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Introduction

The Audit System has been created by Phew to enhance your ability to complete
an audit in a simple, less time-consuming manner. This manual has been written
for the respondents to assist in the completion of the audit. You should receive a
link via email to alert you of your needed response for a new audit and the

completion date.

Conventions used in this document

This manual uses icons to illustrate comments with the following purposes.
A Warning

v Best Practice

b Useful tips

=» Navigate to

Objectives
This manual is designed to help you manage this system. It will cover:

How to log in and out

Navigating around the different pages of the site
Responding to audits

Reviewing audits

Managing your team

v VvV V vV VvV V

Assigning team members to audits

A This system is not compatible with Internet Explorer 7 (IE7) or below.
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Logging In

Phew

Potential Realised

I
Home = Logln

Login

Email * l username@organisation.co, uk|

Password *
Password Reset |

Please complete the check below

I'm not a robot

To login please follow the email link sent to you and enter a password. From then
on you can login using your email address and the password you set. If you do not

know your login details or were never sent an initial email., please contact the
Board.

Navigation

Logout Your Audits Your Team Assign Team

Once you have logged in, you will be taken directly to the Your Audits page. You
can use the blue navigation bar at the top of the screen to move between

different pages, or the blue buttons in the footer.
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You can log out at any point by using the Logout button in the top navigation bar

or the Logout button in the footer.

Your Audits
Current Audits
Title Due % Complete Action Plan Submitted Respond
Phew Test 30-11-2019 100 @ No Submission deadline passed.
Section 175 Audit - 2018
Phiow Test 31-12-2018 0 1)) No f
Demonstration Audit
Phew Test 30-04-2019 0 @ No ,
Training Example 2019
Submitted Audits
Title Due % Complete Submitted  Action Plan Review
Example Audit 26-08-2016 100 Yes @ @
Example Audit (Respond to) 01-02-2018 100 Yes @ @
NM test Audit 18-08-2016 100 Yes @ @

This page is where you will be able to view your current audits that you need to

complete as well as already submitted ones.
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Respond to an Audit

Your Audits Your Team Aszsign Team

Progress: 38%

& Print this page & Print this audit B Review thes audit Save Response

= Introduction
L g " o
. i Final Submission
A: Introduction -
@ Recruitment and selection
Py (o 0 e o e b B Swpld Mol e evliie et A Boee b Be ow @l T['F'
e W T - i gy b el el e P stms o Qp
@ Policies and procedures A - — -..,.': pene .
The e Wew o B B LY e e B B B s sl s ] S
O Training and devalopment s ® © wages |l P dahlie,  Seagiis s Sule e e ¥ By Sl L - T
P E Ry F ey e e el B Tulle 8 R B s Bl 0 e ey Bl
O Effectve practhcs with hurw By By Faiee feQard I P reed o wslepoard @ prormoie e selere of Felien

children and families

B: How to complete the toolkit

Thm el ol saghd by ween o ol | overew) B odissersg e

QO Contracting wilh third
parties

L Y

QO Leaming from reviews S ¢l ]

S ] e
B L e e e e

QO Information shanng 5. D with chides and famiiss

0 ey Sy il P e

Guidance Moles and Examples Sy e S———

of Evidence L i

To respond to an audit that you have been assigned, click the pencil to the right
hand side of that audit. From here you can go into each section and answer the

guestions.

The first page you will be directed to is the Introduction page. Often this is where
the supplier of the audit will include a summary of the audit and descriptions
including examples of evidence and what ratings mean. Ratings can either be 1-5,

Red Amber Green, or 0-3.

To the right-hand side you will see a progress bar that will show you how far you
are through completing the audit. Below this are three buttons; the Save
Response button saves whatever information you have put in up to that point, the
Final Submission button is for when you have completed every single question
and are ready to submit your response, the blue Top button will take you back to

the top of the current page you are on.

A Once you submit the audit you cannot make any further changes.
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The audit will be broken down into manageable sections for ease of use, which

you can navigate between using the left-hand side blue buttons. Once a section

has been completed you will notice the bullet next to the text becomes filled in,

indicating a completed section.

@ Policies and procedures

O Training and development

At the top of the screen you will also see three additional options; Print this page,

Print this audit and Review this audit.

Print this page
This will bring up a print preview of the current page that you are on. If

any responses have been saved in the section you are viewing, these wiill

show in the print preview.

Print this audit

This will bring up a print preview of the entire audit. If any responses have
been saved in the section you are viewing, these will show in the print
preview. If any responses have been saved in any sections these will show
in the print preview.

Review this audit

This button will bring up the entire audit on the screen you are on,
meaning you will be able to view the whole audit in one hit by scrolling

down rather than clicking into each section.

These options, along with the progress bar and the right-hand side questions, will

be available on every audit response page.
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Question Responses

Rasponss

Actin
Action Lead Timascale
[ 1 [ ]
5
Evidance
Filers are: lirniteed to BMB in sice and $emss types 000, $00X, pdf, e, xlex, ppt, pptx, zip, rar,
Aeg. png
Flis
[Feep—
Evigancs of cutcomas
Filers ares lirmiteed o BMB in =iz and s fypes 000, 000K, pdf, e, e, ppt. ppbx Zip, Jrar,
Apg. png
Flis
Ly Tp—

Supplemeantary Evidence

Once you have read the introduction and description information, you will be able
to begin answering the questions.

For each question, you will be asked to supply a response, this could be a rating,
an action, evidence, evidence of outcomes and supplementary evidence and or a
combination this depending on how the question was set up.

You may not always be required to provide evidence, but as much information as

possible is always helpful.

When you add Evidence, or an action remember to click the button to add it to

your response.
In the Actions section you will be asked to insert a Lead and Timescale.
The lead is the lead contact responsible for this action and the timescale is when

you are aiming to complete this action by.
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At the bottom of each question you will see a check box for you tick once you
have completed that question.

Once you have completed a question, tick the check box then click the Save
Response button.

To ensure that your response is kept up-to-date and to prevent any loss of work
and or answers, a pop-up will appear after 15 minutes of inactivity encouraging

you to save your work.

Please Note:

It has been over 15 minutes since you last saved your

audit response. Please save regularly to ensure your
response is up to date.

Save Response

The system will only automatically time-out after three hours of inactivity; if you

log off, shut down your computer or leave your workstation and return within
three hours you will be able to pick up where you left off without having to log

back in again.

Submitting an Audit

Click the box to mark this question as completed. An audit can only be submitted
once all questions have been marked as completed.

Final Submission

For the audit to be completed, all these check boxes need to be ticked, ensuring

all questions are fully answered.
Then you will need to select the Final Submission if all sections and questions are

completed your Audit will be submitted.
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Review an Audit

Title Due % Complete Submitted Action Plan Review

Example Audit 26-08-2016 100 Yes

To review a submitted audit, click the preview @16 the right-hand side of that
audit.

You will then be directed to a new page showing every question, your response,
your rating and any actions or evidence you entered (if any).

You will again notice a print icon at the top of the page which when clicked on wiill

load a print preview of the audit review.

To view the audit’'s Action Plans simply click the preview icon @ underneath the
Action Plan heading. You will then be taken to a page detailing all the action plans
for that audit, the lead contact for each action, the timescale and space to fill out
the outcome, status and completed date. Above the table you will see three
options to either print this plan, download it as an excel spreadsheet or download
it as a PDF.

Home > Your Audits = Example Audit Action Plan

Example Audit

= Print this page @ Download CSV @ Download PDF
Action Lead Timescale Outcome Status Completed Dates
Incorporate into the new nick 03-03-2017

behaviour palicy
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Your Team

Add Team Member

Last Name First Name Phone Leader Edit Delete
Burgess Matthew 01234 666999  Yes 1l

On this page will be all the members assigned from your organisation. You can
edit or delete the different team members by using the Edit and Delete buttons,
or you can add a new person by clicking the Add Team Member button at the top.
When adding a team member here, you will be asked to create a password for
them, as well as mark if they are a Leader or not. You are then responsible for
informing the new contact that they have been added to the system and what
their login details are (this will be their email address and the password that you

have just set up).

Assign Team

Title Due % Complete Assign
Example Audit 30-09-2016 38
Example Audit 26.08-2016 0 (&

Last Name First Name Assigned

Burgess Matthew =

Tate Andrew =]

Assign Team

This page allows you to assign certain members of your team to certain audits. By
clicking the Assign button next to the audit, you wish to assign someone to, a box

will appear at the top of the page with the different team members that are able
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to be assigned to it. Since Leaders are automatically notified about all audits, their

name will not be visible here.

To select the team member, simply tick the small grey box in the Assigned and
then click the Assign Team at the bottom. You also have the option to un-tick
names here for team members you no longer want assigned to an audit.

It is then your responsibility to notify the individual that they have been assigned
this audit, for example by sending them an email with link to the audit and an
explanation about why they have been assigned it and when you would like them
to complete it by. The link will be something like:

https://exampleorganisation.onlineaudits.org.uk/login.
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Document Control

This document is maintained as an electronic document.

Document information

Document Title Audit system respondent manual
Author(s) Hilary Williams
: Document ) .

Version number 3.01 Hilary Williams
owner
Document )

Date approved Live
status

Effective date Approved by

Superseded Date of next

2.00 Sep 2020

version review

Revision history

System Revision Summary of changes Revision
Version No. marks
Ver 2 1.0 Nov 2016 | Updated

Ver 3 Apr 2020 | Complete review of the manual

and structure and update to

mark new features.

Ver May Minor typo’s
3.01 2020
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