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Internal Audit Checklist for Career Guidance – Audit of an Organization Providing Career Guidance

This checklist is the internal auditor’s work tool that documents the complex review of the quality management system for career guidance in an organization that provides career guidance. It enables to assess the extent to which the organization fulfils quality standards. This document does not substitute further audit documentation, as e.g. Request for Corrective Action or Internal Audit Report.
[bookmark: _GoBack]Internal audit is performed in 2 stages. 
IA Stage 1 – review of the documentation of the audited organization
IA Stage 2 – audit onsite (directly in the organization)
During the first stage of the internal audit the internal auditor will request the necessary audit documentation from the organization for review and record the results of the review in the Checklist. The rest of the review will be finished during the second stage of the internal audit.
The internal auditor is entitled to request the documentation, which he/she is supposed to review for this stage, from the organization for the purposes of internal audit. The organization is required to provide the documentation.
To the right of each question there is a box for the auditor to record the assessment of the reviewed question. Assessment is on a scale of 0–2. The auditor proceeds with the assessment as follows:
0 – the audited subject cannot respond to the question, does not have the required document or answer or the assessment finding does not meet the quality standard
1 – the assessment finding partially meets the quality standard, the document was submitted but has minor deficiencies, the established facts basically meet the quality standard but minor inconsistencies were found
2 – the assessment finding indicates that the organization fully understood the quality standard and its actions and documentation are fully compliant. 
	
	 Check of Previous Audit Measures



	Are all previous audit measures implemented?
(Provide evidence that measures were implemented)
	



	3. Context of the Organization
	 3.1 Understanding the Needs and Expectations of Interested Parties



	Does the organization have evidence that it has determined internal and external issues related to its purpose that impact its ability to achieve the intended result? 
(Document that records the internal and external issues that are relevant for career guidance and impact the organization’s ability to achieve the intended result)): ..................................
	☐

	Does the organization regularly monitor and review information on internal and external issues? Is there evidence of the fact?
(Report on the State of the Quality Management System FOR Bilan de Compétences, Chapter 9.1)
Do opportunities as well as risks arise from the internal and external issues?

	

	Does the organization have evidence that it has determined the interested parties that are relevant to the management system and their expectations and requirements?
(Document that records the expectations and requirements of interested parties affected by the Quality Management System for Career Guidance)
	

	Does the organization regularly monitor and review information on interested parties? Is there evidence of the fact?
(Report on the State of the Quality Management System FOR Bilan de Compétences, Chapter 9.1)
	



	3. Context of the Organization
	 3.2 Risk Assessment for Career Guidance (not required)



	Did the organization determine risks and opportunities based on internal and external issues and requirements of interested parties? Is there evidence of the fact?
	☐

	Did the organization plan measures for managing risks and opportunities?

	

	Is the efficiency of measures for managing risks and opportunities evaluated? Is there evidence of the fact?

	



	4. Leadership
	 4.1 Management’s Commitment



	Is there evidence that the organization has developed a Quality Management System for Career Guidance?
(Organizational Regulations, responsibility for management systems, job descriptions)
	☐



	4. Leadership
	 4.2 Policy of Quality Management Systems for Career Guidance Centres



	Did the management prepare a Quality Policy?
(Developed document, dated and signed by the organization’s statutory representative and published on the organization’s website)
	☐

	Does the Quality Policy include a commitment to comply with the Association for Career Guidance and Career Development (ACGCD)/IAEVG ethical codex and a commitment to continual improvement?
	



	5. Planning
	 5.1 Career Guidance Strategy and Vision 



	Did the organization define its vision and performance parameters for the provision of career guidance?
(Document that proves the existence of a vision – signed by the organization’s statutory representative and a list of performance parameters related to career guidance)
	☐

	Does the Quality Policy include a commitment to comply with the ACGCD/IAEVG ethical codex and a commitment to continual improvement?
	

	Is there a document that records the quality objectives that are aimed at improving the Quality Management System for Career Guidance? Are the objectives approved by the organization’s representative?
	

	Is information on future actions, necessary resources, responsibility for implementation, deadlines and methodology for the assessment of results attached to the quality objectives?
	



	5. Planning
	 5.2. Resources



	Does the organization’s financial plan include resources for the maintenance of the management system?
	☐

	Does resource planning take into account the limitations of internal resources that have to be provided from external resources?
(What is supplied by subcontracting? Do the external issues that impact the Quality Management System for Career Guidance include these aspects?)
	

	Is a suitable environment and infrastructure established for the provision of career guidance? 
(heated rooms, equipped facilities, technology...)
	

	Is there evidence that the organization processes its information materials on the labour market, jobs and educational opportunities?
Provide the materials.
	



	6. Support
	 6.1 Qualification



	Is there a document that determines the required qualification for employees and staff who are managed by the organization?
	

	Does the organization have an educational plan that ensures the required qualification of employees?
	



	6. Support
	 6.2 Awareness and Education



	Does the plan include required educational activities in accordance with the “Quality Standard for Organizations”, Chapter 6.2?
	



	6. Support
	 6.3 Partnerships



	Does the organization have partnerships with employers, external actors, experts, parents, educational advisors, teachers...?
	



	6. Support
	 6.4 Communication



	Is there a document that describes internal and external communication in relation to the Quality Management System for Career Guidance?
	

	Did the organization establish what will be communicated, when it will be communicated, who will it be communicated to and who is authorized to communicate? 
	



	6. Support
	 6.5 Documented Information



	Is there a document that includes a list of documented information that is managed within the scope of the Quality Management System for Career Guidance?
(Table with a list of managed documents, each labelled with a number and date as of which it is effective)
	

	Is the documented information managed? 
(Is there a list that can be changed by one person only?)
	

	Does the list of documented information include also externally created documents that the organization has to manage?
(E.g. Quality Management System for Career Guidance templates, ACGCD/IAEVG documents, etc.)
	

	Are the documents from the list of documented information available to all the interested employees and staff working for the organization who are supposed to use them?
(Verify how the documents are distributed to staff)
	



	7. Operation
	 7.1 Operational Planning and Management



	Does the organization have plans for the provision of career guidance requests?
	

	Do the organization’s directives or process model describe the process of the provision of its core guidance activities? 
(State the directives’ numbers or label of the process model with process specifications that describe the activities)
	

	Are the documents that describe the manner of the performance of the main activities of the organization stored (archived)? For how long and how?
(Provide evidence by a random check)
	

	Does the organization review customer requests before it undertakes to fulfil them? Is relevant documentation available?
	

	What is the process for informing the relevant staff, who perform a contract, about changes in customer requirements?
	

	Is information on the nature of the services, format of the output, methods for monitoring the progress of the provision, descriptions of staff competencies, methods of output control and mitigation of risks related to the performance of the contract also included in the contract order?
	



	7. Operation
	 7.2 Processes



	Did the organization develop criteria for process efficiency for its core processes? Provide the document that specifies them.
	

	Are the organization’s core activity processes (or the process model) developed so that their results comply with the organization’s quality objectives?
(Assess whether it is possible to reach the organization’s current quality objectives using the described processes)
	

	Did the organization ensure identification and accountability and is there evidence of the fact?
	

	Are the organization’s processes (or process model) developed in a manner that includes a process for career decision-making, informing clients about the course of guidance, using self-assessment methods for clients, defining clients’ needs, using modern client cooperation methods and determining the factors for career decision-making? 
	




	7. Operation
	 7.3 Products and Services



	Do the organization’s processes include a process that describes the interconnections between the identified client needs with the progress and methods used in the guidance process?
	

	Does the organization have a process for personal data protection in compliance with GDPR?
(Processes, Directive, Records on the Processing Activities for Controller and Processor, Note to Authorized Persons, Documents – employer information, safety measures, key control policy, designated personal data protection coordinator, etc.)
	

	Does the organization have premises that are available for individual client work in the evenings, internet and other aids (technology for client work)?
	

	How does the organization check externally provided services related to career guidance?
(Which document describes the process for checking externally provided services?)
	

	Is there a document describing the management activities of external providers? Does the organization have criteria for assessing external providers? Is there evidence of the fact?
	

	Did the organization consider the impact of supplying products and services from external providers in their solutions on clients? (risk of poor-quality supply)
(List of internal and external issues)
	

	Where is the evidence that external providers fulfilled the requirements? Where are the criteria of requirements for external providers specified?
	

	Do the requirements for external providers include: 
- how a product/service will be approved,
- supply processes,
- how products and services will be released,
- qualifications of persons working on the delivery,
- how the organization will assess the provider,
- how the supplied products and services will be assessed?
	

	Are management activities after the supply of services that emerge from the requirements of regulatory bodies and legal requirements, potential undesirable impacts related to products and services, customer requirements and from customer feedback described?
	

	Who will decide whether the requirements for services are fulfilled and based on what criteria?
	



	7. Operation
	 7.4 Design and Development



	Can the organization demonstrate at least one example of adapting an existing guidance tool or method based on customer needs? Disclose the example.
	

	Can the organization demonstrate that it has created at least one tool and one process of its own used for career guidance based on client needs? 
	

	Can it be proven that the organization has measured the impact of new tools for career guidance on the quality of provided services? Did the organization utilize their findings on satisfaction in new tools or new situations?
(customer satisfaction, client’s subjective assessment)
	



	8. Performance Assessment
	 8.1 Monitoring, Measurement and Performance Analyses



	Are process performance parameters and a methodology for calculating the parameters available?
	

	Is a list of quality objectives and their assessment method (success criteria) available?
	

	Is the effectiveness of risk mitigation measures in the career guidance process assessed?
	

	Is the efficiency of measures that emerge from unfulfilled justifiable requirements of interested parties assessed?
	

	Is feedback from clients assessed?
	

	Are social outputs from guidance assessed?
	

	Does the organization perform internal audits based on plans and does it keep records (Audit Report and Corrective Actions)?
	

	Are internal audit criteria defined?
	

	Are measures for the elimination of nonconformities found during IA defined?
	



	8. Performance Assessment
	 8.2 Assessing the Quality Management System for Career Guidance by Management



	Does the organization have a Management Assessment document?
	

	Do the assessment inputs include: status of measures from previous audits, changes in internal and external issues, customer satisfaction assessment, fulfilment of quality objectives, process performance and conformity of products and services with requirements, nonconformity and corrective measures, monitoring and measurement results, IA results, performance of external providers, adequacy of resources, efficiency of measures taken and opportunities for improvement?
	

	Do the outputs of the assessment include: opportunities for improvement, suggestions for changes in the Quality Management System for Career Guidance and resource needs?
	






	9. Improvement
	9.1 Nonconformity and Corrective Action
9.2 Continual Improvement



	Does the organization have documented information on the nature of nonconformities, measures and results of corrective actions?
(Book of Corrective Actions)
	

	Is there a document describing the process activities after a nonconformity has occurred?
	

	Is the Book of Corrective Actions assessed as at the audit date?
(Cells are filled in, deadlines are assessed, efficiency of the measure is assessed)
	

	Are corrective measures really performed? 
(Random check and submit evidence that measure was performed)
	



[image: logo-final-na-boku]Sklodowskej 9, 851 03 Bratislava
Company ID: 42413605 Tax ID: 2120072273 
 e-mail: info@zkprk.sk
image1.png
.:0.0..
or e ZdruZenie pre karierove

%" 3“. “‘ poradenstvo a rozvoj kariéry




