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Form Template:

How to Conduct an Audit: (Adapted from Plan to Protect)
Audit Date(s): _______________________________
Auditor(s): __________________________________
Ministry: ____________________________________
Report Submitted To:
☐ Leadership  ☐ Board Chair

1. Auditor Appointment
☐ Independent internal auditor or audit committee appointed (where possible)
☐ Auditor appointed by the Board
☐ External organization engaged (if available)

2. Audit Preparation & Timeline
9 Weeks Prior to Audit
☐ Ministry leader(s) notified of upcoming audit (Notice of Policy Audit)
☐ Audit scope and steps outlined in communication
☐ Audit date(s) provided
☐ Questionnaire distributed to all ministry leader(s)
  (Children & Youth Ministry Policy Audit Questionnaire)
4 Weeks Prior to Audit
☐ Questionnaires collected
☐ Responses reviewed
☐ Areas of concern identified
☐ Missing or incomplete information noted
☐ Best practices documented
1 Week Prior to Audit
☐ Reminder email sent to ministry leader(s)
☐ On-site audit details confirmed

3. On-Site Audit
☐ Audit conducted in accordance with Safe Church Ministries Policy
  (On-site Policy Audit Checklist & Process)
☐ Required documentation reviewed on-site (if applicable)

4. Policy & Operations Review
☐ Written policies reviewed
☐ Actual ministry practices observed
☐ Policies align with in-person children or youth ministries
☐ Policies align with events and programs
  (children or youth ministries)

5. Evidence & Documentation
☐ Church Ministry (Volunteer) Application Form
☐ Training records collected and reviewed
☐ Criminal Record Check reports reviewed
☐ Reference checks verified
☐ Interview documentation reviewed
☐ Statement of Policy documents on file

6. Findings & Reporting
☐ Strengths identified
☐ Gaps and risks documented
☐ Recommendations provided
☐ Report submitted to Ministry Leader(s)
  (Policy Compliance Audit Report – attached)
☐ Report presented to Leadership
  (Policy Compliance Audit Report – attached)
☐ Report presented to Chairman of the Board
  (Policy Compliance Audit Report)
☐ Policy or protocol updates recommended


Auditor Signature: _______________________________

Date: ___________________________________________


____________________________________________________________________________
OFFICE USE ONLY
☐ Entered into Database: Date: _____________ Signature: ___________________________
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