Audit ownership in Directory, refresher training
The following statements describe the core concepts for site and audit ownership configuration in the Directory. 
The document includes a link to a test which is mandatory for all Directory account holders whose accounts allow the creation or editing of an audit record. 
Context
A site is a unique location subject to an audit. 
The findings & outcome of the audit are documented in an audit report. By nature the audit report must reference the site subject to the audit. 
Audit reports are created and subsequently added to the BRCGS Directory, exclusively by the conducting Certification Body.
The submission of an audit report to Directory creates an Audit Record. Each audit record is unique to that individual audit and contains associated, supporting information.
Ownership
All sites are owned by a company
Every site has an owner. A site may be a stand-alone company, or part of a group, or part of a group but operating independently.
All audits are arranged and paid for by a company
All audit reports have an owner. The company that requests and pays for the audit is usually the audit owner, unless arranged otherwise.
The company that requests and pays for the audit is often (but not always) the same company that owns the site.
Identifying which company owns an audit report is the exclusive responsibility of the CB conducting that audit.
Audit owning companies are the Certification Bodies client
The identification of which company is the site owner & which company is the audit owner, is determined between the Certification Body and their client and must be documented.
Site ownership changes from time to time, reflecting changes to corporate structure or sale from one company to another.
Audit ownership also changes from time to time, reflecting changes to corporate structure, site ownership, centralisation and localisation of operational functions.
The owner of a site’s next audit may not always be the owner of its previous audit.
The owner of the audit report may not be the owner of the site.
Audit ownership allocation & Directory
Audit records contain confidential content.
All audit records must be assigned to an owning Company record in Directory.
Assigning an audit record to a Company gives any Directory account holder associated to that company access to the full audit record. 
That access allows the user to share that audit record with other Directory users.
Audit ownership mis-allocation can and has led to legal action by the actual audit owner.
As the creator & issuer of an audit report, assigning that audit record to the correct Company is the exclusive responsibility of the auditing CB.
Correct audit ownership configuration must be established between the auditing CB and their client prior to audit submission to Directory.
The basis for audit ownership configuration must be documented to enable review if challenged. Verbal confirmation alone cannot be retrieved for review and so is not sufficient.
Audit ownership requirements are typically documented in the CB/client contract to audit, or associated pre audit application.
BRCGS have no visibility of the contract between the CB and their client and so cannot otherwise verify the accuracy of audit allocation in Directory.
Directory functions
By default Directory assigns the Company that owns the site record as the audit owner. 
Identifying the site owning company 
The company name for the site owning company can be identified in the site record. Clicking on the orange link will show the companies full details, including their unique ID.
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The company assigned as the site owner can be changed at any time, using the Menu > Edit function.
Assigning a new company as the owner of the site does not amend the company assigned as the owner of any previous audit records associated to the site.
The owner of a site may not be the appropriate owner of the audit at that site. Audit records can be assigned to a different company to the site record in Directory.
The audit record can be assigned to an alternative owning company before or after a audit record has been submitted.
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To aid precise company selection, the unique CompanyID must should be entered.
Unique CompanyIDs can be found in the company record, in the Companies area.
Changing the audit owner after audit submission
Submission of an audit record will conclude with a confirmation message detailing which site code, owning company and auditor the audit has been assigned to.
The company assigned as the audit owner and the company assigned as the site owner are displayed in the ‘Details’ panel of all audit records.
An alternative audit owner can be selected from with the Details panel of the audit record by entering the unique CompanyID of the new audit owner.
Site and audit ownership may change from audit to audit and must be considered for accuracy prior to the submission of any audit.
Misallocation of an audit report to an incorrect owning company is considered a critical non-conformity for the CB and may result in legal action by the actual audit owner.
Food issue 9 reports contain a tagged ‘Company’ field. The ‘Company’ field on the imported Word audit report is for reference only and does not influence which company an audit will be assigned to in Directory.
On export the audit report PDF will display the name of the Directory assigned audit owner in the Company field.
Transfers
Site ownership configured by a previous CB cannot be assumed to be accurate by the new CB.
The majority of audit ownership misallocation errors occur when a site transfers from one CB to another.
A CB can submit an audit report to Directory for any site record they have created, or has been subsequently shared with them.
If a site transfers from an other CB, the site record must be shared with the new CB by BRCGS before an audit record can be submitted for that site by the new CB.
Site sharing is actioned by BRCGS on request. Requesting CBs must supply supporting information to illustrate ownership of site’s the next audit has been considered, established with the client and can be evidenced at a future date.
The pre-existing Site/Company ownership configuration present at the time of site sharing cannot be assumed to be accurate without verification with the client by the CB.
BRCGS will not share a site record with a CB until the CB can provide evidence that;
· Ownership of the site’s next audit has been verified with the audit owner
· Ownership of the site’s next audit is documented and can be produced in a timely manner should a company challenge audit ownership configuration
· A valid Company ID for the existing site owner has been identified
· A valid Company ID for the owner of the Site’s next audit has been identified
· Confirmation if the site’s next audit should or should not be assigned to the existing site owning company
BRCGS will not share a site with a CB on the basis of verbal confirmation only.
A site will not be shared if a valid company ID for the next audit owner is not provided in the request.
Best Practice
Audit ownership must be considered for accuracy prior to every new audit import. The previous audit owner may not be the next audit owner.
Directory administrators importing audit records to Directory should have supporting reference information available to verify how audit record ownership should be allocated.
CBs should be able to provide documented evidence supporting the basis for audit ownership, in a timely manner on request.
BRCGS’ role in audit allocation
BRCGS cannot assign an audit or a site record to a company on behalf of the CB.
BRCGS will not demand a CB amend audit ownership to a configuration that disagrees with that established and documented by the CB in accord with their client.
BRCGS do however receive requests from audit owners for audit, site & company configuration to be amended and may pass that request to the auditing CB to consider.
In these instances BRCGS expects the CB to refer to documentation agreed with their client which describes how ownership should be assigned.  
BRCGS may ask a CB to provide documented evidence of the basis for audit ownership configuration, typically in the event of a client led query or legal challenge
BRCGS adopt a ‘safety first’ approach to site sharing and if a repeat site sharing request is submitted immediately after the initial request with amended information, BRCGS may ask the CB to provide supporting evidence to substantiate the change
Where a site transfers from another CB; 
If in the site access request the CB indicates that the current site owning company should not be the owner of the site’s next audit, BRCGS will subsequently review ownership allocation of the next audit when it is submitted to Directory.
If the audit is allocated to a company other than that detailed in the sharing request, a compliance investigation will be opened and the CB asked to provide evidence for the basis of the allocation.
Refresher Training Test
Test completion is mandatory for all users with audit administration permissions;
· CB Audit Admin
· CB Full Admin
· CB BI User
· CB BI User T
Test location 
image1.png
BRCGS Test Site

Details

Site code
10000000

Status

Active

Company Name
BRCGS Test Company

Website

test.com

Address

Test address Update
City
London

Country
UNITED KINGDOM

Email

test@general.com




image2.png
< Back

Upload audit report

Drag and drop your audit report here

The audit will be allocated to the company assigned as the site
owner. An alternative audit owner can be selected below
(optional).

[Audit owner ID





