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1 Scope  

1.1.  South East Coast Ambulance Service NHS Foundation Trust (the Trust) is 

committed to maintaining the safety, availability and roadworthiness of the 

vehicles it uses to deliver its core services   

1.2.  This document explains the Quality Audit procedures that are required to be 

carried out by the Trust Workshop staff at periodic intervals. This is to ensure 

both the standards of work by the mechanics and third-party contractors 

outside of the organisation who work on our vehicles meet with the quality 

standards of work expected within the Trust.  

1.2.1.  Trust vehicles include:   

• Ambulances 

• Response cars 

• Hazardous Area Response Team vehicles  

• Non-operational vans and cars the carry out Trust duties.  

2 Procedure  

 2.1.  Quality Audits  

2.1.1.  Appendix A provides a flowchart of the processes for the four types of 

Quality Audit to be undertaken in the Trust’s vehicle maintenance 

workshops:  

Audit Type  Audit activity and 

frequency  

To be carried out by:  

Workshop Tools and 

Equipment Audit  

Every month tools and 

equipment will be 

checked to ensure fit for 

purpose and that they 

are not missing.  

Workshop Manager or 

delegated team member  

 

Workshop Cleanliness 

Audit  

Random audits of 

Workshop cleanliness to 

check cleanliness of 

workshop and working 

area.  

Workshop Manager  

Vehicle Post Contractor 

Work  

Audits of vehicles every 

time they return from a 

contractor to ensure 

work carried out was to a 

satisfactory level using 

the K2 Standard job and 

tick sheet on K2.  

All Vehicle Technicians / 

Workshop Managers  
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2.1.2.  When either of the Quality Audits are undertaken the relevant Standard job 

on K2 to be used with check sheet. The workshop manager who will take 

any remedial action that is required, if necessary, report to Workshop area 

manager any concerns. Responsibility - Workshop Manager.  

2.1.3.  Any issues that have arisen from the reports will be dealt with and all 

paperwork filed locally in the relevant files. Responsibility – Workshop Area 

Manager.  

 2.2.  Quality Control Check  

2.2.1.  Quality Control Check – See Appendix B for flow chart process to be 

followed and Annex C and D for supporting paperwork.  

2.2.2.  There are two types of quality control checks that are undertaken, vehicle 

check and K2 JAAMA job card check. The vehicle checks are to be done 

one per month per workshop, at least one done on each mechanics work 

once every six months. The K2 job card check is done randomly; a 10% 

sample of each mechanic’s paperwork will be checked on a weekly basis. 

Responsibility – Workshop Manager.  

2.2.3.  When the K2 job card check is done all operations, parts used, mileages, 

date on/off, time on/off and all tick sheets are checked to ensure they are 

correctly filled in. The workshop manager with any issues that are being 

raised to be resolved. Responsibility – Workshop Manager.  

 2.2.4.  When a vehicle check is done all aspects of the job in question will  

be checked along with the K2 job card to ensure that work carried out has 

been done. The vehicle check sheet is filled in Report to the workshop Area 

manager with any issues raised being resolved. Responsibility – Workshop 

Manager.  

2.2.5.  Any issues that have arisen from the reports will be dealt with and all 

paperwork filled locally in the relevant files. Responsibility – Workshop 

Manager.  

3 Responsibilities  

3.1.  The Head of Fleet & Logistics has overall responsibility for this procedure, 

including monitoring and audit.  

3.2.  Workshop Area Managers are responsible for managing this procedure. 

and overseeing Quality Audits are carried out at regular intervals by 

Workshop managers on their Mechanics.  

  

3.3.  Workshop Managers are responsible for implementing the procedure.  
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3.4.  Workshop Area Managers are responsible for overseeing Quality Audits 

are carried out at regular timely intervals by Team Leaders on their 

Mechanics.  

  

3.5.  Workshop Area Managers are responsible for carrying out regular Quality 

Audits on the Team Leaders.  

3.6.  All Maintenance staff are responsible for carrying out quality audits on 

vehicles returning from contractors.  

4 Audit and Review  

4.1.  Random checks will be carried out by workshop area managers to ensure 

this procedure is being followed and any non-compliance will be dealt with 

on a local level at first for remediation. Any consistent non-compliance will 

be reported to the Head of Fleet for remediation. In both cases it may be 

necessary for a remedial action for non-compliance to be part of a personal 

development plan; or an action plan to remediate the risk of recurrence.   

4.2.  All quality audits will be reported in Monthly Workshop managers reports to 

Fleet Leadership team on teams.  

4.3.  All quality audit issues will be reviewed and discussed at Fleet business 

review meeting - workshop managers.  

4.4.  This procedure will be reviewed by the Head of Fleet & Logistics every three 

years or sooner if new legislation, codes of practice or national standards are 

introduced.  

5 References  

6.1.  There is no legislation, national guidance or external documents that are 

either referred to in this procedure or linked to it.  
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Appendix A: Quality Audit Process  
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Appendix B Quality Control Check Process 

 

                                                      

Appendix B Quality 

control check process Flow chart.pdf 
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Appendix C:  Quality Control Paperwork Check Tick Sheet  
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Appendix D:  Quality Control Vehicle Inspection Sheet  
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