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Elements of competence

F6.1
Plan to audit compliance with quality systems

F6.2
Implement the audit plan

F6.3
Report on compliance with quality systems

Summary

This unit is about ensuring that all the processes of the organisation comply with quality systems.  It recognises that quality systems may be internally generated or externally imposed and recognises the role that can be played by registration and inspection visits in helping to manage quality.  It covers planning to audit quality systems, implementing this plan and providing a report on the organisation’s overall compliance with its quality systems.

Principles of good practice

In order to plan to audit compliance with quality systems, you need to agree the scope and objectives of the audits with relevant people.  You need to identify those areas which are likely not to comply with quality systems and those areas where the risks to the organisation are greatest if processes do not comply.  You must agree a programme of audits which prioritises these areas of greatest risk, and develop people competent to carry out the audits.

In order to implement the audit plan, you need to allocate audits to individuals or the team.  You need to give the team or individual the support it needs, report on progress, and make any necessary adjustments to the audit programme.

In order to report on compliance with quality systems, you need to evaluate the results of quality audits and the corrective actions agreed.  You need to report your findings and advise relevant people of the risks associated with any non-compliance found.  You need to give feedback to those whose performance was audited in ways which enhances their confidence and commitment to quality.  Finally, you need to evaluate the performance of the auditors and implement appropriate continuing development of their competence.

Relationship to other units

O3, A2, F3, OM4U2, A4, SC20

Place in the SVQ framework

This unit occurs in the following qualification:

SVQ Registered Manager in Health and Social Care level 4

Evidence Requirements for this unit

You must provide your assessor with evidence for all the Performance Criteria and all aspects of Range and Knowledge.  The evidence must be provided in the following ways, taking account of any Special Considerations which may be noted below:

Special Considerations

Your evidence must the result of real work activities undertaken by yourself.  Evidence from simulated activities is only acceptable for Element F6.2.3

Examples of evidence

While direct observation is not mandatory for this unit, it may be that observation (along with other methods of assessment) will make it easier for an assessor to be convinced that a candidate consistently meets all the PCs, range and knowledge for this unit.

Here are a few examples to give you some ideas about the sort of evidence you might be able to find in your daily work.

Element F6.1 Plan to audit compliance with quality systems

Work activities

· meetings with relevant people to agree the scope, objectives and programme of audits

· recruitment, training and development activities with your team of auditors

· work linked to quality assurance systems

· internal health and safety checks, fire drills

· formal Registration and Inspection visits, implementing changes in response to notices to comply

Products or outcomes

· correspondence, memos, file notes and minutes of meetings

· working documents identifying areas of likely non-compliance and relative risks

· documentation detailing programmes of audits

· re-drafted policy and procedure in response to quality audit

· successful compliance with health and safety inspection

· certificates of compliance

Written or spoken report, describing

· how you agreed the scope, objectives and programme of audits with relevant people

· how you identified areas of likely non-compliance and relative risks

· how you developed competent auditors

Witness testimony

· statement from people with whom you agreed the scope objectives and programme audit

· direct observation of work activities and work products

Element F6.2 Implement the audit plan

Work activities

· meetings with auditors allocating the audits

· group of one-to-one support and advice to auditors

· presentations of progress reports to relevant people

· briefing session for staff implementing changes in response to quality audits

· internal health and safety checks, fire drills

· formal Registration and Inspection visits, implementing changes in response to notices to comply

Products or outcomes

correspondence, memos, file notes and minutes of meetings

· schedules and work allocation documentation

· working documents comparing actual audit activity with the plan

· progress reports recommending changes where appropriate

· successful compliance with health and safety inspection

· re-drafted policy and procedure in response to quality audits

· certificates of compliance

Written or spoken report, describing

· how you decide how to allocate audits

· how you decide what support and advice was necessary to allow auditors to work effectively without taking away their autonomy

· how you decide what corrective action to take

Witness testimony

· statement from people who received your support and advice

Element F6.3 Report on compliance with quality systems

Work activities

· Meetings with relevant people advising them of the risks involved and presenting reports

· Group or one-to-one work with auditors to evaluate their performance and provide training and development

Products or outcomes

· Correspondence, memos, file notes and minutes of meetings

· Copies of the organisation’s quality objectives, relevant standards, statutory requirements and industry best practice

· Your reports with findings of your evaluations

· Written or spoken report, describing:

· How you evaluated results of quality audits 

· How you identified and advised people of the risks associated with non-compliance with quality systems

· How you gave feedback in ways which enhanced the confidence and commitment to quality of those whose performance was audited

Witness Testimony

· Statement from people who received your advice and reports

· Statement from people to whom you gave feedback

Element F6.1
Plan to audit compliance with quality systems

Performance criteria
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


1
you agree the scope and objectives of the audits with relevant people








2
you accurately identify processes in the organisation where non-compliance is most likely








3
you accurately identify the relative risks to the organisation of non-compliance with quality systems in each of the organisation’s processes








4
you agree with relevant people a programme of audits which prioritises areas of greatest risk and likely non-compliance








5
you develop a sufficient number of competent people to carry out the programme of audits








6
your programme of audits complies with the organisation’s quality policies and procedures








Element F6.1
Plan to audit compliance with quality systems

Range
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


1
Implement the following types of audits

a)
within your organisation








b)
in other organisations








2
Agree the scope, objectives and programme of the audits with the following types of relevant people.:

a)
higher level managers or sponsors








b)
colleagues working at the same level as yourself








c)
quality specialists








Note on range – evidence requirements

Range 1 - You must show evidence that you implement one  type of audits
Range 2 - You must also show evidence that you agree the scope, objectives and programme of the audits with one of type of  relevant people
You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of audits, corrective action and relevant people, listed above.

Element F6.2
Implement the audit plan

Performance criteria
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


1
you allocate audits to competent people, taking account of their expertise, development needs and the need to provide equal opportunities








2
you provide sufficient support and advice to auditors to allow them to work effectively yet autonomously








3
you regularly monitor the progress of audit activity against the plan, and take appropriate corrective action in the event of significant variations








4
you provide relevant people with regular reports of progress against the plan








Element F6.2
Implement the audit plan

Range
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


1
implement the following audits:

a)
within your organisation








b)
in other organisations








2
take the following types of corrective action:

a)
changing audit activities








b)
changing the way resources are used for audit activities








c)
renegotiating the programme of audits








3
provide regular progress reports to the following types of relevant people:

a)
higher level managers or sponsors








b)
colleagues working at the same level as yourself








c)
quality specialists








Note on range – evidence requirements
Range 1 - You must show evidence that you implement one type of audits:

Range 2 - You must also show evidence that you take one  type of corrective action:

Range 3 - You must also show evidence that you provide regular progress reports to one type of relevant people:

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of audits, corrective action and relevant people, listed above.

Element F6.3
Report on compliance with quality systems

Performance criteria
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


1
you accurately evaluate the results of quality audits against the organisation’s quality objectives, relevant standards, legal requirements and industry best practice








2
you fully assess the appropriateness of the corrective action agreed to deal with discrepancies found during audits








3
you advise relevant people with the appropriate level of urgency, of the risks associated with non-compliance discovered during audits








4
you report the findings of your evaluation to relevant people in accordance with organisational requirements








5
you give feedback to those whose performance was audited in a way which enhances their confidence and commitment to quality








6
you accurately assess your auditor’s performance and implement appropriate development activities








Element F6.3
Report on compliance with quality systems

Range
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


1
evaluate the results of the following types of audit:

a)
within your organisation








b)
in other organisations








2
report your findings of your evaluation to the following types of relevant people:

a)
higher level managers or sponsors








b)
colleagues working at the same level as yourself








c)
quality specialists








Note on range – evidence requirements
Range 1 - You must show evidence that you evaluate one  type of audit:

Range  - You must also show evidence that you report your findings of your evaluation  to one type of relevant people:

You must, however, convince your assessor that you have the necessary knowledge, understanding and skills to be able to perform competently in respect of all types of audits and relevant people, listed above.

Knowledge specification for the whole of this unit

Your must show your assessor that you know and understand the following:


Relates to element
State evidence index no(s)

Analytical techniques



1
how to assess the relative risks of non-compliance quality systems
1


Communication



2
the principles and processes of effective communication and how to apply them
1, 2 and 3


3

how to present progress reports
2


4
how to report your findings
3


5
how to give feedback in a way which enhances confidence and commitment
3


6
verbal and written records of audit outcomes
3


Organisational context



7
the relevant structures, responsibilities and processes within the organisation
1, 2 and 3


8
the people within the organisation with whom you agree the scope, objectives and programme of audits
1


9
the organisation’s quality policy and procedures
1, 2 and 3


10

the organisation’s requirements for reporting on compliance with quality systems
3


11

relevant legislation
2


Quality management



12
the principles of quality auditing and how to conduct an audit investigation
1, 2 and 3


13
how to agree the scope and objectives of quality audits
1


14
how to assess which of the organisation’s processes are likely not to comply with quality systems
1


15
the knowledge and skills required by those who will carry out the audits, and how to assess and develop these skills and knowledge
1, 2 and 3


16
how to assess the performance of auditors
3


Equal opportunities



17
the principles, organisational policies, values and legal requirements affecting equal opportunities at work
2


Monitoring and evaluation



18
how to assess the appropriateness of corrective actions agreed
3


19
how to evaluate the results of quality audits against the organisation’s quality objectives, relevant standards, statutory requirements and industry best practice
3


20
how to monitor activities against plans, identify significant variations and decide on appropriate corrective action
2






Team working
Relates to element
State evidence index no(s)

21
how to allocate work to a team based on expertise, development needs and the need to provide equal opportunities for development to all competent people



22
how to identify and provide the support and advice people need in order to work effectively yet autonomously



Knowledge and understanding 
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


There is sufficient evidence of knowledge and understanding for this unit










Evidence requirements 
Type of evidence — state evidence index no(s)
Date


DO
P
W
RA
Q
Other


The evidence generated by the candidate meets the evidence requirements for this unit
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