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Desktop review internal audit checklist (Interim process)


INTERIM INTERNAL AUDIT CHECKLIST DESKTOP REVIEW
	Created by:
	J. le Roux
	Date:
	May 2009

	Approved on:
	
	Approved by:
	
	Signed:
	

	Amended:
	
	Amended by:
	
	Signed:
	

	Amended: 
	
	Amended by:
	
	Signed:
	

	Next review date:
	May 2010


	Action: 
	Desktop Review  (Internal audit)


	Name of provider: 
	

	Company registration number:
	

	Company levy number:
	

	SIC code:
	


	Details of contact person: 
	Name:

	
	Tel number:

	
	Cell number:

	
	Fax number:

	
	Email address:


	Context description

	Desktop Review
	ETQA member:
	

	
	Time:
	

	
	Date:
	


	Areas of audit
	To verify the following:

Quality management
	Tick

     Ο

	
	Quality system review
	     Ο

	
	Financial management
	     Ο

	
	Marketing and communication
	     Ο

	
	Physical resources
	     Ο

	
	Staff resources
	     Ο

	
	Learner support
	     Ο

	
	Administration systems
	     Ο

	
	Programme development
	     Ο

	
	Assessment and moderation practices
	     Ο


	The following aspects were reviewed during the verification process
	Meet requirements
	No evidence
	Evidence not according to requirements
	Comments
	Action required

	General Business Information

	Organisation’s registered name
	
	
	
	
	

	Organisation’s trading name
	
	
	
	
	

	Organisation’s legal status
	
	
	
	
	

	Postal and physical address
	
	
	
	
	

	Proof of legal status
Evidence:

Company registration number

VAT registration number

SIC code

SARS / SD levy number
	
	
	
	
	

	Provider focus:

Delivery and assessment

Delivery only

Assessment only
	
	
	
	
	

	Contact details of primary and secondary contact supplied
	
	
	
	
	

	Quality system review

	Quality assurance policy and procedures that indicate changes to the QMS during the last year, as well as review of QMS that took place during the last year
	
	
	
	
	

	Proof of quality review mechanisms
	
	
	
	
	

	Financial management

	Unqualified audit report for the last year
	
	
	
	
	

	Marketing and communication

	Marketing material that is clear on issues regarding learner access and services provided
	
	
	
	
	

	Marketing takes place in a structured and planned manner
	
	
	
	
	

	Physical resources
	
	
	
	
	

	List of available physical resources (lecture rooms, library, etc)
	
	
	
	
	

	Schedule for usage of physical resources 
	
	
	
	
	

	Equipment and accommodation used for purposes of training meet the requirements of relevant health and safety legislation. Submit evidence of compliance with health and safety regulations
	
	
	
	
	

	Physical recourses are sufficient and suitable for the qualifications that the provider offers
	
	
	
	
	

	Staff resources

	Matrix of ETD staff per learning programme (facilitators / assessors / moderators), including BANKSETA registration numbers for assessors and moderators
	
	
	
	
	

	List of admin, support and design staff
	
	
	
	
	

	An established system to review performance of ETD practitioners in the workplace
	
	
	
	
	

	List of external ETD practitioners with contracts in place and code of conduct
	
	
	
	
	

	Learner support

	Learner support documentation per programme with a breakdown of what learners receive, learner orientation that takes place and grievance and appeals procedures available to learners
	
	
	
	
	

	Learner application and registration procedures in place
	
	
	
	
	

	Administration systems 

	Explanation of Learner Management System, including typical records kept per learner, procedures for record keeping and confidentiality policy and procedures 
	
	
	
	
	

	Programme development

	Programmes implemented during the year, including analysis and design documents per programme
	
	
	
	
	

	Procedures to ensure application of skills in the workplace, including proof of strong, growing links with employers that are established, reviewed and maintained
	
	
	
	
	

	List of all qualifications offered, including number of learners per programme
	
	
	
	
	

	List of programmes registered and approved by BANKSETA
	
	
	
	
	

	Procedures for including learner feedback in review of learning programmes
	
	
	
	
	

	Process and schedule for learning programme review, including proof of learning programme review during the last year
	
	
	
	
	

	ASSESSMENT  AND MODERATION PRACTICES
	
	
	
	
	

	Relevant assessment documentation available to assessors and moderators per programme, including assessment and RPL guides, learner preparation, instruments, feedback reports, competence judgements and reviews
	
	
	
	
	

	Procedures for certification of successful learners in place
	
	
	
	
	

	Internal and external moderation procedures
	
	
	
	
	

	Schedule for moderation of assessments per programme
	
	
	
	
	


	RECOMMENDATIONS


	General verification rating

1 – No evidence     2 – Some evidence      3 – Evidence but requires more work    4 – Sufficient evidence     5 – Good practices

	Quality system review
	
	Financial management
	
	Marketing and communication
	

	Physical resources
	
	Staff resources
	
	Learner support
	

	Administration systems
	
	Programme development
	
	Assessment and moderation
	


	ETQA specialist signature


	ETQA  manager signature
	Date


	Estimated date for on-site verification
	Date
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