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Welcome to your Best Practice Internal Audit lesson 
guide. It’s designed for anyone who has been tasked 
with completing internal auditing on site. It will provide 
all of the information and help develop the skills you 
need, to carry out your internal audits effectively.

You will learn to understand the requirements of 
internal auditing, corrective and preventive actions, 
root cause analysis and also senior management 
commitment.

Having the required knowledge about the standard, 
to be able to challenge your system when you’re 
auditing, is what makes a really good auditor. This 
guide will teach you how to be a ‘best practice’ auditor.

When you have completed this training, you will be able to audit the internal 
audit system, corrective and preventive actions system and also the senior 
management commitment section along with document control, training and 
GMP.

You will be ‘qualified’ to audit the other sections of your standard, but we can’t 
teach you these sections in detail within this guide - but don’t worry, we have 
other guides and courses that you can bolt onto this one, that will teach you the 
other subjects and then you’ll be able to audit those to ‘best practice’ standard 
too! 

If you have any queries or questions about this guide, please contact us at 
info@techni-k.co.uk alternatively, you can call us on 07955 211023.
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Module 1 

This guide is broken down into manageable parts, so let’s 
look at what each module will cover.

Internal audit requirements
• What the requirements are for internal audits, what they mean and how 

you can work towards meeting them.
• What a non-conformance is, and when and where you would raise them.

Corrective & preventive actions & root cause analysis
• What the requirements for corrective and preventive actions are, and what 

they mean.
• Root cause analysis; what it is, why it is important and our Smart Analysis 

method.

Internal audit basics

• Diff erent types of audits and the audit cycle.

The aim of internal audits

• Why we carry out internal audits and what prevents the audits from 
working.

Audit skills & tools

• The skills and tools you will need to carry out an internal audit.

Best practice auditing

• The best practices of auditing both documents and inside the factory.

Audit report writing

• How to write an audit report.

Senior management commitment

• What requirements there are for senior management commitment, what is needed to 
comply and how you audit this section.

IntroductionIntroduction

We are going to focus on best practice so you will be covering all possibilities, including retailer We are going to focus on best practice so you will be covering all possibilities, including retailer We are going to focus on best practice so you will be covering all possibilities, including retailer 
standards. This means we will be looking at auditing to a high level of detail. In this guide standards. This means we will be looking at auditing to a high level of detail. In this guide standards. This means we will be looking at auditing to a high level of detail. In this guide 
we’ve highlighted areas where you can exceed this. Pushing your site to work to gold star we’ve highlighted areas where you can exceed this. Pushing your site to work to gold star we’ve highlighted areas where you can exceed this. Pushing your site to work to gold star 
standards, will elevate you above external audit requirements, giving you extra armour.standards, will elevate you above external audit requirements, giving you extra armour.standards, will elevate you above external audit requirements, giving you extra armour.

In each module we’ve shown the requirements like this, in pink text - 
these requirements refer to what’s required in most of the GFSI schemes.
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Module 2 

 Internal audit requirementsInternal audit requirements

What an internal audit is.

What the requirements for your internal audits are:

• What the requirements are actually asking you for

• what you need to do to work to best practice to cover 
retailer requirements too

• the diff erence between verifi cation and validation.

What you will learn...What you will learn...What you will learn...

The requirement of internal audits is much the same across 
all standards, so we’ve gathered this all together for you.

What is an internal audit?What is an internal audit?
An internal audit is an independent and objective evaluation of site compliance against the 
standard it works to. They are checks that your site is working properly and meeting the 
requirements. Audits are carried out to keep your site in control and to help it to continually 
improve.

Internal audits are a fundamental part of any standard and in some cases, if they are not 
implemented correctly - can lead to failing an external or certifi cation audit. This highlights how 
important it is to complete internal audits, not only to ensure your system is eff ective, but also 
for the safety, legality, authenticity and quality of your products.

If your internal audits are not implemented or carried out 
correctly, it can cause huge problems when it comes 
to external audits. Ineff ective audits can lead to non-
conformances being raised throughout your system, and 
nobody wants to give non-conformances away easily.

In the worst case, not having audits in place can lead to 
food safety issues, which can have an impact on public 
health. This could then lead to recalls and possible 
damage to your business.
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Module 3 

Corrective & preventive Corrective & preventive 
actions & root cause analysisactions & root cause analysis

Before we go through what the requirements are, let’s look at the defi nition of a 
non-conformance, and what corrective and preventive actions are, 

and what the diff erence is between them.

A non-conformance is when there has been a failure to meet the requirements, and you 
raise one whenever you identify a failure to meet a requirement of whatever standard you 
are auditing against. 

There are three typical levels of non-conformance:

Your site may call them diff erent things, or they might just stick to ‘compliance’ or ‘non-
compliance,’ you just need to stick to what your site procedure says. Let’s go through what 
minor, major and critical mean, just in case your site uses these, as these terms are the most 
common. 

‘non-conformance’ 
A non-conformance is when there 

has been a failure to meet the 
requirements.

minor, major & minor, major &   critical...critical...

What the requirements are for corrective and 
preventive actions.

Root cause analysis: what it is, why we use it and 
our Smart Analysis method.

What you will learn...What you will learn...What you will learn...
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Think of audits like a cake. Horizontal audits look at the individual layers of the cake, 
one layer at a time...

A horizontal audit is where you focus on a specifi c topic. 
Where you audit each clause, one by one. 

In a horizontal audit you can therefore focus on one 
particular requirement or department, to check for 
compliance. 

This is how most Internal audits will be carried out, by 
taking one part of the standard and auditing each clause, 
one by one.

There are two types of audit; horizontal and vertical. Both of these are acceptable but are 
usually used at diff erent times depending on; who is carrying out the audit, the reason for the 
audit and the time restrictions.

Module 4 

 Internal audit basicsInternal audit basics
In this module we’ll look at two types of audit when we 
would use them, and then each step of the audit cycle.

types of audit...types of audit...

horizontal audithorizontal audit

The diff erent types of audits – horizontal and 
vertical.

The audit cycle.

What you will learn...What you will learn...What you will learn...
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Module 5 

The The  aim of internal auditsaim of internal audits
We’re going to look at all of the reasons why we carry out 
internal audits and the benefi ts of doing them correctly.

Internal audits are the most undervalued tool in your site toolbox, 
and we are sure that you will agree with us after this section!

Why do we carry out 
internal audits?

HOW MANY REASONS 
CAN YOU THINK OF?

The most important reason is to test the system. It has to be tested 
eff ectively so that you know it is in control and is functioning like it 
should. If this is done correctly it is invaluable, as it allows you to do 
all of the following:

Stopping failures in the system will help prevent unsafe, illegal 
or substandard quality product. 

This will keep your customers and the public safe and should help 
to minimise complaints. It will also save your company money 
from possible recalls or withdrawals.

stop failuresstop failures

Why we carry out internal audits.

Why internal audits sometimes don’t work.

What you will learn...What you will learn...What you will learn...
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Module 6 

Audit skills & toolsAudit skills & tools
We’ll go over what’s involved in internal auditing and the 

skills and tools, you’ll need as an auditor.

There are lots of words that are used to describe auditing, which give you 
a stronger idea of what the purpose of auditing is and what it involves! 

These words are all descriptions that are used when talking about auditing as auditing involves 
all of these things. The reason you are carrying out an audit is to confi rm compliance; and 
where non-compliances are found, you can raise the appropriate non-conformances. 

In order to establish whether the site, documents, records, procedures and staff  are 
compliant or not, you have to use many of the activities we have shown here when auditing.

What does auditing involve?What does auditing involve?

What’s involved with internal auditing.

Audit skills and tools.

What you will learn...What you will learn...What you will learn...
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Module 7

Best practice auditingBest practice auditing
This section is all about how to carry out the most eff ective 

and effi  cient audit, to a high standard.

What the best auditors look for when auditing is detailed for you in every part of this section 
as it cannot exist as a subject on its own. Its linked to everything that happens when looking at 
documents and records and also when looking inside the factory. 

It will include the fundamental things that auditors look for when viewing documentation and 
records as well as what they are looking out for when carrying out GMP inspections in the 
factory. We’ve split this up into the two types of audits...

what the best auditors look for...what the best auditors look for...

 system auditssystem audits
System audits focus on your quality management 
system and are predominantly documentation based, 
with an element of practical checks, to make sure that 
what is said in the procedure is being done in the factory.

Remember that audits confi rm compliance and non-
compliance through detailed evidence.

What the best auditors look for when auditing.

How to audit documents and records.

What to look for in the factory.

What you will learn...What you will learn...What you will learn...
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Before you start your audit, read the previous report. Check to make sure that 
all the non-conformances have been closed out. If they haven’t, that’s where 
you should start. 

Sometimes non-conformances may have been closed out, but it just wasn’t 
recorded on the audit report. If the evidence can be provided and you can 
verify that the actions have been taken, you can close out the non-conformances now. 

If the non-conformances haven’t been closed out, and they have exceeded the timescales 
without any justifi cation, then new non-conformances should be raised at the start of your 
audit. 

Module 8

 Audit Audit  report writingreport writing
This module is all about how to write your audit report so 

that you have an accurate record of your auditing activities.

do’s and don’ts of report writing...
There is a bit of an art to writing an audit report, so don’t expect it to be perfect fi rst time 

around. After this module you should feel a lot more confi dent!

do: read the previous reportdo: read the previous report

don’t: copy informationdon’t: copy information
As tempting as it may be, do not copy any information from the previous audit report. It may 
seem like it will save you time, but in the long run it won’t, as it could lead to major errors in 
the information, because you may be copying out of date information, or information that was 
incorrect in the last audit.

Do’s and don’ts of report writing.

Examples of good and bad audit statements.

What you will learn...What you will learn...What you will learn...
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Module 9

 Senior managementSenior management
commitmentcommitment

What the requirements are for senior management 
commitment and what they mean.

How your site can work to meet the requirements, 
and what you would want to see as an auditor.

What you will learn...What you will learn...What you will learn...

There must be a documented policy in place. It must state that: 

• The site is committed to producing safe, legal, authentic and quality products

• the site will meet all of its customers’ requirements

• it must be signed by the person responsible for the running of the site

• it must be dated

• it must be communicated to ALL members of staff . 

Let’s break the requirements down and go through each part individually. 

The policy must include a statement about 
the site’s commitment to producing safe, legal 
authentic and quality products. 

Think of this like a vow or a promise. The site is 
making a written declaration of how the site will 
be run and manufacture products, covering all 
of the aspects that would be expected by any standard. 

All of these aspects must be included in the policy or it fails to meet the requirements. 
So, if any of them are missing the policy doesn’t conform.

state that the site is committed to 
producing safe, legal, authentic and 

quality products

 The The  policypolicy
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Module 10

SummarySummary
Let’s just take a few minutes to quickly recap everything we 

have learnt during the course...

Module 2
• What the standard requirements are for internal audits 

• audits have to be at least four scheduled days throughout the year 

• audits are carried out at a frequency based on risk 

• auditors should be trained and independent 

• audits need to record compliance and non-compliance

• the results of the audits need to be communicated to relevant personnel 

• a separate GMP inspection programme is necessary.

Module 3 
• Non-conformance is a failure to meet a requirement  

• corrective actions are the quick and immediate fi xes that allow you to regain control, and 

should be applied to all non-conformances

• preventive actions are needed to avoid recurrence of non-conformances and should be 

applied to trends and non-conformances of a major or critical severity

• root cause analysis should be used to determine the necessary preventive action.

Module 4
• There are two types of audits: horizontal and vertical

• horizontal audits focus on particular areas and is how internal audits are usually carried out

• vertical audits slice through many diff erent areas at the same time and are usually done 

during external audits during the traceability exercise 

• the fi ve steps of the audit cycle: (1) carrying out the audit (2) raise non-conformances          

(3) corrective actions (4) preventive actions (5) verifi cation.

Module 5  
• The purposes and benefi ts of carrying out internal audits properly 

• the reasons that internal audits can be ineff ective and why that happens  

• why senior management commitment is so important to a site carrying out the internal 

audits and managing the internal audit programme correctly.
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