
Using the audit database – Moderations

3. Input the Case ID of the audit you are moderating.
4. Select Search  The audits for that Case ID will appear in the list below
5. Name refers to the allocated worker, not the auditor
6. Select the options     button for the audit you wish to moderate. Select moderate 
audit from the drop-down list.

If you can’t access the audits you need please contact IT Support 

Open browser and enter link http://supervision.bradford.gov.uk/
1. Select Audit on Tool Bar
2. Select Audit by Case ID from the drop down list

You can edit a saved moderation, and return to it later. Once a 
moderation has been submitted, you cannot change it but it can 
still be viewed in My audits
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Completing the moderation
All questions are mandatory.
1. These boxes will pre-populate from the audit
2. Insert date of moderation from the drop down list
3. Select original audit grading. Complete moderated grading when your moderation is 

completed.
4. Complete comments on the rigour and quality of the audit
5. Select button to indicate whether or not the audit was completed with the allocated 

worker.
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Once submitted, notification that the moderation has been completed will be 
automatically sent to the auditor who can access the moderation in My Audits. 
Any actions will be forwarded to the relevant staff member’s supervision record. 

You can view your completed audits and moderations in My Audits. See drop 
down menu from the Audit tab.

All questions are mandatory.
6. Complete comments on the quality of practice
7. Select + Add SMART Recommendation to add actions to the Moderation (see next 

page for details on completing SMART Recommendations.  You can add actions for 
the auditor or any worker/manager involved in the case. 

8. You can amend What and How by clicking in the free text box
9. You can delete recommendations but YOU MUST SAVE   THE PAGE FIRST. Then select
10. SAVE   and then SUBMIT  once you are satisfied the moderation is complete. 

Alex Wolek 

X

You can export to pdf and print the completed audit using this icon 
from any page once the audit has been submitted



Add SMART recommendation

When you select Add SMART recommendation the recommendations page will pop up
1. Complete What and How 
2. Who: You must use a name, not a job title so that the actions feed into the staff 

member’s supervision record. Complete by typing in first few characters and then select 
correct name from pick list. See Troubleshooting in Audit Details to help you find your 
staff member. Actions can be set for any staff member, not just the allocated worker. 

3. When: Choose from drop down calendar
4. SAVE. The recommendation will disappear but is recorded and can be edited on the 

SMART Recommendations page at the bottom of the menu on the left of your screen

Free text…

You MUST use the pick list: if you try to input a name the database 
does not recognise, YOUR RECOMMENDATION WILL NOT SAVE.

Free text…


