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Purpose of the Audit Workbook
Audits are “a formal, often periodic examination and checking of data or procedures to verify their correctness…”. Audits are more commonly associated with the financial sector, but the same benefit can be gained by applying an audit to a national tuna fishery data collection system, a set of procedures used to manage tuna fishery data, or the quality of a database system used to process and store tuna fishery data, for example.  The objectives of tuna fishery data audits are to:  
· document the current strengths and weaknesses of systems used to collect and manage tuna fishery data, 
· to encourage further improvements, 
· to eventually certify, or at least recognize, robust and reliable data systems. 
The main benefit of auditing is that it results in more consistent data collection and management systems based on standardized procedures which will ensure that the requirements of the Western and Central Pacific Fisheries Commission (WCPFC) for the collection and provision of tuna fishery data are satisfied and the users of the data (researchers) will be assured that they are dealing with quality, unbiased and representative data. 
Auditing systems have yet to be developed but plans are in place to create workbooks/processes which will guide both internal and external audits allowing the systematic checking and validation of many components of tuna fishery data systems. Many different facets of the system will be examined, for example, there will be checks looking at items as diverse as data entry quality and completeness, whether industry liaison procedures been put in place, and if there is sufficient capacity (number of staff) and capability (training) available.  
This workbook has been developed to audit LOGSHEET data collection and management systems and provides a systematic way of reviewing the processes involved in collecting the logsheet data from fishing companies, reviewing the data for problems (data quality) and entering the data into a database system.
The main outputs of this process is a summary of the audit with detailed review points documented for subsequent action and training. The summary report is useful for informing senior fisheries division staff, regional agencies and other important stakeholders on the current status of the LOGSHEET system and what needs to be done with respect to additional support, improving aspects of the LOGSHEET systems which may include revision of the LOGSHEET systems, additional staff and/or capacity building.
The audit should be conducted as discretely as possible to ensure that the behavior of staff involved in LOGSHEET collection and management are not modified from normal activities as a result of the audit.  The auditor will need to take this into account during their work and further research may be required to ensure that behavior is typical and not modified as a result of the audit. 

It should be noted that “audits” are a recurring process and that regular audits of LOGSHEET systems will be encouraged.
How to use this Workbook
This workbook is to be used to audit the LOGSHEET data collection and management systems within one country.  It is acknowledged that LOGSHEET data may be processed off-site (e.g. by SPC) and hence certain aspects of the audit that deal with data management should be ignored.
The auditor may be independent (an external expert), or this workbook can be used to conduct a self audit by qualified/experienced fisheries divisions staff wanting to evaluate their own LOGSHEET systems. A MANUAL that provides comprehensive guidance to the auditor in using this WORKBOOK will be produced in the future.  
The auditor proceeds to audit the LOGSHEET systems through a number of sections dealing with 

· LOGSHEET site management
· Equipment and data collection forms

· Sampling Protocol

· Operation

· Port Sampler skills

· Data Management

Each section of this workbook has specific questions or instructions that facilitate the audit process. The auditor is required to follow the instructions in each section and complete the responses. The audit will require observation, research and/or interviews, depending on the topic.

At the end of the audit, a summary section needs to be completed and is used to provide a concise list of the problems and/or required improvements identified by the audit for subsequent action. The summary should indicate that the detail of each problem is included in respective sections of the audit for further reference. The auditor should also be encouraged to provide a positive comment with respect to the LOGSHEET systems in place where warranted.  The manager/coordinator of the LOGSHEET systems that are audited is advised (i) accept the recommendations of the audit and (ii) to correct the problems and show that the problems have been rectified by an agreed date, when another audit could potentially be undertaken.
This workbook provides space for recording the results of the audit and subsequent action to be taken, where necessary.  In some cases, the space provided will not be sufficient, so the auditor should be prepared with a notepad in addition to this workbook to cover the recording of more detailed notes when necessary in the field or during interviews.  The final document (the completed evaluation workbook) can then be expanded in electronic form, as required. 

SUMMARY OF GENERAL LOGSHEET SYSTEMS AUDIT
	Country
	

	
	

	National Fisheries Organisation/Division/Department 
	

	Coordinator(s) of LOGSHEET SYSTEMS
	

	Staff involved in LOGSHEET SYSTEMS – names, positions and whether they are involved with LOGSHEET SYSTEMS full or part-time
	Name
	Position
	Full/part time

	
	
	
	

	
	
	
	

	
	
	
	

	Period audit conducted
	
	to
	

	Period of visit to Country
	
	to
	

	Date(s) of site visit
	

	Date(s) of interviews
	

	Auditor
	

	Auditor experience/affiliation/etc.
	

	Who recommended audit and why …
	


	AUDIT OUTCOMES
Summary list of problems to resolve and/or recommended improvements

	

	Target date when problems are to be resolved and improvements implemented
	

	LOGSHEET COORDINATOR SIGNATURE AND DATE
	AUDITOR SIGNATURE AND DATE


1. Human Resource management
	1.1.1 
	General LOGSHEET data collection and management issues (review through research and individual interviews)

· Is there an overall coordinator/manager ?

· Is there a clear list of objectives for the LOGSHEET unit(s) ?

· What are the respective roles of each person involved in LOGSHEET data collection and management; check for existence of organizational structure and/or completed the responsibilities matrix.
· Existence of duty statements for staff involved in LOGSHEET work
· Are all tasks covered by the current number of staff allocated to LOGSHEET work required?

· Provide the details of interaction amongst staff, for example, are there formal/informal reviews/discussions ?
· How does the LOGSHEET collection and management unit(s) relate/interact to senior management and other (relevant) collection and management unit(s) in the Fisheries Division ?  What is senior management’s opinions of the LOGSHEET collection and management unit(s)  (e.g. need/purpose) ?

· Have the LOGSHEET unit(s) objectives been met ?  (Review each objective and comment)

· Are there any general problems that hinder the LOGSHEET collection and management process (e.g. staff assigned to other work not related to LOGSHEET collection/management) ?



	
	Evaluation:


	
	Action required:


	1.1.2
	 Awareness and knowledge with respect to the need to do LOGSHEET work. Review through an interview, although this is only compulsory for the Coordinator. These questions can also be considered as a training exercise, with feedback provided.
· Are the objectives of LOGSHEET data collection and management known by all staff ? 

· What is the general purpose of LOGSHEETs ?
· What is the target coverage for LOGSHEETS ?
· What is your (coordinator’s) role with respect to the objectives of LOGSHEET data collection and management? 

· What is the role of the others with respect to the objectives of LOGSHEET data collection and management?

· What are the other types of data collection ?

· How does LOGSHEET data relate to other types of data collection ?

· Are there any areas you think the LOGSHEET data collection and management (in general) can be improved?
 

	
	Evaluation:



	
	Action required:



	1.1.3
	LOGSHEET data collection and management resource material
List the various LOGSHEET management resource materials that are readily available to staff, for example, 
· Existence of a LOGSHEET data collection and management Procedures Document

· Training manuals to guide staff in certain areas (e.g. database system)
· Document or reference explaining how the LOGSHEET data are used both within the country and by regional agencies (e.g. stock assessments)

Are the LOGSHEET staff aware of these resources ? (interview) 


	
	Evaluation:



	
	Action required:



	1.1.4
	Review the current status of funding and sustainability of funds for LOGSHEET collection and management. Consider the following:

· How are the LOGSHEET staff and resources funded ?

· Are all LOGSHEET-related positions considered as permanent staff ?

· What are the problems in having LOGSHEET staff as permanent staff ?

· Are LOGSHEET staff costs sustainable into the future ?  (how long are they sustainable for ?)
· Are there funds to conduct data entry and post-entry quality control ?  – elaborate


	
	Evaluation:



	
	Action required:




2. Logsheet Collection System
Collection procedures
	2.1.1 
	Review the logsheet collection procedures in detail. Through review, observation and/or individual interviews, evaluate the following.  
· Are procedures documented (Procedures Document) ?

· Are responsibilities clear ?

· Is there a regular schedule for the provision/collection of logsheets ?

· What are the steps in the collection process ?

· Are there procedures for (checklist)

· Initial checking if logsheet is complete and/or obvious problems
· How follow-up in the event of problems in the initial checking is done
· Is there a system that signals when logsheets should be expected (for example, a vessel arrives in port, therefore a logsheet is expected, or an unloading form arrives, therefor a logsheet should be expected) ?

· Are actual procedures for Logsheet collection with the Procedures Document ?

· Does the responsibility matrix for data registration cover all work and match actual responsibilities ? For example, who is responsible for …  (cross-check with the responsibility matrix)

· Designated person to collect/receive logsheets

· Designated person(s) to liaise with Fishing Industry

· Designated person(s) to do initial data quality control



	
	Evaluation:



	
	Action required:




Data collection forms audit

	2.2.1 
	Review the data collection forms used.

· Are the data collection forms the regional standard or, if not, have any non-standard forms been reviewed ?

· Are the latest version of the forms being used ? 

· If the latest versions are not used - why ?

· Are there formal, documented procedures for introducing the latest versions of logsheets ? 
· If non-standard forms, note any differences in the forms compared to the regional standard, or any previous reviews of non-standard data collection forms – use the checklist in the MANUAL to guide this review.
· Should a separate, specific review of the forms and protocol be conducted (for non-standard data collection forms only) ?



	
	Evaluation:



	
	Action required:




Review of legislation
	2.3.1 
	Review all relevant legal documents to ensure the collection of logsheet is adequately covered.

· Fisheries Act, Agreements, Licenses and other legal documents 
· How are the requirements for logsheet data collection defined/presented in legal documents 

· Are they clear and un-ambiguous ?
· Are they consistent ?

· Do these legal documents specify the need to use regional standard forms and also easily cater for revisions to forms when necessary  ?

· How are the requirements for logsheet provision stated in the agreement/licence:

· Does it clearly Indicate how soon after the trip the logsheet is to be provided

· Does it clearly indicate that logsheets must be provided for all trips 
· Does how the data are to be provided (i.e. sent to Fisheries Division, faxed, etc.)
· Are penalties for non-compliance clearly stated ?
· Can Fisheries Division realistically enforce these penalties ? (examples)
· Are staff aware of what they can do to seek compliance with respect to logsheet provision ?
· Are the procedures with respect to the legal obligations, enforcement and penalties described in the procedures document ?



	
	Evaluation:



	
	Action required:




Fishing Industry Liaison
	2.4.1 
	General Fishing Industry Procedures with respect to logsheet data.
· Are there specific procedures for dealing with the Fishing Companies with respect to the provision of logsheets ? For example, check the following list:

· How are companies informed of the requirements to complete logsheets

· Formal Letter 
· Meeting

· Through Agreement/Licence conditions only ?

· Check : Inclusion of logsheet and instructions

· Check  : Inclusion of why the logsheets are required

· Is training and/or resource materials provided for logsheets ? (when new revisions occur)

· Are regular review meetings held to - 
· Discuss performance in logsheet provision

· Quality of data

· Timeliness

· Reinforce the reasons why logsheet data is required

· Resolve any other problems

· Provide feedback on what’s happening in the fishery … (using summaries of their data)
· Provide other information that may improve their operations


	
	Evaluation:



	
	Action required:



	2.4.2 
	Review the interaction with each Fishing Company (i.e. distinguish between fishing companies)

· Are there problems with completeness in recording information on logsheets  (resolved by training)

· Problems with quality

· Problems with timeliness

· Problems with compliance in general
· Do they need training ?

· Do they need special resource materials (e.g. non-English forms) ?



	
	Evaluation:



	
	Action required:




3. Logsheet Data Management

Data Registration
	3.1.1 
	Data Registration

Through observation and individual interviews, evaluate the following.  
· Is there a Data Registration System for LOGSHEET data ?  (Computerized or manual?)

· Are procedures for organizing hard-copy data (data registration process) documented ?
· Are there any potential problems in hard-copy LOGSHEET data going missing prior to data entry or submission to a regional agency ?

·  Are their clear procedures for preparing the data for data entry (including any pre-data entry data quality checking) ?

· Are actual procedures for Data Registration compatible with the Procedures Document ?

· Does the responsibility matrix for data registration cover all work and match actual responsibilities ? For example, who is responsible for …  (cross-check with the responsibility matrix)

· Managing the hard-copy data after receipt
· Registering the data

· Organizing the data for entry or submission to a regional agency



	
	Evaluation:



	
	Action required:




Hard-copy Data Management

	3.2.1 
	Hard-copy Data Management

Through observation and individual interviews, evaluate the following.  
· Is there a Filing system for LOGSHEET data ?

· Are procedures for organizing hard-copy data (post-registration) documented ?
· Where relevant, review the procedures for …

· Hard-copy data filing

· Scanning (if required)

· Submitting hard-copy or scanned data to a regional agency for data entry ?

· Post-entry data quality checking ?

· Producing any summary reports on hard-copy data management for both internal and external purposes ?

· Are actual procedures for hard-copy data management compatible with the Procedures Document ?

· Does the responsibility matrix for hard-copy data management cover all work and match actual responsibilities ?  For example, who is responsible for …  (cross-check with the responsibility matrix)

· Ensuring data don’t go missing

· Pre-data entry checking

· Data entry

· Post-data entry checking

· Scanning the data (if required)

· Sending the scanned or hard-copy data to the regional agency

· Filing the hard-copy data 

· Backing up the scanned data

· Preparing periodic summaries of LOGSHEET data for internal/external purposes


	
	Evaluation:



	
	Action required:




Database System

	3.3.1 
	Review of the Database System used to manage LOGSHEET data (if required) 

Through observation and individual interviews, evaluate the following.  
· Are all LOGSHEET data entered or only the trip totals ?

· Does the data entry system cater for the entry of all fields recorded on the forms

· Does the logsheet data entry system cater for double-entry (i.e. one person enters the data and another person undertakes a second entry, or verification phase).

· Are the following on-line checks available :

· Links to standard reference tables for example,  

· VESSELS

· SPECIES

· PORTs

· School-type and Activity codes

· SPECIES

· All dates are chronologically correct and trips are not too long or short

· Positions are in correct format

· Distances between successive days are logical (not too far)

· Positions are not on land

·  Activity code entered corresponds to other information (e.g. if not setting, then there must not be any catch)

· Inhibits the entry of duplicate or overlapping fishing operations for the one vessel

· Species catches are within range for that gear type and species

· Where relevant, species average weight is within acceptable range

· Effort measure (e.g. HOOKS SET) is in valid range

· Control totals checking

· Are there any database post-data entry checking, for example, 

· Reports showing the cruise track of a vessel trip

· Comparison of values with other trips by that vessel

· A system or manual check to ensure all data registered/received have been entered

· List any other positive or negative features of the database system with respect to LOGSHEET data management 

· Conduct a sample audit of the data entered.  Select (at least) three logsheets randomly per gear type, vessel nationality and data entry operator.  Review the data that have been entered for these trips in detail - 

· Ensure that all data fields have been entered

· Ensure that the data fields entered match the logsheet, except when a change has been made due to mis-recording on the logsheet

· If the hard-copy data are also entered at the regional office, conduct a more comprehensive audit by comparing all logsheet data entered at the regional office and the national office.



	
	Evaluation:



	
	Action required:




