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TITLE:
INTERNAL QUALITY AUDITING
PURPOSE/SCOPE:
To ensure that quality audits on the Colleges quality system are scheduled, planned, conducted, recorded, and reported.  

To ensure that any necessary audit action is agreed, implemented and tracked.

RESPONSIBILITY:
It is the responsibility of the Quality Development Officer (QA), in conjunction with all appropriate staff, to carry out the compilation of the yearly internal quality audit schedule.

It is the responsibility of the Strategic Management Group to approve the yearly quality audit schedule.

It is the responsibility of the Quality Development Officer (QA), in co-operation with appropriate staff, to ensure that a quality audit is carried out in accordance with the audit schedule, to carry out the necessary planning for each quality audit and to prepare necessary documentation for the quality audits.

It is the responsibility of the DL or Unit Manager of the Division or Unit being audited to nominate an audit representative, where appropriate.

It is the responsibility of the Quality Development Officer (QA) to record and compile and report upon all quality audit results.

The Quality Development Officer (QA) is responsible for managing and co-ordinating the quality audit process.

The Quality Development Manager is responsible for ensuring the overall effectiveness of the internal quality audit process.

Only designated, trained personnel with knowledge of the principles of quality auditing may carry out internal quality audits. They may not audit an area for which they have prime responsibility.

DEFINITIONS:
Quality Development Officer (QA): Full time member of staff employed by Cardonald College to conduct quality audits.

Quality Auditor: Any designated member of staff holding a formal qualification in quality auditing.

Auditee: Person undergoing an audit.

Formal Qualification in Quality Auditing: Minimum 2 day certificated course.
APPENDICES:
Appendix 1 Quality Audit Schedule sample

Appendix 2 Audit Action Report (AAR)

Appendix 3 SMG Audit Report Template

RELATED 

INFORMATION:
N/A

1.0
SCHEDULING
1.1 It is the responsibility of the Quality Development Officer (QA) to create the annual internal Quality Audit Schedule. This schedule will run from September to July, thus following the academic year. The schedule will be used to identify the timing of internal quality audits throughout the college.

1.2 The frequency of quality audits in each Division/Unit or procedure will be defined by influences such as external verification reports; the relative importance of the procedures effect on the quality system; on previous quality audit results and on appropriate requests.

1.3 Newly introduced procedures will be audited within their first year of issue.

1.4 At any time during the life of the schedule, based on quality audit results, the frequency of audits may be altered for any particular department or procedure.

1.5 The Quality Audit Schedule will be drawn up prior to the beginning of a specific audit year.  A sample audit schedule is shown in appendix 1.

1.6 The quality audit schedule will then be submitted to the Strategic Management Group for approval and possible amendment.


2.0
PLANNING

2.1 The Quality Development Officer (QA) will generate all necessary documentation for the audit. The quality audit documentation created will take into account the procedure, the Division/Unit and previous quality audit results.

2.2 Internal Quality Audits will usually be carried out by the Quality Development Officer (QA), however a nominated Quality Auditor may be chosen to carry out a particular audit.

2.3 Prior to audit in any division or department, the Quality Development Officer (QA) will notify the relevant DL or Unit Manager of the impending audit and they, in turn, will identify an audit representative to the Quality Development Officer (QA). 

2.4 The Quality Development Officer (QA) will contact the Division/Unit representative, in advance of the audit, to arrange a mutually acceptable date and time for the audit to take place. Where a Quality Auditor will carry out the audit, liaison on the timing of the audits will also take place between the Quality Development Officer (QA) and the Quality Auditor.

3.0
CONDUCT

3.1 The quality audit will be carried out against a checklist, or other relevant documentation. While the Quality Development Officer (QA) / Quality Auditor should adhere as closely as possible to the checklist, he/she should be prepared to deviate from the checklist if circumstances warrant it.

3.2 During the quality audit, the Quality Development Officer (QA) / Quality Auditor will make clear notes of the audit findings on the checklist itself.

3.3 The completed checklist will be kept on file in the Quality Development Unit. 

4.0
RECORDING

4.1 If necessary, the issue of an Audit Action Report (AAR) (Appendix 2) will follow the quality audit.  The Audit Action Report focuses upon immediate/short-term corrective actions and preventative/long-term actions.  It details the difference between what is happening in practice and what should be happening in accordance with procedure.

4.2 If required, a follow-up audit will be held.  The notification process for the follow-up quality audit will be the same as the standard quality audit. 

4.3 The follow-up quality audit should concentrate on the original variations that were found, and to ensure that the corrective action has been implemented. 

4.4 Providing the original variations have been corrected, and that the corrective action is effective without causing any other problems, the quality audit is considered to be complete. The Audit Action Report will be closed out.

4.5 Where the corrective action was not successful for whatever reason on re-audit, the details of further re-audit dates will be maintained on a spreadsheet.  The spreadsheet details the variation from procedure, the procedure number, the individual responsible, the due date for initial re-audit, and any amended re-audit dates.  

4.6 The Quality Development Officer (QA) will maintain records of each quality audit on electronic and paper copy.

5.0
REPORTING

5.1 For each audit, an SMG Audit Report showing the audit findings and any comments from staff, will be submitted to the SMG (Appendix 3).

5.2 The amendment spreadsheet will be produced for consideration at SMG meetings. This shows the current implementation status of all actions points.

5.3 Once the SMG Audit Reports have gone to the SMG and a suitable course of action has been agreed upon, they will be submitted to the Academic Quality Standards Committee.

5.4 Computer records generated as result of this procedure will be subject to regular back up and kept in the Quality Development Unit for a minimum period of five years from the date of audit.

5.5 Paper records will be kept in the Quality Development Unit for a minimum period of five years from the date of audit.

5.6
An Annual Report on Internal Auditing will be submitted to the Strategic Management Group by October of each year.  This will focus upon any audit findings from the previous audit year.
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