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Document History 

Version Date Reason for Revision Issued by 

V1.1 July 2019 Initial release Harj Dhanjal GP17 

V1.2 Nov 2020 Document review during COVID-19  

(No Changes required) 

Alan Bates GP17 

V1.3 Jul 2021 Review of the policy for our Ofqual 

recognition submission 

Alan Bates GP17 

V1.4  March 2024 Policy review Alan Bates 

V1.5 January 2025 Update of Office address Amar Dhanjal 

 

Email:   info@UCE.org.uk   

Telephone:  01332 480325  

Post:   UCE Assessment Team  

  Regus Centre, 3 Centro Pl, Derby DE24 8RF  
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INTERNAL AUDIT POLICY   

Scope:  

This is the process to follow when conducting audits linked to a policy or procedure and when 

updating a policy or procedure. 

Responsibility: Quality Director. 

1. Each policy or procedure must be audited. The Director ensures responsibilities are 
assigned so that audits take place. Audits should take place at least once a year; more 
audits can be conducted at our discretion if non-conformances are identified.  

2. Audits will be conducted following an audit calendar set out by the Directors.  

3. the assigned person will follow written instructions to conduct an audit. 

a. A Procedure Audit document will be used to record audit findings. If any non-

conformance is found, the form captures any improvements identified. Timeframes for 

implementing any actions are recorded. 

b. the UCE QMS - Quality Management System will be updated to identify the planned 

and conducted audits 

c. The training matrix for all staff provides evidence of staff training on the policy or 

procedure.  

4.  Audits of internal policies and documents will be conducted in conjunction with the EQA 

framework set out by Skills England and the requirements of our external quality assurance 

provider. 

Updating a policy after an audit or review. 

After an audit or review of policies, the version number will be changed to reflect the audit or 

review as taken place and the name of the person conducting the review. The review number will 

be adjusted in the UCE QMS—Quality Management System. Any updated policies must be 

replaced on the Website to ensure current documents are available.  

Regulatory Alignment 

This policy aligns with the 2025 Ofqual Handbook of Recognition, particularly Conditions B3 (Record 

Keeping), G1 (Compliance with General Conditions), and E4 (Qualifications Monitoring). 
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Risk-Based Audit Planning 

Audits will be prioritised based on risk, with higher-risk areas audited more frequently. The audit calendar 

will reflect this prioritisation and be reviewed annually. 

Audit Trails and Evidence 

All audits must maintain a clear audit trail, including evidence of sampling, findings, and actions taken. 

Audit records will be stored securely in the UCE QMS and retained in line with the Document Retention 

Policy. 

Corrective Actions and Follow-Up 

Non-conformances identified during audits must be logged, assigned an owner, and tracked to resolution. 

Follow-up audits will verify the effectiveness of corrective actions. 

Annual Review and Continuous Improvement 

This policy will be reviewed annually or following significant regulatory changes. Lessons learned from 

audits will inform continuous improvement of the quality system. 


