Checklist

As observation is done at the site, it is cumbersome and inefficient to carry around the audit instrument 
with you on your tour. For this reason, an observation checklist has been developed. The observation 
checklists takes every observation question, from every section, and consolidates it into one document. 
You will notice that the reference numbers for each question and the colour coding system for COR™ and 
SECOR™ are consistent on this document as it is in the audit instrument.

As an auditor, you will use one of these checklists per site visited and document your findings. Once you 
are done, you will consolidate the results into the audit instrument just like you did for documentation 
using the majority rules principle discussed earlier. Your final result for each observation question will be 
documented under the “O” column in the instrument using a P or an O during the summary portion of 
the audit process.

Visiting Sites

Just like documentation, you are looking for a good representative sample. You are not required to go to 
every job site that the company has running at the time of the audit. Typically, you should visit at least 
three sites if available. If there are only three (or less) sites available, you should go to all sites. If there 
are more sites, a representative sample is recommended. For the purposes of majority rules and making 
your summary of results easier, visit an odd number of sites to get a clear majority for each requirement 
evaluated. Where a company has 10 or more sites, a good standard to follow would be to visit a 
minimum of 25 per cent or a quarter of the sites available to visit.

When you perform a site observation, it is recommended you be escorted by the supervisor, safety 
representative, or any individual who is familiar with the ins and outs of that location. This person is 
responsible for your safety and should be someone you can ask questions to, so they can help you 
through the observation checklist to ensure nothing is overlooked or missed.

REMEMBER: As an auditor, you are not trying to “catch” anyone doing something unsafe. You are simply 
there to assess the safety and health management system and identify opportunities for improvement.
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The numbers in the left hand column correspond to the audit instrument questions found in each of the 
14 sections. For example, question 1.4 in the audit instrument asks about the Safety and Health Policy - 
1.4 –  “Is prominently posted or made available to the worker”. If the auditor can verify through observa-
tion that the policy is posted or made available, a P can be placed on this checklist. Later, all observation 
checklists will be consolidated in the audit instrument by using the reference numbers for each question.

 

Observation Checklist 
Company: ________________________________ Worksite location: _______________________________  

Date: ____________________ # of employees on site: _________   # of sub-contractors on site: _________ 

Reference # Observation Requirement / Comments 
Safety and Health Policy  

1.4 Is the safety and health policy posted?   

Hazard Assessment, Analysis, and Control  
2.1 Are site-specific hazard assessments conducted?   

2.8 Are controls implemented in a timely manner?   

Safe Work Practices  
3.1 Do safe work practices reflect the company’s activities?   

3.3 Are written safe work practices readily available?   

3.4 Are they followed by employees?   

Safe Job Procedures  
4.2 Have critical safe job procedures been written?   

4.4 Are employees following safe job procedures?   

4.5 Are safe job procedures readily available for the work being performed?   

Company Rules  
5.2 Are company rules prominently posted?   

Personal Protective Equipment  
6.3 Do personnel have access to specialized PPE?   

6.4 Is the correct PPE used by personnel when required?   

Preventative Maintenance  
7.2 Are maintenance schedules/checklists completed?   

7.5 / 14.10 
Is there a system to remove defective tools, equipment, and/or vehicles being 
followed or is there equipment to perform a lockout readily available?   

Inspections  
9.9 Are inspection reports posted?   
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Observation Exercise

When performing your observation, you are looking at the people, environment, material, equipment 
(PEME), etc. that is on site. This will include looking to see if certain documents are available on site and 
workers have access to them. It is a good idea to review the guidelines for observation questions prior to 
heading to site to educate yourself on what you are looking for specifically.

For example: 
Question 1.4 of the audit asks if the safety and health policy is posted or made readily available.  
It is important to know what "readily available" means. If it is not posted on a bulletin board on  
site, are other means acceptable? A binder in the job box? In the truck? On a tablet? At another  
jobsite close by? Back at the office?

The guidelines will help you navigate these concerns but it is also important that you know the intent 
of a question. The intent of 1.4, for example, is accessibility. If the document cannot be produced at the 
time it is being asked for, it is not accessible. This would eliminate the office, a different job site, a tablet 
that won’t turn on or can’t load the file, etc.

In this exercise, we will be reviewing a few observation requirements based on a certain environments 
and determining whether the observation requirement is being met. You, the auditor, will need to assess 
the situation and determine if what you observe complies with the requirement or not. Be prepared to 
discuss your results.

(Observation questions extracted from the audit instrument)

2.1 - Are site-specific hazard assessments conducted? P /  O
When the auditor arrived on site and requested the most recent hazard assessment, the 
supervisor stated that it has been sent to the office already.
The supervisor provided a hazard assessment from last week. When asked why it was a 
week old the response was, “Nothing has changed.”
A hazard assessment for the day was identified and provided. The names of 
persons on site, the date, and location were filled in; no hazards were identified.
Hazard assessment was provided, it includes hazards that workers are currently being 
exposed to but has no identified controls.
A hazard assessment was provided from the beginning of the week (two days ago), but 
their policy states daily hazard assessments are required.

4.4 - Are employees following safe job procedures? P /  O
Workers appear to be working safely, however there are no procedures on site to review 
in order to verify that they are being followed.

Procedures are on site and available. Upon review of a procedure for cutting drywall, the 
auditor notices that the PPE requirements are cut resistant gloves and eye protection. 
The worker observed performing this task does not have either.
Procedures are on site and available. Upon review of a procedure for cutting drywall, 
the auditor notices that the procedure is vague, does not identify PPE requirements and 
it is difficult to follow or understand. From what you can gather, the procedure is being 
followed, but the work being performed is unsafe.
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6.3 - Do personnel have access to specialized PPE? P /  O
Seeing no additional PPE on site, the auditor asks the supervisor and he says, “Dust 
masks, safety glasses, and gloves can all be found in the show home.” He takes you to the 
show home three blocks away and you verify that specialized PPE is there.
Every worker on site is wearing the required dust masks and safety glasses required, but 
there is no additional specialized PPE available.
Hi-visibility vests and fall protection are available at the worksite, but no other special-
ized PPE can be found or is available.

11.5 - Are fire extinguishers readily available? P /  O
An extinguisher is on site but the needle is not in the "green" and it is missing the pin.
Seeing no extinguisher on site, the auditor asks the supervisor and he says, “It’s in the 
show home.” He takes you to the show home three blocks away and you verify that a fire 
extinguisher is there, the needle is in the green, and would function if needed.
A fire extinguisher is in the company truck on the street. It is a small 5lb extinguisher.

11.9 – Are the required number of qualified first aiders on site? P /  O
There are four workers onsite working in downtown Winnipeg. None of the four workers 
have first aid training.
You’re on a bigger project in the south end of the city. All 12 employees are working on 
this site at the same time. There are three workers with a one-day first aider course and 
have presented you their wallet cards. You have verified that they are valid, and training 
was taken within the previous three years.

14.8 – Is appropriate hearing protection made readily available? P /  O
Other trades are on site beside the workers, running tools and equipment indoors that 
are making noise well above 85dBA. When asked, the supervisor confirmed that they do 
not have any hearing protection available.
No hearing protection of any kind is found on site. There is no equipment being used or 
expected to be used throughout the day that would put work about 80dBA. No indication 
of a noisy environment is present.

As you can see, the environment and contributing factors of the workplace will affect how compliance 
is determined with each observation question. It is the responsibility of the auditor to collect all the 
information about the situation and make an informed decision regarding compliance. If you are not 
sure, ask. Observations are not passive. If you don’t see something you need to verify, ask.

Where compliance is verified but your analysis of the evidence provided identifies some concerns, make 
a comment in the space provided and use this information for recommendations during the reporting 
phase of the audit. 

For example: 
Hearing protection may not be required for the situation you observed, but there is strong evidence 
that it will be needed soon. They have complied with the requirement, but you should recommend that 
safety is about prevention through preparedness and hearing protection should be made available as a 
proactive control measure. “Better to have and not need, than to need and not have!”
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Observation Technique - Review

IMPORTANT: Keep good notes on all the checklists and documents provided with the audit. Notes will 
eventually become comments regarding the successes and opportunities for improvement regarding the 
company’s safety and health management system and will greatly assist in developing a corrective action 
plan which is a requirement of the audit. Sometimes you will not be sure on how to determine a positive 
or negative result. This is why notes are important! Make a note of the situation and make a conclusion 
at a later time when you can look into it further.

A lot of work goes into an audit and it will be very difficult to remember the finer details of every P 
or O you conclude throughout the audit instrument. Save yourself the headache — take good notes, 
especially for observation an interview.

Also remember:
• Use the checklist provided for site observation (one per location visited).
• It’s a good idea to get a guided tour of the worksite and work being performed.
• Majority rules when summarizing results into the audit instrument.
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Interview Technique

Purpose

The purpose of conducting interviews is to ensure that everyone involved in the program has 
an understanding of their role regarding safety and health at the company. What is written in 
documentation cannot always be observed during your tour of sites, which is why sitting down with 
workers and having a conversation about their role, the safety and health program, and what they 
should/would do in certain situations is vital when auditing the safety and health of an organization.

Interview Questionnaires (Checklists)

Everyone who works for the company has the potential to be interviewed. Just like observation, there 
are checklists available to you to assist in performing interviews effectively. In the case of interview, it 
would be difficult to identify which questions get asked to which people. For this reason, there are four 
types of interview questionnaires:

• Management/supervisors
• Worker safety representatives/safety committee members
• Employee
• Sub-contractor

Choose the correct interview questionnaire based on the role the individual represents within the 
company.

Each questionnaire will follow the same template:
• Down the left-hand side you will see the same reference numbers as we did in the observation 

checklist and in the audit instrument.
• The second column is the specific question to be asked for that requirement.

 ◦ You may notice the question is not asked the same way it is in the audit instrument. This is 
because the intent of the question in an interview needs to be presented a specific way. 

 ◦ Having a checklist of consistent questions ensures that everyone you interview is asked 
the same thing in the same way and helps maintain the standard of COR™ and SECOR™  
certification across all companies.

• Next you will see "P" and "N" columns, which stand for positive or negative response.
 ◦ You will place a  P under one of these columns to identify the type of response.

• Lastly, there is a space for comments.
 ◦ Comments are extremely important regarding interviews. You will receive answers and 

information you may not have expected or are not sure how to evaluate until you gather 
more information. Making a note and coming back to the question to determine positive or 
negative is vital to a quality audit.
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Employee Interview Questionnaire 
 

Reference # Questions P N Interview Comments 

1.4 Where would you find a copy of the safety and health policy?    

1.7 In your own words, what does the safety and health policy say?    

1.5 What are your safety and health responsibilities?    

2.1 How are hazards identified before work starts?    

2.4 What site-specific hazards were identified?    

2.9 How are you informed of potential hazards and controls?    

3.2 Give me an example of a safe work practice for this site.    

3.3 Where can I find a copy of safe work practices on this site?    

4.1 
Are there any specific safe job procedures available for the jobs you do? Name 
a couple.      

4.3 Explain a safe job procedure for a job you do.    

4.5 Where can I find a copy of a safe job procedure on this site?    

4.6 Have you been involved in the development or review of safe job procedures?    

5.2 
Are company rules posted or given out to employees? When/where were 
company rules shared with you?    

5.3 Can you give me an example of a company rule?    

5.4 What happens if someone breaks a company rule?    

6.2 How were you made aware of the PPE requirements for this site?    

6.3 Do you have access to specialized PPE when needed?    

6.6 Do you get training on PPE when needed?      

7.4 
Is there a system in place for removing broken or defective tools or equipment 
from service? What is it?    

7.6 Who does the repairs or maintenance on equipment or tools?    

8.2 Did you get a safety orientation before starting work?      
  

 

Page 2 – Employee Interview Questionnaire  

Reference # Questions P N Interview Comments 

8.5 What job specific training have you received?     

8.7 Was there a test involved to measure knowledge?    

8.8 
How often does your company hold scheduled safety meetings?  
(Who attends?)    

8.10 Are your comments and the comments of others invited and listened to?    

9.8 Are all identified hazards corrected within a reasonable time?    

9.9 Are inspection results posted or discussed at safety meetings?    

10.3 What is the process for reporting an incident?    

10.6 Do you report near misses? Please give an example of a near miss.    

10.7 
After an incident occurs and an investigation takes place, what generally 
happens with the recommendations that are made?    

11.2 What are the emergency preparedness plans for this site?    

11.7 In the case of an emergency, how would you contact appropriate people?    

11.9 Is anyone on this site trained in first aid?    

13.1 Where are copies of WSH Act and Regulations kept on this site?      

13.3 What are your four (4) legislated worker rights?    

14.1 Who is your worker safety representative on this site?    

14.2 
Who is involved in hazard identification, communication, and control on your 
worksites?    

14.5 Where can I find a copy of safety meeting minutes for this site?    

14.8 Have you received hearing protection training?    

14.12 What is the procedure for working alone? Is it followed?    

14.16 
Give an example of a controlled product used on this site and the procedures 
required for safe use.    

 
 Highlighted boxes are required for SECOR™.  COR™ requires all questions. 

 



35

How many people should be interviewed?

The amount of people to interview is subjective and there is no hard and fast rule, however there are 
some guidelines you should follow to ensure that an appropriate number of individuals are interviewed. 
At minimum, an auditor should never interview less than 25 per cent of the workforce. The general rule 
for interviews is to conduct enough interviews to acquire a clear and accurate majority response for all 
interview questions that is representative of the entire company.

Here is a good set of guidelines to follow:
• 10 or less, all should be interviewed (100 per cent)
• 15 employees, recommend 10 to all interviews (66 per cent o 100 per cent)
• 20 employees, recommend 11 to 14 interviews (55 per cent to 70 per cent)
• 25 employees, recommend 13 to 15 interviews (52 per cent to 60 per cent)
• 50 employees, recommend 20 to 25 interviews (40 per cent to 50 per cent)
• 100 employees, recommend 25 to 30 interviews (25 per cent to 30 per cent)

Who should be interviewed?

Now that you have a rough idea of how many staff members should be interviewed, you should consider 
who these people are going to be. A representative sample of the company's current organizational 
structure is what you should be striving for. For example, if 40 per cent of the company is made up of 
workers/labourers, then 40 per cent of the interviews you perform should be conducted with those 
workers. An auditor should strive to maintain the same ratios of people the company currently has.

At minimum, all types of persons that exist within the company should be interviewed. This includes 
owners/senior management. It is a requirement of the audit that the owner or representation of the 
ownership team (senior management) be interviewed as part of the certification audit.

The chart below will outline the approximate number of people an auditor would interview if they 
planned on interviewing approximately 30 per cent of the company.

In order to determine these numbers, it will be necessary for you to receive an organizational chart or 
collect this information from the company you are to be auditing during your initial contact with them.

Role
# of people 
in company

# to interview at 
30 per cent

Senior management 5 5 x 30 per cent = 2

Supervisors 25 25 x 30 per cent = 8

Workers 50 50 x 30 per cent = 15

Safety reps/ 
committee members 15 15 x 30 per cent = 5

Sub-contractors 5 5 x 30 per cent = 2

Total 100 30
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Selecting Interviewees When On Site

When you get to a worksite location, you will first do your observational tour. During your tour, pay 
special attention to who is there and the type of work they are performing. You may want to select 
certain individuals based on what you see. If a worker is working with a controlled product, WHMIS 
training will be especially important for that worker. Taking notes of these activities will allow you to 
better connect information found in the audit, observed on site, and communicated via interview.

In order to effectively document what the company knows about the safety and health program, you will 
want to get a good cross section of all company personnel. A good rule of thumb is to ask the supervisor 
to identify the most senior and the newest workers who are on site that day. Interviewing these two 
extremes will allow you to identify how the company is in training new workers and how they are 
communicating changes to existing workers who may have been with the company before the safety and 
health program was implemented. The remainder of the interviewees should be selected at random.

Do’s and Don’ts When Conducting an Interview

You select the person to be interviewed.
• Do not allow the company to "prime" workers for you. Doing so may skew your results and is not 

beneficial to the company.

All interviews must be held in private — no group interviews.
• The purpose of in interview is to see what individuals know and what they can communicate 

about the safety and health program. Once complete, all interviews are consolidated to get a 
majority response. Group interviews prevent you from getting individual results and may allow one 
worker to answer for all. Your results will not be accurate or helpful to the company in this case.

Take notes!
• As has been discussed numerous times in this workbook: take notes. A lot of information is going 

to be presented during interviews and you will conduct them over the course of a few days or 
even weeks. Documenting your results is extremely important to the reporting process. 

• Let the interviewee know that you will be taking notes and why. This will help put them at ease 
as it can be intimidating to have a stranger documenting what they say. Communication skills will 
be covered further on in this workbook.

Interviews are confidential.
• Let the interviewee know that the interview process and individual results are confidential. No 

information about what they’ve said or how well they performed in the interview will be shared 
with the company, Workplace Safety and Health (WSH) Branch, or anyone else. Interview results 
are consolidated and the majority response (postive or negative) is what is communicated in the 
audit results.

Encourage questions at any time.
• Although you are conducting an interview for the purposes of collecting information, questions 

are allowed and encouraged. Let interviewees know that they can ask questions at any time. If 
they don’t understand the way you’ve asked a question, or are curious about the process, they 
can ask and you can answer or provide clarity where it is appropriate to do so.
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Communication Skills 

Good communication skills are essential to effectively gather information. The ability to understand and 
to be understood is key for the auditor to put into practice. Here are a few tips for the auditor to follow 
during the interview process:

1) Keep it simple – use common terms and understandable language. People will feel more relaxed 
when they can answer and explain situations in their own words. Avoid uncommon technical 
terms when possible — that may confuse the person as to what the question is asking.

2) Listen carefully – many people communicate important information in a matter-of-fact manner. 
You may get responses you weren’t expecting. It is the responsibility of the auditor to get clarity 
when required.

3) Know your barriers – never put people on the spot or make them feel intimidated. The goal of 
the audit is to evaluate the company’s safety and health management system, not to interrogate   
individuals. 

 You may also have some language barriers to contend with. If there is an issue with verbal 
communication, identify how the employer currently communicates with the individual. It may 
be necessary to adopt a similar method for the purposes of interview.

4) Discuss, don’t dictate – people will have a much more positive experience and will be able to
 answer more appropriately if they feel they are a part of a conversation, rather than being drilled 
 with questions.

Individuals interviewed may be nervous or concerned about the process. It is your responsibility 
as an Auditor to put them at ease and facilitate an open and honest discussion about what they 
know and do regarding the safety and health activities within the company.

5) Practice – as with anything, practicing your interviewing technique prior to the actual interview 
 will help you (the auditor) and the interviewee to be more relaxed and focus on positive    
 communication.

Part of practicing means knowing what a correct answer looks like. If you are unaware of what 
a correct answer is to a question, you will have a hard time documenting the results on the 
interview or asking important follow up questions.

6) Acknowledge correct communication – give credit where credit is due. Positive reinforcement 
and support for a job well done will encourage people to stay actively involved in their own 
safety and health, promote it to their co-workers and help to ensure a strong safety and health 
culture within the company.  
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Interview Exercise

There is a lot going on during an interview. You will need to pose questions in a way that is understood 
by the interviewee, listen to their response, and assess them to determine a positive or negative 
response. You may need to ask follow-up questions or reword the original question to ensure that the 
interviewee is given an opportunity to share their knowledge. Getting comfortable with interviews 
starts with getting familiar with the questions, how they’re asked, and understanding the intent of the 
question.

Below, questions from the audit will be presented and a response will be given. Evaluate each response 
and resolve or answer the question posed. Be prepared to discuss your answers.

1.4 – Where would you find a copy of the safety and health policy?

The interviewee says, “at the office” or “back at our shop.”
a) This is acceptable – positive response
b) Policies must be onsite and available to workers – negative response

The interviewee says, “online,” or “on our phones.” Is this acceptable? Why or why not?

________________________________________________________________________________

________________________________________________________________________________

The interviewee names a location on site that is different from where you saw the policies during 
your observation tour. What do you do?

a) This is not where you found them on site during observation – negative response
b) They’re probably right – positive response
c) Make a note, verify if it’s correct before leaving site

1.7 – In your own words, what does the safety and health policy say?

What statements or information are you looking for to determine a positive response? Assess the 
following as correct or incorrect responses.

_________  “To be safe at all times, no matter what.”

_________  “Management's commitment to provide and maintain a safe and healthy 
            work environment.”

_________  “The right to be safe at work and be involved with the program.”

_________  “It outlines all the policies and procedures we are supposed to follow for stuff like 
            PPE, company rules, hazard assessments, etc.”

_________  “Work together to maintain a safe and healthy work environment.”
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4.3 – Explain a safe job procedure for a job you do.

What should they be mentioning, at minimum, regarding any procedure they explain? 
What information are you looking for? Circle all that apply.

a) Steps in correct order
b) Tools required for the job
c) PPE required for the job
d) Pre-requisite training to perform the task (when applicable)
e) Hazards of performing the task
f) Restrictions of performing the task

6.3 – Do you have access to specialized PPE when needed?

The interviewee says yes. Is that enough? What follow up question(s) can you ask to help verify 
this question?

________________________________________________________________________________

________________________________________________________________________________

7.6 – Who does the repairs or maintenance on equipment or tools?

What is the intent of this question? What key information are you looking for in a response? 
Circle all that apply.

a) That someone is fixing tools
b) That the owner or supervisor is fixing tools
c) That they are sending all tools away to be fixed
d) That a qualified/competent person is fixing tools

10.3 – What is the process for reporting an incident?

This question is asked to a worker. What is the worker reasonably expected to know regarding 
incident reporting? Circle all that apply.

a) Report all incidents to the supervisor immediately
b) Serious incidents must be reported to the WSH Branch
c) Lost time incidents must be reported to the Workers Compensation Board of Manitoba
 (WCB)

This question is asked to a supervisor. What are they reasonably expected to know? Circle all that 
apply.

a) Report all incidents to the supervisor immediately
b) Serious incidents must be reporting to the WSH Branch
c) Lost time incidents must be reported to WCB
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8.6 – Have you (management/supervisor) had any training in your safety and health responsibilities?

They say yes. Is that enough? What follow up question(s) can you ask to help verify this question?

________________________________________________________________________________

________________________________________________________________________________

11.9 – Is anyone on site trained in first aid?
If they say no, is that a correct answer? How would you determine that?

_______________________________________________________________________________

_______________________________________________________________________________

Concluding an Interview

Just like observations, the auditor is responsible for taking the information available and analyzing 
it to determine compliance with the audit requirements. Two different answers can both be correct 
depending on the situation. Before ending an interview, always thank the participant for their time and 
effort. Reaffirm the confidentiallity of the interview and give them one final opportunity for questions.

You may not have a fully completed questionnaire identifying a positive or negative response at the 
end of an interview so take good notes! Use this information to determine if the response you got is 
indeed correct (positive) or incorrect (negative). After an interview, it may be necessary to continue your 
observation before leaving the worksite to verify responses you received during interview.

Interview Technique - Review

Interviews are where you will get the most and best information about how safety and health is viewed 
and performed within an organization. Take good notes, be open to discussions, and don’t be afraid to 
ask for more information.

Use the questionnaires to ensure consistency from interview to interview and make sure you interview a 
cross section of the company. Remember that a correct answer can be different from person to person, 
and site to site. Make sure you review documentation and conduct observations prior to performing 
interviews to familiarize yourself with the company and their processes.
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Step Three: Reporting The Results

Summarizing results
Now that the actual auditing is complete via the three verification techniques, it is time to consolidate 
and summarize the information you have collected into the audit instrument. This is where the 
referencing of documentation, checklists used, and notes taken all come into place.

We will look at interview components first, as it will be the largest amount of information you need to 
collect and summarize. Observations will follow a similar technique, and documentation will be a general 
review and verification that information has been transfered properly.

Interview summary – using the interview response summary tool
After you have completed interviews, you may have a lot of interview questionnaires to handle. As 
discussed prior, evaluation techniques are evaluated as "majority rules." You will see the most diversity 
in information with interviews and this rule will be extremely important in the way you summarize 
results. To get all the interview results consolidated into the audit instrument can be difficult with the 
number of questionnaires you will have. To simplify this process and help ensure accurate information is 
concluded, an interview response summary tool has been developed.

The interview response summary tool is a document used to help determine whether there is a majority 
of positive or negative responses to the questions on the interview questionnaires. The auditor will 
add up all the positive and negative responses they have gathered from the various interviews and 
transfer it onto the interview response summary tool. From there, at a glance or for future reference, 
the auditor will have the ability to verify whether or not the majority of the people interviewed have a 
good understanding of their safety and health program for each question asked. During future audits, 
the auditor may want to look back at these documents to see if progress is being made in regards to the 
interview process.

Once you have logged all interview results into the tool, you can easily see where the majority of 
responses lie and be able to transfer the final result for each question into the audit instrument. 
Remember, you are looking for a majority — that means MORE than half. If the majority of responses are 
negative, an O will be placed under the "I" column that corresponds with that particular question (using 
the reference numbers as guidance). The same rule applies for a majority positive response, a P will be 
placed in the correct box. Where a question is exactly 50 per cent postive and 50 per cent negative in 
responses, this is not a majority in either case. The auditor must err on the side of caution and therefore 
an O must be placed for that question. 

Only a majority of positive responses can result in a P in the audit instrument.

Where you have questions that are a 50/50 split and where possible to do so, the auditor should 
perform additional interviews to break the tie and get a conclusive result. Where this is not possible, an 
O must be transfered to the audit instrument for that particular question.
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Interview Response Summary Tool 
 

© 2018 Construction Safety Association of Manitoba 

In the boxes below employee, management/supervisor, worker safety representative/safety committee 
member, and sub-contractor, summarize the interview results using a  or  as identified on the interview 
questionnaires. In the last two columns, total the number of ’s as positive responses and ’s as negative 
responses. Whichever response has a higher total will be the final  or  that is identified in the audit 
instrument.  
 
Remember, ‘majority rules’ for interview responses. If the totals are equal, either perform another interview to 
break the tie or err on the side of caution and mark it as an  in the audit instrument. 
 

Ref. # Employee Management/ 
Supervisor 

Worker Safety 
Representative/ 

Safety 
Committee 

Member 

Sub-contractor # of Positive 
Responses 

# of Negative 
Responses 

1.4       
1.5       
1.7       

 

2.1       
2.2       
2.3       
2.4       
2.9       

 

3.2       
3.3       

 

4.1       
4.3       
4.4       
4.5       
4.6       

 

5.2       
5.3       
5.4       
5.5       

 

6.2       
6.3       
6.6       
6.7       

 

7.4       
7.6       
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Interview Response Summary Tool – Page 2 
 

© 2018 Construction Safety Association of Manitoba 

Ref. # Employee Management/ 
Supervisor 

Worker Safety 
Representative/

Safety 
Committee 

Member 

Sub-contractor # of Positive 
Responses 

# of Negative 
Responses 

8.2       
8.5       
8.6       
8.7       
8.8       
8.9       

8.10       
8.11       

 

9.5       
9.6       
9.8       
9.9       

 

10.3       
10.4       
10.6       
10.7       

 

11.2       
11.7       
11.9       

11.10       
 

12.1       
12.6       

 

13.1       
13.2       
13.3       

 

14.1       
14.2       
14.3       
14.4       
14.5       
14.8       

14.12       
14.16       
14.17       
14.23       
14.24       
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Observation Summary

Observation summary will work the same way as interview summary. At this stage, you will have multiple 
observation checklists, one for each site visited. The majority rules here, also. What you can now do is 
take a blank observation checklist and consolidate all the P’s and O’s onto one checklist. Tally up the 
majority responses and transfer those results into the audit instrument under the "O" column using the 
reference numbers as guidance.

Remember, as suggested earlier, it is a good idea to visit an odd number of sites when possible to ensure 
a majority response can be identified.

Documentation Summary

Documentation summary will be slightly different than the previous techniques. At this point, you have 
collected documentation, found the relevant information for questions identified in the audit, referenced 
those components of the document, and given yourself a P in the corresponding box under the "D" 
column. Now you will need to double check your references and fill in any gaps. 

Make sure that for every P you have identified under the "D" column, that you have a referenced 
number placed on a document in that section and it appropriately and effectively communicates the 
requirement. For any blank boxes you have under the "D" column, now is the time to fill them in! If you 
found a document on site or the company provided you more documentation, you can now assess the 
new information and complete the remainder of the "D" column for all 14 sections.

Check for Accuracy

If you followed the procedure, you have now been through the audit one time and should have all the 
boxes under "D", "O", and "I" filled in with either a P or an O.

For observation and interview, verify your findings are accurate and where you have missing information, 
review your checklists, or, where necessary, conduct further observations or interviews to conclude a 
result. 

After you have completed the accuracy check, you may be able to answer yes in a few more places. The         
answers to the remaining questions will then be no. Now you can go back over the audit instrument 
section pages and put an O in the remaining blank boxes to indicate the verification of a negative 
response.

Analyzing Results

Now that all the data necessary for the audit has been collected, it is time to determine a score. As  
noted earlier, each question has a weighted score. This will identify the maximum points that can be 
awarded for each question of the audit. 

For each question you have identified a positive or negative response via P’s and O’s and can now 
evaluate the positive and negative results of each technique to determine a score. There are some rules 
to follow when scoring an audit to ensure an accurate and truthful result.
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Scoring the Audit – Awarding Points

The final column in each section is for recording the points awarded for the questions. Now that we have 
verified all components of the audit, there are P’s or O’s in every box, we can determine a score for each 
section. Points will be determined by a set of rules. These rules are as follows:

For questions worth three points or less and using a single technique:
	 O = zero  P = full points

For questions worth three points or less — using multiple techniques with "AND":
	 P     AND     O = zero points  
	 O      AND     O  = zero points
	 P     AND     P = full points

For questions worth three points or less — using multiple techniques with "OR":
	 P	OR     O = full points  
	 O     OR     O = zero points
	 P     OR      P  = full points (not double)

For questions worth four points or or more — using a single technique as well as "AND/OR" questions:
• Consult the guidelines to determining point distribution
• Where the guidelines do not identify a split of points follow the same rules as above

Pay special attention to questions worth four points or more. Use the guidelines to identify how points 
can be awarded in these cases. Once you have identified points awarded for each question in a section, 
you can add up the section and give a total at the bottom of the page. Use the correct total box for COR™ 
or SECOR™ audits respectively.

This is the main reason it is critical to only place P’s or O’s in the D, O, and I columns. If you attempt 
to score the audit before you have all the information, you will run into problems, forget to collect 
information or calculate scores incorrectly. This can drastically affect the results of the audit. Always 
remember, P’s or O’s under D, O, and I and final score in the far right column.
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Awarding Points Exercise

Below is an extraction of the audit instrument, Section 11 - Emergency Preparedness. This section is 
completed and ready to be scored. Interpret the  P’s and O’s under D, O, and I to determine a score for 
each question. We will review as a group.

Once you have calculated a score for each section, it is time to summarize your result onto the executive 
summary sheet.

Version 1 - 20 © 2020 Construction Safety Association of Manitoba 57

SAFETY AND HEALTH PROGRAM VERIFICATION Score 
Weighting Technique Employed Points 

Awarded

11 Emergency Preparedness D O I

11.1 Are the emergency preparedness directives/plans appropriate to work activities? 6 A ND

11.2 Have employees received training in emergency procedures, roles, and responsibilities? 4 AND

11.3 Have the emergency response directives/plans been reviewed annually and/or following an incident? 3

11.4 Has the fire response plan been tested annually? 2

11.5 Are fire extinguishers readily available, marked and visible? 2

11.6 Are extinguishers regularly inspected and maintained? 2 OR

11.7 Is an appropriate emergency communication system available? 2 A ND

11.8 Are there adequate first aid supplies on site? 2

11.9 Are the required number of qualified first aid personnel on site? 3 OR

11.10 Is there a means to transport an injured employee to a medical facility? 3 A ND

CORTM total points possible/awarded 29

SECORTM total points possible/awarded 14

Highlighted questions are required for SECORTM. CORTM requires all questions. The minimum standard is 50 per cent of total possible points.

O PP
O

O

O

O
O

P

P
P
P
P

P
P P

P
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Executive Summary Sheet

Once you have calculated the scores for all 14 sections, you are now ready to transfer the results to the 
executive summary sheet. This sheet is the report card for the audit. It communicates “pass/fail” and 
scores in each section. The executive summary sheet does not communicate what was missing nor does 
it make recommedations for improvement. This will be communicated through the audit corrective 
action plan.

There are two different summary sheets, one for COR™ and one for SECOR™ respectively. Ensure you 
are using the correct summary sheet for the correct type of audit. Fill in all the appropriate spaces in the 
executive summary sheet and transfer the final scores from all 14 sections into the chart provided. 

Once all scores are entered, determine if the minimum standard of 50 per cent in each section has been 
met and identify this with a P under "yes" or "no" respectively. If the auditor has any general comments 
about any of the sections, it can be placed beside each section in the comments column. Generally, this 
column is used to identify the main issue/concern with that section. If a company primarily had an issue 
with Documentation in section 2, that comment can be placed here. Further details and information 
regarding the performance of each section will be identified through a written report or the audit 
corrective action plan later.

Add up the scores in all 14 sections and get a final score. Transfer that total to the bottom of the page 
and calculate a percentage for the audit. As long as 50 per cent or better was achieved in each section 
and 80 per cent or better was achieved overall, you can identify that minimum standards have been 
achieved and set a goal for next year's audit. A realistic goal is approximately five per cent improvement 
from one year to the next. This can change depending on the type of deficiences that were noted 
through the audit process and the time and effort it will take to implement improvements.

You can now sign the summary sheet as the auditor. The remainder of the signatures will be collected at 
the close out meeting.
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Audit Instrument Pages

Now that you have visited worksite locations you can go back to the audit information sheet and 
complete the information for sites visited and persons interviewed. Double check that all pages 
of the audit instrument have been completed correctly up until this point:

• Cover sheet
• Audit information sheet
• Safety and health manual verification
• Section Pages 1 through 14

• D, O, and I columns
• Points awarded and total points

Auditor Executive Summary Sheet 

The auditor executive summary sheet summarizes the main activities performed by the auditor 
when completing the audit. It will identify the number of sites visited and people interviewed 
specific only to the type of questionnaires used to interview them. This information is important 
when reviewing the audit results and comparing results from year to year. This document also 
serves as proof that the auditor visited and interviewed the appropriate number of sites and 
people.

Lastly, there is some space provided for additional notes and comments from the auditor on 
how the audit went, what they saw, specific comments regarding compliance, and/or any 
additional information regarding concerns that may not have been captured in the scoring 
sheets for each section. 

A written report concluding the audit is optional and not a mandated component of the 
audit process and may be left blank, however the number of worksites visited and persons 
interviewed must be filled in and signed off by the auditor. The audit corrective action plan is 
a mandated component of the audit and is typically preferred over a written report as it more 
directly and clearly communicates the opportunities for improvement and recommendations on 
how to achieve them.
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Audit Corrective Action Plan

An audit corrective action plan is the most important component of an audit. Regardless of whether the 
company passes or fails an audit, there will always be opportunities for improvement. This is the place 
where the auditor can make those recommendations. An action plan must cover the following:

• Identify deficient requirements of the audit, including audit reference numbers.
• Make recommendations for improvement for each deficiency.
• Assign responsibility for each action.
• Set target dates for completion.

An action plan is a condensed version of the written report and is typically favoured for that reason. 
An action plan can be submitted in any form or format but must contain the information stated above. 
You will also note that the corrective action plan must be signed off by the auditor, worker safety rep/
committee member, and senior management just like the executive summary sheet. At the time of the 
close out meeting, the action plan will be reviewed and signatures can be collected.

IMPORTANT: The corrective action plan that is developed by the auditor and presented to the company 
is to be considered as suggestions for improvement based on the audit findings. The company is 
encouraged to either adopt or adapt the plan as they see fit. It is ultimately the company's responsibility 
to manage and improve the program in a way that best fits their organization.

Making Recommendations

When making a recommendation for improvement, it is important to provide enough detail and 
information to the company so that they can effectively identify the area(s) of concern and adopt/
implement the recommendations made. A good recommendation is procedural by nature and will 
identify the steps, in chronological order, on how to effectively and efficiently implement the changes. 

For example:
A company was not awarded points for interview question 6.7 - s there a criteria used to select PPE?

The recommendation should lay out a plan for educating workers in all the methods and criteria that 
are used for selecting PPE. This can be done through updating orientations and developing topic 
specific toolbox talks, and can be reinforced through hazard identification and control methods. 
The responsibility for updating orientations, writing new toolbox talks, and delivering toolbox talks 
should be clearly assigned to individuals and timelines for implementation be identified. This will 
be a good foundation for communication when there are questions regarding the plan or when the 
company is following up on the corrective action plan to monitor progress.

The corrective action plan is not just for deficient components of the audit. The corrective action plan 
is a prime opportunity for the auditor to communicate any concerns they noted throughout the audit 
process or, where questions resulted in a majority positive result, but only by a small margin. As a 
company grows and changes, these areas well become more an more important to continued success of 
the program.
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Close-out Meeting

Immediately after the audit is completed, you should hold an audit close-out meeting. For larger 
organizations, an opening meeting is also held, and the close-out meeting usually has the same people in 
attendance. 

At this time, the audit is reviewed in its entirety (section by section) from documentation review, sites 
visited, and number of interviews conducted. Credit should be given where they have performed well 
and recommendations for improvement should be identified for areas that need to be addressed. 
This can be done by reviewing the corrective action plan that you developed as part of the audit. It is 
important to note that the company is expected to either accept and adopt your plan, or make their own 
based on your recommendations and what works for their organization. 

It is common for companies to question your results and ask for examples and information so they have 
a better understanding of how they can perform better. This is where your notes from documentation, 
observation, and interview become indispensible. 

Once the meeting has concluded, allow for questions and have the company’s senior representative and 
worker representative identify a goal for the next audit, sign the audit summary sheet, and sign your 
corrective action plan. These signatures identify that the company has been presented with the results, 
you have communicated to them the reasons behind your findings, they have been involved in the audit 
process, and they have accepted the results as part of record.

The agenda for this close-out meeting should be:
• Presentation of the written report or action plan. 
• An overview of the audit and/or executive summary sheet.
• An identification of any immediate concerns that need to be addressed.
• Appropriate recommendations.
• A discussion of any other concerning issues.
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Appendix A

REGISTERED AUDITOR

Introduction
In accordance with Construction Safety Association of Manitoba (CSAM) audit protocol, each company’s  
self-audit must be completed by a current or new CSAM registered auditor applicant.

CSAM’s Principles of Safety Management training enables each company to tailor their safety program to suit 
their operations. The intent for CSAM registered auditor status is to assist in ensuring all audits received by 
CSAM are accompanied by the required supporting documentation and information.

Prerequisite
Individuals who apply for registered auditor status must complete CSAM’s Principles of Safety Management 
and Safety Auditor courses. (Equivalent training through other provincial jurisdictions may be given 
consideration for credit.)

Items Required for Submission
 • Completion of the registered auditor application
 • Verification of attendance in Principles of Safety Management and Safety Auditor
 • Submission of a completed audit instrument and required supporting documentation
 • Submission of a corrective action plan including: corrective action, assignment of
     responsibility, and implementation dates

A CSAM registered auditor certificate with a three-year expiry date will be issued upon successful evaluation 
and approval.

Registered auditors must complete a self-audit on an annual basis in order to maintain their status. 
Failure to maintain registered auditor status will require reapplication to CSAM and submission of required 
documentation.

*Supporting documentation submitted to CSAM will be 
retained on file and will not be returned to the company.
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Name: 
Date of application:
Company: 

REGISTERED AUDITOR
APPLICATION

Please submit your completed application and documentation requirements to:

   Head Office:    Westman Office:
   1447 Waverley Street   950 - 10th Street
   Winnipeg, MB    Brandon, MB
   R3T 0P7    R7A 6B5
   P: 204-775-3171                P: 204-728-3456 
   F: 204-779-3505   F: 204-571-0678

Mailing address:        
City/town:        Postal code: 
Phone:         Fax:         
Email:

Please print clearly

This information is required to process your application. Please complete all sections before submitting:

 1. I have completed: 
     Principles of Safety Management        
     Simplified Safety    Date completed: 

 2. I have completed Safety Auditor.     Date completed:

 3. I have completed and attached a self-audit.

 4. I have completed and attached a written 
  corrective action plan that includes: corrective 
  action, assignment of responsibilities, and 
  implementation dates.

 5. I have attached all supporting  documentation 
  required to complete my self-audit.

          Registered auditor checklist completed             Printout of training requirements
          Photocopy executive summary               Photocopy corrective action plan
          Registered auditor certificate issued              Registered auditor status updated in CALVIN
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Appendix B

Audit Definitions and Interpretations

The following definitions are meant to assist auditors in interpreting the terminology defined in the audit 
instrument and to clarify the intent of CSAM's CORTM guidelines.  

Auditors are reminded that the purpose of an audit is to analyze, interpret, and report on the system 
that is currently in place to manage the safety and health of a particular company.  

Generally, this will focus on the implementation of an individual company’s overall safety and health 
program.  However, in circumstances where a company conducts their operations as a project manager, 
residential home builder, or prime contractor, the focus will shift to the implementation of the safety and 
health management system on the job site — which would include all contractors that they would be 
responsible for.

Personnel Definitions

Employee – a full- or part-time person who is directly employed by the company (receiving a salaried or 
hourly wage).  This does not include persons working for a company on a fee-for service (such as a 
sub-contractor or consultant).     

Employer – includes every person who, by himself or his representative, employs or engages one or 
more workers. 

Independent auditor – an impartial, independent auditor who performs an audit on a company that has 
requested or is renewing COR™/SECOR™ Certification.  ALL external auditors are appointed and arranged 
by CSAM.

Internal auditor – a representative of CSAM who has been appointed to conduct an audit on a company 
that has requested COR™ or SECOR™ Certification.

Management – a company representative who has the ability to: make decisions, implement changes, 
direct activities of others, and enforce the safety program.  A manager can include: a project manager, 
supervisor, lead hand, or others designated by the company.
  
Owner – the owner of land or premises to be used as a workplace. 

Owner/operator – refers to a self-employed person performing their own work operations. 

Prime contractor – the person or company designated to be in charge of the entire work site.  A prime 
contractor has the responsibility to develop, implement, and monitor a system to manage the safety and 
health performance of everyone at the work site. 

Registered auditor - individuals who have completed the CSAM training courses Principles of Safety 
Management and Safety Auditor and have submitted a qualifying audit that meets the standards of 
COR™/SECOR™ and CSAM.
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Senior management – the owner of a company or his/her authorized representative who has signing 
authority (for policies, procedures, purchases, etc.)

(Sub)-contractor – non-direct employees of a company, rather those performing duties on a contract 
basis. Sub-contractors may be interviewed during the performance of an audit in residential construction 
or project management companies if there are few or no direct company employees on site. This 
definition includes self-employed persons.
    
Supervisor – an individual who has charge over a work site and/or authority over other workers. 

Supplier – an individual, company, or organization who provides; sells; leases; installs tools; equipment; 
materials; machines or devices; or biological or chemical substances to be used in a workplace. 

Visitor – any person who is not directly employed at a work site but who may enter the site (whether 
invited or uninvited) to deliver materials or conduct a formal or visual assessment.  

Worker – an individual who does not have authority to direct or manage the activities of others. Any 
person who is employed by an employer to perform a service whether for gain or reward, or hope of 
gain or reward.  

Worker safety representative – an employee elected by fellow workers or designated by the employer to 
assist as a liaison between management and workers with respect to safety and health issues.   

Other Definitions

Act – the Manitoba Workplace Safety and Health Act, Chapter W210. 

Audit corrective action plan – a document located in the front of the audit instrument that aids the 
auditor in identifying weaknesses, setting goals and assigning personnel to correct deficiencies for your 
next audit. 

Audiometric testing – testing a person’s ability to hear sounds at various frequencies.

Audit – Verifying safety and health performance against a given standard. 

Closeout meeting – a meeting that involves the auditor and members form the company audited 
(usually upper management).

Current – documentation that requires a completion date of no longer than one year prior to the current 
date. 
 
Critical task – a task that has a high probability of severe injury, loss, or adverse effect if not performed 
properly.  A critical task must have a written step-by-step safe work procedure in which employees must 
be trained.

Directive – written instruction or guidelines that indicate how to perform an action, reach a goal, or 
conduct company operations.



60

Documentation – supplying paperwork (completed hazard assessment forms, orientations, etc.)  to 
prove your company due diligence as required by law.

Due diligence – means taking all reasonable precautions, under the particular circumstances, to prevent 
injuries and/or incidents in the workplace along with the ability to prove this confirmation by means of 
documentation.

Independent audit – a CSAM-arranged third-party or independent audit performed on a company as the 
third and final step toward the achievement or renewal of COR™ Certification.

Executive summary sheet – a comprehensive evaluation including: points awarded; verification of 
minimum standards met; and positive and negative comments for each of the 14 sections.  

Hazard – any circumstance or condition which poses the risk of an accident or injury.

Hazard assessment – a thorough examination of an operation to identify the actual and potential 
hazards prior to work commencing and whenever the work or work environment changes.

Incident – any unplanned and unwanted event which resulted in or could have resulted in damage or 
injury.

Incident investigation – determination and analysis of the facts of the incident to establish the causes 
and the corrective measures required.

Internal audit – an audit performed by a representative from CSAM as the second step toward the 
achievement or renewal of COR™ Certification.

Interview – a formal meeting in which people are asked predetermined questions by the auditor to test 
knowledge on the company’s safety and health program.

Job specific training – includes both formal and informal training conducted by a qualified person that 
is required by employees in order to perform specific work tasks (i.e.:  confined space entry, aerial lift 
operation) delivered either in-house or by an outside agency.

Manufacturers recommendations – written information supplied by the manufacturer providing details 
on recommended procedures for use, care or maintenance of tools, equipment or vehicles.   

Musculoskeletal injury (MSI) – an injury or disorder of the muscles, tendons, ligaments, joints, nerves, 
blood vessels, or related soft tissue.

Near miss – an unplanned event that did not result in loss, damage, injury or illness, but had the 
potential to do so.

Observation – the act or faculty of observing a work site. 

Personnel – represents the entire makeup of a company’s workforce.

Policy – a written, signed statement that communicates management’s intent, objectives, requirements, 
responsibilities, and standards.
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Qualified person – a person who the employer deems to be competent based on prior experience, 
knowledge, or training.

Registered auditor – individuals who have completed the CSAM training courses (Principals of Safety 
Management and Safety Auditor) and have submitted a completed audit that meets 
COR™/SECOR™ standards. 

Regulation – the Manitoba Workplace Safety and Health Regulation 217/2006. 

Reverse onus – a clause within a statute that shifts the burden of proof on to the individual specified to 
disprove an element of information. 

Safe job procedure – a step-by-step set of instructions outlining how to conduct a task or operate tools/
equipment safely from beginning to end.

Safe work practice – generalized guidelines (dos and don’ts) of how to perform a task or an operation 
safely (i.e. tools, equipment, material handling).

Safety – is a state of mind by which a person is constantly aware of the possibility of an incident 
occurring at any time.

Safety management – a systematic, organized process to reducing the human and financial costs of 
workplace incidents.

Sound monitoring – a measurement of sound levels in a work environment.  

Toolbox talk/tailgate meeting – a safety meeting required to be held and documented weekly for 15 
minutes or biweekly for 30 minutes, as stated in section 44(3) page 50 of the the Workplace Safety and 
Health Act. 
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Acronyms  

ANSI – American National Standards Institute

COR™ – Certificate of Recognition

CSA – Canadian Standards Association

G.CSC – Gold Seal Construction Safety Coordinator

JHA – Job Hazard Analysis

NCSO™ – National Construction Safety Officer

NHSA™ — National Health and Safety Administrator

PPE – Personal Protective Equipment

SDS – Safety Data Sheet

SECOR™ – Small Employer Certificate of Recognition

WCB – Workers Compensation Board

WHMIS – Workplace Hazardous Materials Information System

WSH – Workplace Safety and Health


