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I5 (APPENDIX 1)


The Service Manager will monitor the action plan and ensure full completion within 6 months of the final report. 





The Senior Manager will review the report and inform the audit team that the report has been approved and signed off. 





If any further discussions or actions are required, the Senior Manager may take the report to SMT.  Once discussed at SMT, the audit team will add this date to the front of the report and a final copy will held by the audit team.  








On receipt of the report, the Auditor must save a final version and upload a copy to SharePoint. An email must go to the Senior Manager, the Service Manager, the Manager and the Quality & Performance Officer to confirm the report has been uploaded. 





At each stage, the Auditor, Manager and Service Manager must complete the date box on the front page. 





The Manager gets 10 working days to respond to the accuracy of the report.  Once agreed, both the auditor and the manager need to sign and date the report. At this point, both the auditor and manager can add their comments.





Once the action plan and comments are completed, the manager must return to the report to the audit team to record the report has been completed and received. 








Announced Audit(s) takes place





The audit team must then send the report to the Service Manager for approval.








The Service Manager must review the report. The Service Manager must complete their comments, sign and date the action plan and return the copy to the auditor within 10 working days. 








Audit report is compiled. Auditor initials and dates the report.  


Email to the Manager within 10 working days of the audit visit taking place.    
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