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Attachment 1: Internal Audit Checklist

	Audit date
	

	Auditor
	


Reason for audit:

Routine audit

Customer complaint

Alteration of process

Alteration of Programme

Other

	Scope and objectives of audit

	


This checklist is focused on operational compliance; it does not consider matters that should be addressed in initial Programme approval by regulators or third party auditors.

In the ‘Comment’ column, record any relevant detail such as records sampled, person interviewed, product concerned, value obtained, date, etc.

Programme details

	Programme details
	Compliance
	Comment

	Have any significant changes been made to the scope of the Programme?
	
	

	Changes to products?
	
	

	Changes to intended purpose?
	
	

	Changes to processes?
	
	

	Changes to key personnel?
	
	

	Changes to responsibilities and authorities?
	
	


Process related activities

	Product outcomes
	Compliance
	Comment

	Are outcomes established?
	
	

	Biological hazards?
	
	

	Physical hazards?
	
	

	Chemical hazards?
	
	


	Hazard analysis
	Compliance
	Comment

	Does the flow chart still represent the process?
	
	

	Are there new or changed process steps?
	
	

	Have any new hazards been identified?
	
	

	Are there any new sources of hazard?
	
	

	Have any control measures been implemented?
	
	

	Are the Critical control points still appropriate?
	
	


	Purchasing and acceptance
	Compliance
	Comment

	Are purchasing procedures followed?
	
	

	Are records being kept?
	
	

	Are there any new ingredients being used?
	
	

	Are criteria for raw dairy ingredients, ingredients, and packaging specified?
	
	


	Hygienic processing
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Are pasteurisation heat treatments correctly monitored and records kept?
	
	

	Have corrective actions been addressed appropriately, and records kept?
	
	

	Is equipment operated in accordance with its specified criteria?
	
	

	Are inclusions added in accordance with the procedures?
	
	


	Filtration
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Are filters correctly monitored and records kept?
	
	

	Have corrective actions been addressed appropriately, and records kept?
	
	


	Cleaning
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Is there monitoring (visual checks, swabs) of cleaning effectiveness?
	
	


	Process monitoring
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Review APC monitoring results
	
	

	Review coliform monitoring results
	
	

	Review pathogen testing results
	
	

	Review in-process test results
	
	

	Is corrective action in accordance with procedures?
	
	


Supporting systems – premises, facilities, equipment, people, and services

	Premises, equipment, maintenance
	Compliance
	Comment

	Conduct an inspection of the building and equipment
	
	

	Are buildings and equipment in good condition?
	
	

	Are repairs and maintenance identified?
	
	

	Are records of maintenance kept?
	
	


	Calibration
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Does the calibration recognise the working measurement needs?
	
	

	Are operational checks performed?
	
	


	Personal hygiene
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Is clothing appropriate for the processing task?
	
	

	Are staff aware of the sickness policy?
	
	

	Are there any uncontrolled people-to-product hazards?
	
	


	Water, air
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Is there any likelihood of water or air leading to contaminated product?
	
	

	Review all hygiene checks
	
	


	Pests
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Is there any evidence of rodent or insect presence in the processing areas?
	
	

	Is waste removed so that insects are not attracted to the area?
	
	


	Handling and storage
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Is product protected from contamination and damage?
	
	

	Are records kept of storage (chilled, frozen) temperatures?
	
	

	Are records of maintenance kept?
	
	


Supporting systems – other programme activities

	Laboratory facilities
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Are test methods suitable?
	
	

	Do unacceptable results lead to corrective action?
	
	


	Traceability and labelling
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Examine product labels for conformance with requirements
	
	

	Can product be linked to ingredients, times, processes, people, equipment?
	
	


	Corrective action
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Examine all product dispositions
	
	

	Examine all complaints and recalls
	
	


	Training
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Examine competence of a sample of staff
	
	

	Review records of training plans and training completed
	
	


	Documentation
	Compliance
	Comment

	Are procedures in place and followed for all processes and supporting systems detailed in the Code of Practice?
	
	

	Are records kept?
	
	

	Examine a sample of historical records
	
	

	Is record keeping secure?
	
	


	Validation
	Compliance
	Comment

	Are critical limits justified?
	
	

	Is equipment able to achieve the critical outcomes?
	
	

	Are all Programme components in place?
	
	

	Are there any needs to revalidate Programme components?
	
	


	Verification
	Compliance
	Comment

	Are procedures in place and followed?
	
	

	Are records kept?
	
	

	Examine supervisor checks
	
	

	Examine Programme reviews
	
	

	Examine process and product tests
	
	

	Examine internal audit reports
	
	

	Examine external audit reports
	
	


	Notes:
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