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Introduction 
Quality is an essential part of any audit, as highlighted in both ISA (UK) 220 Quality 
Management for an Audit of Financial Statements and in the overarching Quality 
Management Standard, ISQM 1. An audit is providing an independent opinion on the 
financial statements of an entity and those using that audit opinion need to be able to 
trust that the audit has been done properly. Whilst in years gone by, the phrase “done 
properly” might have been difficult to define, but today, with the plethora of standards in 
place its essential means in accordance with the audit and ethical standards and 
related legal or regulatory requirements.  
 
Sometimes though, it can appear to practitioners that creating this “quality audit” is at 
odds with carrying out an efficient audit. That a quality audit means lots of extra cost 
and that to be “efficient” somehow means cutting corners. This course will help to 
highlight how doing things well, (i.e. with quality) helps the efficiency of the audit by 
focussing attention on where it is required and ensuring the correct work is done at the 
correct time. This latter point is about getting it right first time – after all, if you don’t get 
it right first time, work has to be reperformed or supplemented which inevitably costs 
more. Building a culture of quality within your firm, where getting it right first time for 
everyone on the audit team is seen as the goal to strive for, will also help build an 
efficient audit process. Read on, to see how the requirements in the standard link with 
the work you do on a day-to-day basis.  
 

ISA (UK) 220 -Quality management for an audit of financial statements 
The current version of ISA (UK) 220 at the time of writing is that revised in July 2021 
which links in with the requirements of ISQM (UK) 1. It took effect for audits of financial 
statements for periods commencing on or after 15 December 2022. As you would 
expect, it is essential for a quality audit that the relevant ethical requirements are 
complied with and so the scope paragraph reminds auditors that they must read the 
standard in conjunction with the ethical requirements.  
 
ISQM 1 sets out that the objective of the firm is to design, implement and operate a 
system of quality management for audits or reviews of financial statements, or other 
assurance products, that provides the firm with reasonable assurance that: 
 

a) The firm and its personnel fulfil their responsibilities in accordance with 
professional standards and applicable legal and regulatory requirements and 
conduct engagements in accordance with such standards and requirements; 
and 

b) Engagement reports issued by the firm or engagement partners are appropriate 
in the circumstances.  
 

 
So, in essence it is saying that audit (or other assurance) work must comply with the 
standards and result in an appropriate audit option. This course will now focus on audit 
work, rather than other assurance work, but the principles will be the same. 
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The standard points out that conducting quality engagements is a matter of public 
interest. After all, capital markets work much more effectively where reliable audit is in 
place. 
 
It is the responsibility of the audit team, led by the audit partner to implement the firm’s 
responses to quality risks that are applicable to the engagement and determine whether 
further responses to those risks are necessary for the particular engagement. The 
partner and audit team also have a responsibility to communicate with the firm 
information from the engagement that might be needed in supporting the design, 
implementation, or operation of the firm’s system of quality management. For instance, 
if extra steps to maintain quality are required at an engagement level, this could indicate 
that the overall system of quality management needs extra steps, if the risk is likely to be 
repeated among many engagements. All of this requires the team members and 
particularly the partner, to exercise professional judgement and to remain 
professionally sceptical.  
 

Leadership responsibilities for managing an audit 
ISA 220 makes it very clear that it is the engagement partner’s job to take overall 
responsibility for the quality of the engagement, and for an environment that 
emphasises the firm’s culture regarding quality and the expected behaviour of team 
members. This is an important point, and one which we will come back to through the 
course, as it is about the partner working to ensure the firm’s culture is appropriate.  
 

Practical point 
To enable a culture of quality, there needs to be a willingness to listen to all members of 
the team, however junior. For example, if a team member has a concern about whether 
the work being done is appropriate or sufficient, or whether there are unidentified or 
unsafeguarded threats to independence, they must feel free to speak up. This equally 
applies to others in the firm who are not on the engagement team, including fellow 
partners or those from support functions. Creating an environment of openness, where 
mistakes are acknowledged and the whole firm can learn from them, is much more 
powerful than partners or others keeping their mistakes hidden to avoid 
embarrassment.  
 
ISA 220 includes a requirement that the engagement partner is sufficiently and 
appropriately involved throughout the audit, and whilst this might seem obvious, there 
have been fines issued where there is evidence that the partner has had little 
involvement. You cannot have a partner in name only, signing off an audit report where 
they have done little to be involved in the work itself. It is the partner that must plan, 
direct, supervise and review the work done, to ensure it meets the necessary criteria for 
a quality audit (see para 220.14) 
 

• Creating an appropriate environment as we have described above, includes the 
partner emphasising: 

• That all team members are responsible for contributing to the management and 
quality of the audit 
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• The importance of professional ethics, values and attitudes to members of the 
team 

• The importance of open and robust communication within the engagement team 
and supporting the ability of team members to raise concerns without the fear of 
reprisals 

• The importance of each team member exercising professional scepticism 
throughout the audit.  
 

Even if tasks are allocated among team members the partner retains responsibility for 
this. Disappointingly, we have seen regulatory sanctions cases where partners have 
shifted the blame to junior staff members, which in my mind is not acceptable, unless 
those junior staff have wilfully gone against the instructions they were given.  

Relevant ethical requirements, including independence 
ISA 220 requires that the audit partner has an understanding of the relevant ethical 
requirements that apply to the audit. (Remember that the FRC Ethical Standard (ES) has 
been revised with the 2024 version applicable from 15 December 2024.) the partner 
also takes responsibility for ensuring that all those in the engagement team area aware 
of issues related to independence and ethical requirements, including those that 
address: 

• Identifying, evaluating and addressing threats to compliance with the ethical 
requirements.  

• Circumstances that may cause a breach of ethical requirements and what 
should be done where this becomes apparent. 

• Responsibilities of members of the team when they become aware of non-
compliance with laws and regulations by the entity.  

The partner must be aware of the possibility of breaches of requirements throughout the 
audit, but ISA 220 also has a specific requirement that prior to issuing the auditor’s 
report the partner takes responsibility for determining if the ethical requirements, 
including relating to independence, have been met. (ISA 220.21) 

Acceptance and continuance of client relationships and audit 
engagements 
Before an audit engagement is accepted initially, or continued for a subsequent period, 
the partner must ensure that the firm’s procedures have been followed.  
 

Practical point 
There may be a temptation for this to be treated as a tick-box exercise, but ISA 220 
requires that the audit partner determines whether acceptance is appropriate. It is vital 
that the partner reconsiders compliance with the ES, for a recurring engagement, for 
example by considering: 

• Does the firm provide any non-audit or additional services to the client which 
might be prohibited or require safeguards? (Note that even if you provided them 
last year, the rules on whether they are acceptable may have changed). 

• Have the limits on fees from one client or group of connected clients been 
considered where the level is close to the limits allowed (maximum of 15% for 
unlisted and 10% for listed or public interest entities)? 
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• Are there any financial, employment or personal relationships with the client or 
with staff at the client that may impact independence? Be especially careful to 
consider new relationships, or changes in existing ones, such as someone being 
promoted into a more senior or different position. 

 
The partner must consider information obtained during the initial acceptance or 
continuance process and if they become aware of any information that might indicate 
that they should have declined the engagement they must report this to the firm, so that 
action can be taken.  

Engagement resources 
To do a quality audit the partner must have the appropriate resources. These include 
staff, but might also include external experts, appropriate technology and technical 
back-up. It is the partner’s job to ensure that all of the people involved are sufficiently 
competent and have the necessary time, but also to ensure that non-human resources 
are appropriate. If there are insufficient resources, perhaps because the expected work 
needed is different to that deemed necessary once the work is started, the partner must 
raise this with the firm.  

Engagement performance 
It is the partner who is responsible for the direction and supervision of the audit team 
and for the review of their work. Of course that doesn’t mean the partner has to do all of 
the directing, supervising and review, because in a larger team you would expect 
supervisors or managers to do some of this. But the partner is still responsible, so must 
be confident that any tasks delegated are done to an appropriate standard.  
 
ISA 220 sets out some tasks which must be done by the engagement partner, as 
opposed to tasks where the engagement partner has responsibility, but may therefore 
delegate. Tasks which must be done by the engagement partner are signalled by the use 
of the words “the engagement partner shall [do something]…” in contrast to “the 
engagement partner shall take responsibility for…”. 
 
The standard requires, in relation to direction, supervision and review,  that the 
engagement partner shall: 

• Determine that the nature, timing and extent of direction, supervision  and review 
is: 

o Planned and performed in accordance with the firm’s policies and 
procedures, together with relevant standards and regulatory 
requirements 

o Responsive to the nature and circumstances of the audit engagement and 
the resources available. 

• Review audit documentation at appropriate points during the audit including that 
relating to: 

o Significant matters 
o Significant judgments, including those relating to difficult or contentious 

matters and the conclusions reached thereon 
o Other matters that are relevant in the partner’s professional judgement 
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• On or before the date of the auditor’s report the partner shall determine, through 
review of the audit documentation and discussion with the team, that sufficient 
and appropriate audit evidence has been obtained. 

• Prior to dating the audit report, the partner shall review the financial statements 
and the auditor’s report, including, if applicable the description of any key audit 
matters and related audit documentation, to determine that the report to be 
issued is appropriate. 

• Review, prior to their issuance, formal written communications to management, 
those charged with governance or regulatory authorities.  
 

Practical point 
Your audit programme will no doubt specify the tasks that the audit partner must 
personally perform, but take care in reading the requirements. There might not seem to 
be much difference between “the audit partner shall [do something]” and the “audit 
partner shall take responsibility for [something]” if you are not acutely aware of the 
difference in meaning.  

Consultation  
The partner must take responsibility for the engagement team undertaking consultation 
on difficult or contentious matters as required by the firm’s policies, or in other cases 
when the partner determines it is necessary. Consultation has long been an important 
part of audit, recognising that the application of professional judgment is complex and 
that many matters in an audit are not obviously right or wrong. If a firm doesn’t have 
internal resources that are appropriate to undertake this consultation that should look 
to engage an outside consultant to ensure this requirement can be met.  
 
The partner determine that consultation has taken place where required and that the 
conclusions reached are agreed with the consulted party. As these are complex matters 
and the consultations may be by way of a conversation, it is vital that the outcome is 
noted and that the party consulted with agrees that the record is a true record of what 
was agreed. More than that, the partner must determine that the conclusions have been 
implemented.  
 

Practical point 
Note that all the points in the  paragraph above require the partner to determine that the 
matter has been properly dealt with. This means that there should be evidence on the 
consultation notes that the partner has reviewed it and that there is evidence that the 
consulted party has agreed to the note. There will also need to be evidence 
demonstrating that consultation has happened on necessary areas, which of course 
will vary according to the audit needs.  

Engagement quality review 
An engagement quality review (EQR) is the formal type of hot file review referred to in 
ISQM 1 and with the detailed requirements specified in ISQM 2. It is always required for 
listed or public interest audits and may be required as set out by the firm’s policies and 
procedures for other audits. Where one is required the engagement partner shall: 

• determine that an EQ reviewer has been appointed; 
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• cooperate with that reviewer and inform other team members to do so 
• discuss significant matters and significant judgments arising during the audit, 

including those identified by the EQ reviewer, with them and  
• not date the audit report until the completion of the EQR. 

 
If differences of opinion arise the engagement team should follow the firm’s procedures 
for resolving these. The partner should take responsibility for this and should determine 
that the conclusions reached are implemented and that the audit report is not dated 
until differences of opinion are resolved.  
 

Practical point 
Differences of opinion can arise within the engagement team or between the team and 
the EQ reviewer or individuals who have roles within the firm’s system of quality 
management, such as consultees. The firm is required to have procedures to resolve 
such situations, which might include another partner being brought in, such as the 
ethics partner, or perhaps a further consultation to help resolve the matter.  

Monitoring and remediation 
The engagement partner must take responsibility for: 

• Obtaining an understanding of the information communicated from the firm’s 
monitoring and remediation process, including information from the network if 
applicable. 

• Determining the relevance and effect on the audit of that information and taking 
appropriate action and 

• Remaining alert throughout the audit for information that may be relevant to the 
firm’s monitoring and remediation process and communicating it to those 
responsible.  

Practical point 
Firms are required to have appropriate monitoring and remediation processes in place 
and among other things this will include conducting cold file reviews. The requirement 
above is to ensure that information about shortcomings found in such reviews, either for 
this client previously, or in audits more generally at the firm, are communicated to and 
acted upon by the audit engagement team.  
 
It is very common for this communication to be done in training sessions where all audit 
staff are present, but the audit partner must ensure that any relevant steps to mitigate 
shortcomings identified previously are implemented. This means there should be a 
review before the planning stage of the audit where the partner and perhaps the team as 
well, review relevant findings from the monitoring and remediation systems and 
consider what should be done about it. This can then be planned into the approach for 
the current period’s audit, helping to reduce the risk that further quality issues will arise.  

Taking overall responsibility for managing and achieving quality 
In the final stages of the audit, the partner is required to determine that: 

• Their own involvement has been sufficient and appropriate throughout the audit, 
so that conclusions reached are appropriate; and 
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• The nature and circumstances of the audit and any changes to it, and the firm’s 
policies and procedures have been taken into account in complying with ISA 
220. 

In effect this is a “stand-back” check where the partner considers the audit as a whole 
and whether the opinion is appropriate, and the work has been done in accordance with 
ISA.  

Documentation 
As always, specific documentation requirements are set out including that the following 
are documented: 

• Matters identified relating to ethical requirements and compliance with these 
• Nature and scope of consultations and the implementation of their conclusions 
• That any EQR required has been completed on or before the date of the audit 

report 
• All significant threats to the firm’s independence as well as safeguards applied. 

ISQM 1 
ISQM (UK) 1, The International Standard for Quality Management, sets out the firm-wide 
requirements in respect of managing quality for firms that undertake audit, reviews of 
financial statements or other assurance engagements. Again, this course is focusing on 
audit, but if you carry out review or assurance engagements, such as reporting under 
the SIRs (Standards for Investment Reporting) you will be in scope. 
 
The standard takes a risk-based approach to quality management, requiring firms to set 
out their quality objectives (most of which are listed in the standard), the risks that 
might impact meeting those objectives and the responses (or mitigations) to reduce the 
net risk to an acceptable level. 
 
As the standard has been in place since 2022, firms will already have in place their 
systems of quality management, based on their risk assessments as set out in the 
standard. The areas covered by the standard are set out in terms of the quality 
objectives listed. Objectives are required in the following areas, with several sub-
objectives for each heading: 
 

1. Governance and leadership 
2. Relevant ethical requirements 
3. Acceptance and continuance of client relationships and specific engagements 
4. Engagement performance 
5. Resources 
6. Information and communication  

 
The standard also includes some specified responses, which means that all firms will 
have to include these in their systems of quality management. The UK version of the 
ISQM includes many additional specified responses compared to the IAASB version and 
firms must be careful to ensure that all of these are covered. For instance, there is a 
specified response in the IAASB and UK version of the standard to require that firms 
obtain documented confirmation of compliance with independence requirements from 
all relevant personnel. The UK version also then requires that the firm establishes 
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policies or procedures to ensure that no partner, director, member or shareholder of the 
firm or an affiliate, intervenes in carrying out the engagement in any way that 
jeopardizes independence.  
 
Of particular interest are the extra specified responses required for engagement 
performance: 
 

• The firm establishes an internal quality control system to ensure the quality of 
the audit; 

• The firm establishes policies and procedures for carrying out audits, coaching, 
supervising and reviewing the activities of the firm’s personnel and organising the 
structure of the audit file; 

• The firm uses appropriate systems, resources and procedures to ensure 
continuity and regularity in the carrying out of the firm’s audit activities.  

 

Practical point 
Quality is greatly increased if partners and staff are provided with necessary coaching, 
supervision, and review. The above specified response reminds firms that these are not 
optional, but a required part of running an audit practice. Whilst supervision and review 
are clearly included in relevant ISAs and an integral part of any audit, coaching is an 
area that could be missed. It has sometimes become increasingly difficult to undertake 
the necessary on and off-the-job coaching, where teams are perhaps working remotely. 
Firms must ensure that they consider coaching in terms of the following: 

• Ensuring sufficient time is budgeted in the audit for coaching at all levels to take 
place 

• Ensuring that staff and partners have appropriate skills in providing coaching 
• Ensuring that “ways of working” include an expectation that coaching occurs and 

thought is given to where such coaching might be necessary, in addition to staff 
and partners being encouraged to ask for relevant coaching when needed.  
 

The policies and procedures established by the firm to comply with ISQM 1 must be 
embedded in the workflow and day-to-day operations of the firm. To help ensure this 
happens partners must ensure that they are implementing any relevant responses 
within the engagement. For instance, if the firm identifies a risk with a particular sector 
of audits and implements responses (mitigations for these risks), such as only approved 
individuals may work on such audits, the partner must be aware and ensure 
compliance with such requirements.  

Getting it right first time  

Pre-planning 

Acceptance 
Before we start the detailed planning for an audit it is important to check that the 
conditions for acceptance or continuance are met. This should be carefully considered 
by the partner, as required by ISA 220 and include ensuring that information needed 
from other parts of the firm or network have been received and/or checking 
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firm/network databases. Remember, the acceptance of a piece of non-audit work, such 
as tax advice, could mean that you are no longer independent from an audit point of 
view, so it is vital that all such information is available and properly considered.  

Budgets and resources 
The partner will need to determine what staff and other resources are required for the 
audit.  Whilst it might be tempting to just put in the same resources as last year, this 
might be a mistake. A major issue in practice when things go wrong with an audit is that 
teams are time-pressured and make mistakes or take short-cuts. One cause of this can 
be that the time required has not been reviewed for several years, but in the meantime 
various things may have changed which impact the time needed, such as: 

• New standards requiring more work; 
• Identification of issues with previous work via the firm’s own monitoring and 

remediation systems, meaning more time is now needed; 
• Changes at the clients, such as expansion or added complexity; 
• New regulations affecting the client and/or the audit; 
• Changes in staff meaning more coaching on the job may be needed, or staff are 

less familiar with the client, requiring more time to prepare; 
• Different ways of approaching the audit, for example more or less reliance on 

technology, tests of control or substantive analytical procedures.  
It is important, therefore, to consider the actual time likely to be required for the job this 
year and to budget that and allocate resources accordingly.  

Staff and partner allocation 
Related to the point above, about identifying the resources needed, the partner should 
consider the mix of staff that is desirable/available and plan around this. In some cases, 
experience of the client or at least the sector is desirable or essential. There may also be 
internal mandates that dictate that only certain “authorised” people can work on 
particular job types. Even if the firm doesn’t have policies where individuals are formally 
authorised, the partner should consider the expertise and experience necessary and 
link that with the coaching time to be included within the job. 
 
If you don’t currently have a system to identify specialisms, consider whether this would 
be helpful. You could use a simple spreadsheet, or an existing piece of software to note 
areas of expertise, or at least where some level of minimum training or experience has 
occurred. Examples of specialist areas you may need to consider include: 
 

• IFRS 
• UK GAAP 

Charities 
• Academies 
• Housing Associations 
• Pension Schemes 
• LLPs 
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Getting it right first time 
If the partner is able to allocate the right team, with the right amount of time and other 
resources needed from the start, the audit is much more likely to go smoothly. This is 
more likely to result in both a quality and an efficient audit. For example, there are less 
likely to be inefficiencies caused by senior staff having to finish of the tasks for junior 
staff who have moved on to different audits.  
 
If the budget is looked at early enough and reveals that the time needed is likely to result 
in a poor recovery rate given the fee quoted to the client, then there is potentially time to 
consider what to do. Can the fee be increased? If you have evidence as to what the 
changes are, at the client or externally, this could be used to bolster the argument for 
more fees. Even if you cannot negotiate further fees, you can work with the client to 
ensure that they do as much work as possible in terms of preparing information needed 
for the audit. Negotiating higher fees from the client requires an ability to have what is 
potentially a difficult conversation. Partners who are less comfortable with this type of 
issue, should ensure they look at developing their skills, as it is vital as an audit partner 
to be able to challenge the client, whether about fees or matters in the financial 
statements.  

Planning the audit 
The partner must determine that the nature, timing and extent of the direction, 
supervision and review is planned and performed in accordance with the firm’s policies 
as well as relevant standards. Although other members of the team, such as the 
manager, may be involved with planning the audit, ISA 220 is clear that it is the partner 
who must decide (they use the word determine) that the work planned is appropriate. To 
determine what is appropriate the partner will need to consider the nature and 
circumstances of the audit. It is all too easy to fall into the trap of assuming everything 
will be like last year, but you need to ask yourself if this really is the case. As we have 
said above, changes can occur both internally and externally which impact the nature of 
the work required to form the audit opinion.  
Planning is vital and allows us to identify areas of risk and ensure that appropriate work 
is done on these areas. ISA 300 paragraph 2 sets out the key benefits of planning as 
including: 
 

• Helping the auditor to devote appropriate attention to important areas of the 
audit. 

• Helping the auditor identify and resolve potential problems on a timely basis 
• Helping the auditor properly organise and manage the audit engagement so that 

it is performed in an effective and efficient manner 
• Assisting in the selection of engagement team members with appropriate levels 

of capabilities and competence to respond to anticipated risks and the proper 
assignment of work to them. 

• Facilitating the direction and supervision of engagement team members and the 
review of their work. 

• Assisting, where applicable, in coordination of work done by auditors of 
components and experts.  
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Good planning will also increase efficiency, as it will help to prevent over-auditing areas 
that are not risky or material.  
 
Planning might take 30-40% of the time needed for the entire audit, which is often rather 
more than has been allocated. Time spent planning, as we have seen, allows work to be 
focused on the correct areas, and therefore skimping on the planning does not lead to 
efficiencies.  

Audit strategy and impact of technology 
Part of planning is developing the audit strategy, which sets the scope, timing and 
direction of the audit. The plan itself then sets out the nature, timing and extent of risk 
assessment procedures, further audit procedures at the assertion level and other 
procedures that may be required.  
 
ISA 300 includes an appendix that lists areas for consideration in formulating the 
strategy (which might also be relevant to the planning) as follows: 

• Characteristics of the engagement 
• Reporting objectives, timing of the audit and nature of communications 
• Significant factors, preliminary engagement activities and knowledge gained on 

other engagements 
• Nature, timing and extent of resources 

 
It might be that not much attention is generally paid to the strategy for an existing audit 
client, as the previous year’s strategy may just be repeated. For instance, if a detailed 
substantive audit approach has always been taken with no reliance on substantive 
analytical procedures, this may just be repeated without further thought. But there 
could be circumstances that mean this is not appropriate anymore including: 
 

• Sample size caps have disappeared in many audit programmes, and this may 
mean that it is appropriate to reconsider whether a controls test approach or 
substantive analytical review might be helpful.  

• The availability of data analytics tools may suggest that whole populations of 
items can be considered, with a focus on those that display worrying features – 
again this could help to overcome issues highlighted by the loss of an audit cap. 

• Other software tools may automate tests, allowing substantive tests of detail to 
be performed in just a few minutes instead of hours, even for a large sample.  

• Data analytics, AI assisted, or RPA (Robotic Process Automation) software might 
be available to support the use of other approaches, such as selecting journal 
entries to test, performing reconciliations, and analysing other data. It may 
therefore give other options to the auditor as to what strategy to use.  

The client 
It is a fact of life, that of course not everything done in the audit is fully under the control 
of the audit team. The client must provide the auditor with the necessary documents 
and explanations and often the client’s poor planning has a very negative impact on the 
audit. How many of you have sat there, almost twiddling your thumbs, or doing far too 
much work on accruals and prepayments, because you don’t have the impairment 
review or the going concern schedules from the client?  
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Whilst it is tempting to think that you just can’t do anything about clients, this really isn’t 
the case. You can work to ensure that clients improve in their ability to provide 
information in a timely manner (i.e. you train them to do this effectively) or you can make 
them pay for their inefficiencies, so you don’t end up as the losing party! This might 
sound radical for some, but why should good, organised clients end up effectively 
paying for the badly organised ones? But more than that, a client who doesn’t get you 
the documents you need when you need them is likely to produce a risk to your audit 
quality. It will be much more difficult to do a good quality audit if you are squeezing in 
the review of going concern in the last day or two of the audit, when the plan had you 
looking at this from day 1! 
 
Consider what you can do to help ensure clients keep up their end of the audit 
commitments: 
 

What could I do? How will this help? How will I implement 
this? 
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How to improve the client’s delivery of documents/explanations 
Tips Comments 
Talking to your client through the 
year, rather than only at the year 
end 

If you keep in touch with your client, you are 
likely to have gathered information during those 
conversations which is relevant to the audit. For 
instance they will hopefully have mentioned 
system changes, key staff changes, operational 
changes, new branches etc. This also has the 
advantage of making the client feel valued. 

Use a portal which logs required 
information and when it is needed, 
chases it automatically if not 
received and shows when it is 
available. 
 

Portals can be useful when having to exchange 
lots of documents, but someone will actively 
need to monitor it because usually any 
document uploaded against a particular 
requirement is likely to be regarded as received, 
even if it isn’t what is really required.  

Send a checklist to the client of 
documents needed and the 
deadlines e.g.: 

• TB or draft financial 
statements 

• Going concern assessment 
• System changes (if any) 
• Laws and regulations 
• Related party information  
• Minutes of board meetings 
• Reconciliations and other 

accounting documents 

If you have a portal this list will be there, but you 
can also just have a spreadsheet or Word 
document shared with the client where they or 
you note what has or hasn’t been delivered. 
 

Clearly explained responsibilities 
and fee consequences 

If you have quoted for an audit on the basis that 
documents and explanations will be available at 
a given time, there need to be consequences to 
the client if they don’t stick to this.  
Contracts can include extra charges for days of 
delay, or differential fees based on the number 
of versions of financial statements you will 
consider, for example. Whilst it might seem 
difficult to impose this, if you work carefully with 
clients, you should be able to explain that they 
can have fee a) if they deliver on time or fee b) if 
they deliver later. You could put it as being akin 
to the differential rates on hotel bookings – if you 
commit to a day with no cancellation option it is 
cheaper than if you want the flexibility to change 
the day. Even then there will be limits to the 
flexibility! 
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Advantages of getting it right first time 
Think about the advantages of getting your planning right first time, compared to rushing 
your planning, starting the audit work, then realising you haven’t quite correctly worked 
out what is needed to complete the audit properly.  
 

Element that is right first time Advantages 
Budgeted time  The client knows what to expect, you 

have the allocated resources, everything 
should be more likely to fit within budget, 
resulting in higher recovery rates. 

Allocated resources You have the correct people or other 
resources, such as technology, available 
at the right time. This means you are less 
likely to have to spend unexpected time 
explaining something to someone with 
inadequate experience, or find that 
people are working very long hours and 
making mistakes as they are tired and fed 
up.  

Appropriate strategy There may be a more efficient way to do 
the audit, but you will never know if you 
haven’t stopped to think about the 
strategy sufficiently in advance. Doing so 
might then improve recovery rates, 
increase client, and possibly staff 
satisfaction and retention. 

Risky areas are correctly identified from 
the outset (this will require good and early 
communication with the client) 

You can then ensure that time is spent 
earlier in the audit on considering these 
risky areas, so that if difficulties arise or 
extra testing is needed you have more 
leeway before deadlines are imminent.  
 
Identification of risks is dealt with in ISA 
315 which has changed significantly in 
recent years. Make sure that your risk 
assessment processes meet the 
requirements and don’t assume that you 
got it right last year.  

Agreement with client on receipt of 
necessary documents and explanations 

Your plan needs to take into account 
what your client can deliver and when.  

 
To be able to plan well you will likely need quiet, uninterrupted time in your diary. Trying 
to plan an audit whilst answering the phone or dialling into Zoom every half hour is 
unlikely to be conducive to good quality planning. Whilst this might suggest this is a 
good task to complete when working from home, consider if you will have all the 
relevant information to hand. If you need information from the client, could it be helpful 
to have a day at their premises, with a meeting first thing to gather as much information 
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on the year as possible, but remaining there for the rest of the day in case you need 
access to further information? If you need to plan as a team, you may find it more 
helpful to all be in the same room, rather than using calls, emails or Teams meetings to 
deal with communication.  

Analytical procedures 
ISA (UK) 315 (Revised July 2020) Identifying and Assessing the Risks of Material 
Misstatement Through Understanding of the Entity, requires that the auditor uses 
analytical procedures as part of their risk assessment procedures (para 14). This is 
because such procedures can help to identify anomalies or inconsistencies with 
expectations for example and so identify areas of risk for further audit focus.  
 
Analytical procedures at the planning stage might consider both financial and non-
financial data, and use data aggregated at a high level. You are not looking at finding the 
answers to questions that inconsistencies might indicate, but rather to identify that 
some extra audit work is required in order to obtain the answers.  
 
Be careful in your use of analytical procedures though, because to identify something 
that looks inconsistent, unusual or unexpected, requires that you have an idea of what 
might be consistent, usual or expected! 

Practical point 
For example, if you are auditing the local hairdressers, you will need to know if they have 
changed the number of salons (or their capacity) in the year. You will also need to take 
into account any periods of closure (for instance in the pandemic these would have 
been extensive), any refurbishments or other factors that might have affected the prior 
year’s performance. If you are not aware of what has been happening at the business, 
you might start to assume that income and profits should be in line with last year plus 
inflation, but that might be entirely wrong. Don’t make assumptions, without having 
reasonable grounds for them.   
 
Remember that ISA 520 deals with the use of substantive analytical procedures, so if in 
your planning you decide that you wish to make use of substantive analytical 
procedures, it is that ISA with which you need to comply.   

Performing the audit / fieldwork 
So you have an audit strategy, and you have a plan. These will set out how the audit is to 
be conducted, including the nature, timing and extent of testing.  Now you need to 
execute these to ensure that you have sufficient appropriate evidence to support your 
eventual audit opinion. The team will have been established, but you still need to 
ensure that there is an appropriate level of direction, supervision and review. 
Remember, it is the partner who must take responsibility for this being in accordance 
with the ISAs and the firm’s policies and procedures and although some of these 
activities can be delegated, the partner must maintain sufficient involvement 
throughout.  
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There are some key practical elements to consider in implementing a “right first time” 
approach to this element of the audit. Let’s look at them under each of direction, 
supervision and review. 

Direction 
Much of the work in an audit is done by relatively junior staff and even where this is not 
the case, the tasks delegated to more senior staff are likely to be more complex or risky. 
You need to make sure that each member of the team fully understands what is 
expected of them and how to undertake the work. If this is not explicitly addressed, with 
just a bland request to “do cash and bank” errors are likely to arise, which will then 
require remedial work later on (often by a more expensive team member) or result in 
poor quality work. 
 
Instead of this generic request consider the level of knowledge that the individual 
assigned this work has. If they have done cash and bank lots of times before, it may be 
reasonable to just ask them to complete that section, but also identify any areas that 
might be particularly relevant to this client. For instance, one element of cash and bank 
might be to review for unusual items. If the team member doesn’t know what is usual for 
this client, or the sort of things they need to keep an eye out for as being potentially 
unusual, it will be difficult for them to complete the work fully.  
 
It also pays to ensure that team members are aware of what you mean by “complete” 
this section. This may seem obvious, but often isn’t. For instance, someone may 
assume that ticking all the boxes on the audit programme means they have completed 
the work, even though some of those boxes need further work to be done as evidence of 
this. It may be that you expect a member of the team to at least do a quick self-review of 
their work to check for errors or omissions. But a team member may assume that as the 
work is being reviewed there is no point in doing this. The problem is, if work is done to a 
poor standard, or not complete, whilst this should be picked up on review, the member 
of staff who did the work may now be unable to complete it, or have forgotten what they 
were doing and take longer to remind themselves of the required work. It is best to be 
specific: 
 
“I would like you to complete the cash and bank section of the audit (quote the sections 
in your audit programme perhaps). By this I mean I want all the work completed, 
documented, cross-referenced and uploaded to the audit system/filed on the audit file. I 
expect you to check that you have done everything and to ask questions as you progress 
if you don’t understand a requirement, or you are not sure what to do. The planning 
points related to this work are… The work needs to be completed by… If you encounter 
problems and you don’t think you can complete the work on time you should let me 
know. Do you have any questions? [Depending on the staff member you may also ask 
“Do you need someone to show you how to do this work?”]” 
 
This explicit approach should help avoid the following: 

• The team member guessing how to do work/blindly following last year’s work 
with the result that they don’t complete work as set out in the plan, or they 
complete it incorrectly. 
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• The team member making errors which are then not picked up until later, or not 
at all (it needs to be clear that you or other team members really will give support 
when questions are asked and won’t regard them as an intrusion or as a level of 
weakness in the person asking the question). 

• The team member moving onto the next audit where they make the same 
mistakes, as nobody has explained how to do the work properly. 

• The team member feeling disgruntled when their work is eventually reviewed and 
it is pointed out that they made mistakes, especially if they were not offered 
genuine support as they did their work.  

 
It is easy for a culture to develop where assumptions are made that staff know how to 
do things. The more senior a staff member gets the more difficult it is for them to reveal 
that they don’t really know how to tackle it and this further impacts when they try to 
coach more junior staff. You may need to be very active in your supervision, to ensure 
that all team members really do understand what they are supposed to be doing and be 
ready to help when questions are asked.  
 
As well as expecting staff to ask about areas where they are unsure of the approach, you 
should also develop a culture where staff are encouraged and expected to look things 
up. For instance, if the audit programme sets out a particular requirement and the team 
member isn’t sure of what it means, they can look up the relevant area in the ISA or in 
the firm’s guidance on this. Often guidance is now available by clicking an information 
button in software, which should make it especially easy to access necessary 
information. In addition, there are often elearning modules or recorded webinars on 
topics that can be accessed just before an audit is started. So if you are dealing with a 
defined benefit pension scheme liability in a sponsoring company for instance, you 
could watch a webinar on this just before the audit, to remind yourself of the financial 
reporting requirements.  

Supervision 
Properly supervising an audit allows us to: 

• Track its progress; 
• Identify any apparent issues that require further work or an adjustment to the 

plan; 
• Identify any matters requiring consultation. 

 
Many software based audit programmes allow reviewers to easily see the progress of an 
audit and the individual areas within it. Without this, the file will need to be considered 
together with discussion with the team members. Where team members are working 
remotely from one another and the client, it is particularly important that supervision 
still occurs. This might be dealt with by putting short, regular, virtual catch-ups in the 
diary, where all team members report back, and the manager and partner can get a view 
of how things are going.  

Review 
We will look at review later in this course as well, but in terms of this section, ensure 
that times to review the work are put into the diary and that team members know when 
their work is to be reviewed. This way, you minimise the chances of work not being 
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available to review when planned. Ideally review will be done on site, or with the team, 
so that any issues can be discussed and resolved immediately. 

Audit testing 
The planning is done now the team is about to commence the detailed audit work. By 
this time they should understand what they will be doing, the deadlines and who is 
supervising and reviewing their work and when. Hopefully, this clarity over the tasks to 
be performed will eliminate many of the opportunities for things to go wrong, but there 
are still pitfalls ahead. 

Focus your testing 
The planning will have identified what work is needed and it is therefore vital that the 
team stick to the plan. Reverting to last year’s file, and following what was done then, 
can be either time-wasting or completely ruin the quality of the audit. After all, if 
something went wrong last year, you don’t want to repeat that same mistake.  
 
Not everything in the audit will require the same amount of work or effort, but 
sometimes it can be easy to slip into a simple piece of work and overdo the effort, 
because it is familiar. Common areas for this to happen might be accruals or 
prepayments. Whilst these might be vital areas for an audit, in many cases things like 
rent, power, insurance will need only very quick tests, or in some cases none at all 
because they are immaterial.  
 
One area that sometimes causes confusion is the work that is done to provide evidence 
to the tax team regarding what can or cannot be claimed as capital or income expenses. 
Whilst it may be convenient to ask the audit team to do this work, it is important that 
they understand if it is only required for tax, rather than being a material risk area for 
audit. Without that understanding you learn to do far too much work on, for example, 
fixed asset additions when for audit purposes the risks might be low. 

Sampling 
Sample size calculators will help to ensure that team members test the right number of 
items for the risk identified, but teams must be clear on how to use the calculators. For 
instance, most will require a judgement about the degree of risk, the reliance on 
substantive analytical procedures or data analytics perhaps. Very junior members of 
staff may not have the knowledge or experience to make these judgements, so more 
senior ones will have to ensure these judgements are consistent with the plan. Ideally 
the plan will specify the degrees of risk and reliance so that everyone is clear on what is 
required.  
 
Another risk factor related to sampling is to calculate the sample size and then to 
decide it is either too big or too small and test a different number of items. This will lead 
to extremely poor-quality results, as the sampling size calculators are based on 
statistical models and changing them ad hoc, without proper justification, will mean 
that the sample size lacks logic. If a sample size is coming up with something which 
seem much more or less than expected, this is the time to check in with the manager 
and partner. Maybe an alternative approach can be taken, with more reliance on 



Audit Quality  - getting it right first time  

May 2024 20 

substantive analytical procedures or data analytics. Or perhaps the timetable needs to 
be adjusted because the testing will take longer than envisaged.  
 
If all the team have a good understanding of the theory behind sampling, this will help to 
ensure that decisions are made which support audit quality.  

Common errors 
It is helpful to try and avoid common errors by alerting the team in advance. For 
instance, a common error, particularly with less experienced staff, might be testing an 
item the wrong way. Let’s say you want to test for understatement of revenue, so you 
need a population from which to choose your sample. If you take the population of sales 
invoices and make sure that they are recorded in the ledger correctly, you are unlikely to 
identify understatement. Instead you need to be using a source document population. 
So what happens before the invoice that leads to the sale? Examples might be goods 
despatch notes, so if the company has sent a customer the good, you want to make 
sure that that good has been invoiced. Another example might be an order book, so a 
customer ordered something, did it then get despatched and invoiced? The order book 
might work even if there are no goods to despatch, as it may be a service rather than 
goods which are being supplied.  
 
Another common error can be giving up on a test item, because you can’t find the 
matching item and choosing a different item instead. If you were trying to match the 
goods despatch note to the invoice, to the ledger and you couldn’t find the invoice, this 
is precisely the type of error you are looking for. It therefore needs to be recorded as an 
error (or if it was a controls test, an exception) so that the implications can be 
considered. Again this error is more likely to occur with inexperienced staff who don’t 
yet fully understand how all the testing is working to create the audit evidence. 
Explaining this clearly at the outset will help avoid such errors.  

Data analytics 
Your firm may use these routinely, or perhaps not at all, but increasingly they are playing 
a large part in how audits are performed. Even if you don’t use specific software, such 
as Inflo, MindBridge or Idea, spreadsheets can often be used to carry out quite a bit of 
analysis on a sample population. For instance, a spreadsheet can be used to stratify a 
sample of data according to size, individual, nature of item etc. With more specific risks 
for each strata the overall level of testing can often then be reduced, as the high-risk 
items can be thoroughly tested, without increasing the sample size for the whole 
population for example.  

Documentation requirements 
ISA (UK) 230 Revised June 2016 and updated May 2022 Audit Documentation, sets out 
the requirements in terms of documentation. In essence, the documentation must 
provide: 

• Evidence of the auditor’s basis for a conclusion about the achievement of the 
overall objectives of the auditor; and 

• Evidence that the audit was planned and performed in accordance with ISAs and 
regulatory or legal requirements.  
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Overall the documentation should be sufficient to enable an experienced auditor who 
hasn’t been involved with the audit to understand: 

• The nature, timing and extent of the audit procedures performed 
• The results of those procedures and the evidence obtained 
• Significant matters arising during the audit, the conclusions reached thereon, 

and significant professional judgements made in reaching them. 
 

For individual pieces of work the documentation should record: 
• The identifying characteristics of the specific items or matters tested; 
• Who performed the work and the date such work was completed; 
• Who reviewed the work and the date and extent of the review.  

 
Many software based audit programmes might automatically mark who has done the 
work and on what date, but if this is not the case it must be done manually. Note also 
the requirement regarding review. It is not just who did the review, but the extent of that 
review. So just a signature or a tick to say it has been reviewed is unlikely to be 
sufficient.  
 
Documentation should be prepared as the work is done. It is not reliable if done later 
and trying to recall what happened and as we have seen in certain cases with the FRC 
(KPMG and Carillion for example) preparing documentation later can lead to fines and 
censure, depending on how much later and the circumstances surrounding it. 
 
Example 

Order no. Despatch 
note 

Invoice G/L entry £ 

1234 9876 1200 ✓ 5,000 
5678 6543 1209 ✓ 10,500 

 
In the above test results a reviewer can see the items selected and a tick against the 
general ledger entry, (we will assume that name and date are entered automatically by 
the system) but to properly understand this you also need to know: 
 

• The objective of the test; 
• How the sample size was decided upon and selected; 
• The conclusions reached.  

 
For example: 
Objective 
To ensure that sales made have been recorded in the general ledger and are not 
understated. 
 
Method 
A sample of orders was selected using a random number generator that covered the 
period being tested. Each item in the sample was then followed through to its related 
despatch note and invoice. The invoice was then followed through to ensure it was 
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recorded in the general ledger. The invoice amount was noted to provide evidence 
regarding the value being tested.  
The sample size of x was calculated using our standard sample size calculator.  
 
Results 
The table above sets out the results of the test 
 
Conclusion 
All items in the sample were matched as expected thus providing evidence that orders 
lead to despatch notes, which lead to invoices being created and recorded in the 
accounts. This provides us with evidence that sales are therefore not understated. 

Client schedules  
It is particularly the case when information is exchanged by email or portal, that the 
audit file will contain schedules prepared by the client. For instance, these might be 
going concern assessments, impairment assessments, calculations of amortised cost 
for loans or other schedules. You might find something like this on the file: 
 

Period Cash flow 

P/L 
interest at 
6% Amortisation 

Carrying 
amount 

 

0 -95,788 0  95,788 ✓ 

1 5,000 5,747 747 96,535 ✓ 

2 5,000 5,792 792 97,327  

3 5,000 5,840 840 98,167  

4 5,000 5,890 890 99,057  

5 105,000 5,943 943 100,000  

     
 

IRR 6%    
 

 
As it stands this is really very little use as audit evidence. If it is prepared by the client, (it 
could have been marked PBC for instance) this is not noted. It should clearly say this is 
the case. Secondly, it is not clear what audit work has been done. Were the ticks added 
by the audit team? Thirdly, it is not apparent, if it is prepared by the client, that anyone 
has checked underlying formulae.  
 
So if you have a document prepared by the client which is used as the basis for audit 
work, clearly mark up any sections that are by the auditor and explain the nature of any 
work on the spreadsheet.  
 
If potential problem areas, such as issues identified on the audit in previous years, or 
identified on other audits the firm conducts through monitoring procedures, are 
highlighted before the work is completed it is much more likely that quality issues will 
arise. Much better to focus on possible problems in advance so that they can be 
avoided, rather than let the team dive into work not aware of them and potentially 
repeat the mistakes.  
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Review and completion 
As we mentioned near the beginning of these notes, there are some specific areas of 
review which must be conducted by the partner which we will return to later. 

 
Overall, though, the partner must ensure that the review of the work performed is in 
accordance with the firm’s policies and what is needed for that particular audit. 

Timing 
Review should be timely; it is never a good idea to leave all the review until sometime 
after the work has been completed. This is likely to result in some or all of the following 
problems: 

• Staff have moved onto the next job so are not available to correct any work or do 
additional work identified; 

• The client will be frustrated if you need to return to the premises after the 
fieldwork was supposed to be complete because it is identified that extra work is 
required; 

• Issues with the above two scenarios may make it more likely that additional 
work/corrections required are not done at all, as they become awkward; 

• Staff will have forgotten the detail of what they have done and will be less likely 
to be able to clarify the work performed; 

• Work is more likely to be able to drift off the plan, in terms of timing or content, if 
it is not regularly reviewed as completed.  
 

Ideally therefore, review is timetabled in right from the start. All work must be reviewed, 
but lower risk work might well be reviewed by someone just a little more senior than the 
person who prepared it. Make sure that anyone conducting review work knows what 
they should be looking for and how to go about this. If it is the first time someone has 
reviewed work, ensure there is time for some on-the-job coaching. This will be time 
well-spent if they end up learning how to review effectively, rather than muddling 
through, perhaps for years, with no clear focus. Key points for reviewers to consider 
include: 
 

• Has the plan been executed? 
• Does the documentation sufficiently explain the work done and is it in line with 

the ISA documentation requirements? Consider the following: 
o Are the objectives clear? 
o Does the test method meet the objectives? 
o Are sample sizes where relevant, appropriate? 
o Are the conclusions appropriate given the evidence? 

• Were any issues noted that need to be escalated, especially any judgements 
made and have these been resolved? 

• Is the work taking the expected time or are things off track? If so, escalate this so 
that steps can be taken to try to bring it back on track, or extra resources 
allocated. 

• Document the nature of the review, together with any review points and ensure 
that there is clarity on extra or corrective work required. 
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Partner review 
ISA 220 sets out specific requirements for the partner’s review using the phrase the 
engagement partner shall: 

• Review audit documentation at appropriate points during the audit including that 
relating to: 

o Significant matters 
o Significant judgments, including those relating to difficult or contentious 

matters and the conclusions reached thereon 
o Other matters that are relevant in the partner’s professional judgement 

• On or before the date of the auditor’s report the partner shall determine, through 
review of the audit documentation and discussion with the team, that sufficient 
and appropriate audit evidence has been obtained. 

• Prior to dating the audit report, the partner shall review the financial statements 
and the auditor’s report, including, if applicable the description of any key audit 
matters and related audit documentation, to determine that the report to be 
issued is appropriate. 

• Review, prior to their issuance, formal written communications to management, 
those charged with governance or regulatory authorities. 
 

As you can see, the first requirement is that partner review occurs at appropriate points 
during the audit. When those points are will depend on the complexity and length of the 
audit and whether significant matters or judgements arise. The partner must make their 
own judgement regarding the extent of this review, but as we can see the focus is on 
significant issues and judgements. It might be apparent at the planning stage what the 
significant judgements and matters are likely to be, but of course further issues might 
arise throughout the audit as evidence is gathered. The partner must ensure they are 
sufficiently involved so that they know when additional review is needed.  
 
The partner must then determine, through review of the audit documentation and 
discussion with team, whether sufficient appropriate audit evidence has been 
obtained. Note that this requires both a review and a discussion with the team. The 
partner cannot just ask the manager if everything is done and sign it off, they must 
review relevant parts of the file to be able to determine this themselves. Of course those 
parts are where significant issues or judgements need to be made and anything else the 
partner thinks is important.  
 
There are then some specific requirements that the partner reviews the financial 
statements, any key audit matters, the planned audit report and related audit 
documentation. Evidence of this review might well be documented as comments on a 
file (perhaps a pdf) and/or as review points. The review of the financial statements must 
be done by the partner.  
 
Additionally the partner must review the formal written communications to 
management and those charged with governance (or in some cases regulatory 
authorities) before these are issued. This is to ensure that they contain the necessary 
information, and the partner is comfortable that they fairly reflect findings or other 
information being communicated.  
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The partner must also ensure that: 

• Their own involvement has been sufficient and appropriate throughout the audit, 
so that conclusions reached are appropriate; and 

• The nature and circumstances of the audit and any changes to it, and the firm’s 
policies and procedures have been taken into account in complying with ISA 
220. 
 

In effect this is a “stand-back” check where the partner considers the audit as a whole 
and whether the opinion is appropriate, and the work has been done in accordance with 
ISA.  
 
The partner review is critical to allowing them to step back from the detail and make a 
judgement as to whether there is sufficient appropriate audit evidence to back up the 
planned audit opinion. Sufficient involvement throughout the audit should ensure that 
the partner is not surprised at this final stage, as they should already be aware of any 
significant matters and judgement. So getting it right first time at this final review stage 
also involves the rest of the audit being done well.  

Conclusion 
Getting it right first time is an attitude of mind and a cultural issue. If the firm always 
takes the view that effort will be put in at the appropriate times in the audit to explain 
what “right first time” means and then to review to check that this has been done, the 
culture will soon become embedded.  
 
When specific efforts are not made to get it right first time, the risk is that staff skills are 
poorly developed, they might then do poor work and get poor reviews. They get 
disillusioned as they don’t think they are any good at audit, but this has only happened 
because no-one has given them the necessary on the job training and coaching. Or 
review has not been mindful of why things might have gone wrong (for instance it is the 
first time someone has audited a particular area and they may have made some 
mistakes).  
 
Perhaps you already have an embedded culture of right first time, but if not, think of the 
steps that you and others within the firm could take to start developing such a culture 
and note them below: 
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Steps to take Why this will help Who/when to do it 
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Possible answers to plan of action: 

Steps to take Why this will help Who/when to do it 
Ensure sufficient 
resources are allocated by 
considering past 
experience and additional 
requirements in standards 
or changes at the clients’ 
 

If you don’t have enough 
resources, you will 
struggle to complete a 
quality audit as there will 
be constant pressure to 
cut corners 

Practice manager/partner 
for each specific audit 

Ensure sufficient time is 
spent on planning  
 
 

Planning allows you to 
focus on the risky areas 
and to ensure that you 
have an approach which 
will allow sufficient audit 
evidence to be gathered 

Partner and manager for 
each specific audit 

Talk to everyone about the 
new approach (if it is new) 
and explain everyone’s role 
clearly, including what is 
expected for the work 
allocated, the deadline, 
when it will be reviewed 
 
 

Without clear direction 
staff may revert to last 
year’s work as a guide, 
which may or may not be 
correct.  

Partner/manager for each 
specific audit 

Review in a timely manner 
and ensure everyone 
carrying out the review 
understands what they 
should be looking for 
 
 

If you wait, then there may 
not be time to correct 
work, staff may have 
moved onto other jobs and 
will possibly forget key 
points about the work they 
did. 

Everyone with review 
responsibilities 

Give feedback following on 
from review 

This will help all team 
members to learn from 
both what they did well 
and what didn’t go well. 
Their skills will quickly 
improve, rather than them 
repeating errors because 
they didn’t realise they 
were errors. 

Everyone with review 
responsibilities.  
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