SLPS INTERNAL AUDIT CHECKLIST


Function:
 
Consulting Report Date:

	Consultant (s) Name:
	

	
	

	SLPS Procedure Reference(s)
	QAS –M001
	ISO Clause 
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


NOTES AND / OR SAMPLE SIZES (IF REQUIRED) ARE LOCATED AT THE END OF THIS AUDIT REPORT
	Area(s) Audited
	Audit Contact(s)
	Title(s)

	
	
	


	ISO Clause
	AUDIT QUESTIONS:
	YES
	NO
	N/A
	OBSERVATIONS

	4.1b
	Have documented procedures and, if needed work instructions been established?
	
	
	
	

	4.2.3c
	Are documents approved for adequacy prior to use?
	
	
	
	

	4.2.3d
	Are documents changes reviewed and updated as necessary?
	
	
	
	

	4.2.3d
	Are document changes re-approved to ensure adequacy prior to use?
	
	
	
	

	4.2.3d
	Is current document revision status maintained?
	
	
	
	

	4.2.3
	Do all staff members have access to current documented procedures?
	
	
	
	

	4.2.3g
	Are obsolete documents retained for any purpose suitability identified to prevent unintended use?
	
	
	
	

	4.2.4
	Are records legible, readily identifiable, and retrievable?
	
	
	
	

	
	Where is the department’s documentation located?
	
	
	
	

	
	Are these documents secured? Is back-up needed? If so, when.
	
	
	
	

	5.3
	Has the quality policy been communicated to employees?
	
	
	
	

	5.3d
	a) Is the Quality Policy understood by all employees?
b) Are the employees clear as to their role in carrying out the policy?

c) Where is it displayed?
	
	
	
	

	
	What does the quality policy mean? What does it mean to you?
	
	
	
	

	5.4.1
	Have department lower level quality objectives have been established?
	
	
	
	

	5.4.2
	Are the Department lower level quality objectives measureable and consistent with the Quality Policy?
	
	
	
	

	
	Is your department organizational chart up-to-date? Can I have a copy?
	
	
	
	

	5.5.2
	Who is the District’s Management Representative?
	
	
	
	

	
	Is staffing adequate to implement and improve the QAS Program
	
	
	
	

	6.2.2
	Are personnel who perform work affecting service quality competent based on education, training skills, and experience?
	
	
	
	

	6.2.2
	Are competency needs identified for individuals who perform activities affecting quality, including additional training needs?
	
	
	
	

	
	Is initial training adequate for employees to perform their work?
	
	
	
	

	6.2.2
	Is there a regular re-assessment of training performed? If so, by whom.
	
	
	
	

	6.2.2e
	Are personnel aware of the relevance and importance of their activities and how they contribute to the achievement of quality objectives?
	
	
	
	

	6.2.2f
	Are educational records maintained? Where?
	
	
	
	

	6.2.2f
	Are training records maintained? Where?
	
	
	
	

	
	What is the effectiveness of the training received?
	
	
	
	

	6.2.2f
	Are skills and experience records maintained? Where? 
	
	
	
	

	
	Are documents containing personal information secured and is access to those documents controlled?
	
	
	
	

	6.2.2d
	Are performance reviews performed for all employees?
	
	
	
	

	6.2.2e
	Are testing requirements in place for employees? What are they? How is the tracked and measured for effectiveness?
	
	
	
	

	6.4
	Are work environment conditions controlled to achieve:

a) Human and Physical factors?

b) Temperature Controls?

c) Energy Management?
	
	
	
	

	
	Do you have the workspace needed to perform all of your job responsibilities effectively? Example: testing & assessment – maintaining standardized testing conditions.
	
	
	
	

	
	Are employees cross-trained or is there a back-up for positions?
	
	
	
	

	8.2
	Are customer satisfaction surveys performed? Are they reviewed? What is done with the results?
	
	
	
	

	8.2
	How do you monitor and/or measure customer satisfaction?
	
	
	
	

	
	Is the _______ process effectively implemented? 
	
	
	
	

	
	Is there a process to ensure that external agencies interfacing with the District to provide services, consistent with District’s quality objectives and requirements.
	
	
	
	

	
	Are the extent document forms used from external organizations noted on the External Document List?
	
	
	
	

	
	Is software used for monitoring and measuring requirements:
a) Suitability confirmed prior to initial use?

b) Reconfirmed, as necessary?
	
	
	
	

	8.4
	Is the _________ process efficient? Is there room for improvement?
	
	
	
	

	
	Is the Quality Assurance Improvement Request process understood?
	
	
	
	

	
	Is the Preventive Action Process understood?
	
	
	
	

	
	Is the department continually improving, if so how is this happening? If not, why is it not improving?
	
	
	
	

	
	How is continuous improvement being documented in your Department?
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