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2024
Checklist for QMS Audit

	Name and Address of Institute:
	Athang Training Academy 

	Location:
	
	Contact no:
	
	Date of Audit: 
	

	Processes to be audited:
	1: Planning 
	Responsibility:
	

	Sl.no
	Question
Did the training provider?
	Compliance
	References
	If NO, specify the non-conformities 

	
	
	YES
	NO
	
	

	1.1
	The institute's vision and mission reflect national priorities and local needs.
	
	
	
	

	1.2
	The institute's objectives are clearly defined, achievable, and measurable, and are aligned with its vision and mission.
	
	
	
	

	1.3
	The Quality Policy is well established, with a clear institutional focus, and is known to all.
	
	
	
	

	1.4
	The strategic plan is developed through a collaborative process.
	
	
	
	

	1.5
	The strategic plan guides the institute's growth and development, ensuring that decisions and actions align with its mission and vision. 
	
	
	
	

	1.6
	Annual operational plans are developed before the start of each academic session.
	
	
	
	

	1.7
	The annual operational plans include achievable and measurable targets and indicators.
	
	
	
	

	Audit conclusion:
	Compliant               Minor Non-Compliance             Significant/Critical Non-Compliance 

	Name of audit team member
	Name of organization
	Contact number
	Signature

	
	
	
	

	
	
	
	

	
	
	
	






Checklist for QMS Audit

	Name and Address of Institute:
	Athang Training Academy 

	Location:
	
	Contact no:
	
	Date of Audit: 
	

	Processes to be audited:
	Process 2: People 
	Responsibility:
	

	Sl.no
	Question
Did the training provider?
	Compliance
	References
	If NO, specify the non-conformities 

	
	
	YES
	NO
	
	

	2.1
	Management Staff:	
	
	
	
	

	2.1.1
	Organogram is developed and maintained up to date. 
	
	
	
	

	2.1.2
	Job descriptions of the entire employees are developed and maintained up to date. 
	
	
	
	

	2.1.3
	Performance evaluation system of staff is developed and implemented annually. 
	
	
	
	

	2.1.4
	Operational plan implemented effectively. 
	
	
	
	

	2.1.5
	Institute rules and regulations and orientation materials are developed and implemented. 
	
	
	
	

	2.1.6
	Management meeting is planned and conducted as required and minutes of the meeting maintained. 
	
	
	
	

	2.1.7
	Institute signage/labelling of facilities are installed/displayed. 
	
	
	
	

	2.1.8
	Feedback/complaints are obtained through use of QR code/suggestion box
	
	
	
	

	2.2
	Teaching Staff:
	
	
	
	

	2.2.1
	All trainers have met the requirement of at least six months of cumulative industry experience in their relevant field.
	
	
	
	

	2.2.2
	Trainers hold qualifications one level higher than the courses they deliver or possess three years of relevant industry experience.
	
	
	
	

	2.2.3
	Trainers are registered with TVET QC for accredited courses
	
	
	
	

	2.2.4
	Trainers complete 60 hours of professional development annually through in-house, in-country, international, or online programs, or through publications.
	
	
	
	

	2.3
	Internal Quality Auditor:
	
	
	
	

	2.3.1
	The Internal Quality Auditor is trained and certified by the TVET Quality Council.
	
	
	
	

	2.3.2
	The Internal Quality Auditor conducts an internal QMS audit annually.
	
	
	
	

	2.4
	External subject expert:
	
	
	
	

	2.4.1
	An external subject expert is hired based on their industry experience, qualifications, and technical expertise.
A portfolio of external subject experts is maintained.
	
	
	
	

	Audit conclusion:
	Compliant               Minor Non-Compliance             Significant/Critical Non-Compliance 

	Name of audit team member
	Name of organization
	Contact number
	Signature

	
	
	
	

	
	
	
	

	
	
	
	





















Checklist for QMS Audit
	Name and Address of Institute:
	Athang Training Academy 

	Location:
	
	Contact no:
	
	Date of  Audit: 
	

	Processes to be audited:
	Process 3. Product 
	Responsibility:
	

	Sl.no
	Question
Did the training provider?
	Compliance
	References
	If NO, specify the non-conformities 

	
	
	YES
	NO
	
	

	3.1
	Curriculum development and revision:
	
	
	
	

	3.1.1
	The curriculum for BQF qualifications courses is developed in accordance with the valid National Competency Standards (NCS).
	
	
	
	

	3.1.2
	The curriculum for short courses is developed based on market needs assessment and demand, and is endorsed by DWPSD.
	
	
	
	

	3.1.3
	The institute develops the course profile for short courses under one month. This profile is approved by Quality Assurance Services, TVET Quality Council, and BQPCA.
	
	
	
	

	3.2
	Curriculum Revision: 
	
	
	
	

	3.2.1
	The curriculum is revised based on its validity and updates to the National Competency Standards (NCS).
	
	
	
	

	3.2.2
	The curriculum endorsement certificate is obtained before the course begins.
	
	
	
	

	3.3
	Course diversification and planning:
	
	
	
	

	3.3.1
	Courses are diversified based on demand, labor market research, and the strategic plan.
	
	
	
	

	3.3.2
	Skill needs assessments are conducted through Training Needs Analysis (TNA) and Rapid Market Analysis (RMA).
	
	
	
	

	3.3.3
	The courses are registered and accredited with TVET QC before implementation.
	
	
	
	

	3.4
	Research and Innovation:
	
	
	
	

	3.4.1
	A Research Unit or staff is established to support research and innovation activities.
	
	
	
	

	3.4.2
	Applied or action research, along with innovation activities such as inventions, projects, and publications, are carried out by the institute.
	
	
	
	

	3.4.3
	Research and innovative activities have added value to both society and the institute.
	
	
	
	

	Audit conclusion:
	Compliant               Minor Non-Compliance             Significant/Critical Non-Compliance 

	Name of audit team member
	Name of organization
	Contact number
	Signature

	
	
	
	

	
	
	
	

	
	
	
	






















Checklist for QMS Audit

	Name and Address of Institute:
	Athang Training Academy 

	Location:
	
	Contact no:
	
	Date of Audit: 
	

	Processes to be audited:
	Process 4: Place 
	Responsibility:
	

	Sl.no
	Question
Did the training provider?
	Compliance
	References
	If NO, specify the non-conformities 

	
	
	YES
	NO
	
	

	4.1
	Administrative facilities:
	
	
	
	

	4.1.1
	Workstations for management and academic staff are well maintained.
	
	
	
	

	4.1.2
	Workstations are properly set up and equipped with necessary facilities, including computers or laptops, printers, furniture, and internet access.
	
	
	
	

	4.1.3
	The information dissemination board is prominently displayed.
	
	
	
	

	4.1.4
	Waste management facilities are well-maintained.
	
	
	
	

	4.1.5
	Common minimum facilities, such as internet, recreational areas, occupational health and safety (OHS) measures, and provisions for persons with disabilities (PWD), are available.
	
	
	
	

	4.2
	Teaching and Learning Facilities:
	
	
	
	

	4.2.1
	Classrooms and labs are equipped with proper facilities, including ventilation, heating, and cooling systems.
	
	
	
	

	4.2.2
	Tools and equipment are fully operational, properly maintained, and safe for use.
	
	
	
	

	4.2.3
	Training and learning tools and equipment are securely stored and well-maintained.
	
	
	
	

	4.2.4
	Training tools and equipment meet industry standards and are sufficient for needs.
	
	
	
	

	4.2.5
	Teaching and learning aids, such as models, audio-visual equipment, and charts, are available.
	
	
	
	

	4.2.6
	A library facility with necessary learning resources is provided.
	
	
	
	

	4.2.7
	A dynamic and interactive website, along with functional social media platforms, is developed and operational.
	
	
	
	

	4.3
	Trainee support services and facilities:
	
	
	
	

	4.3.1
	Clean and hygienic toilets for both male and female trainees, with proper water supply, are maintained.
	
	
	
	

	4.3.2
	Safe drinking water facilities are available and well-maintained.
	
	
	
	

	4.3.3
	Career guidance and counseling services are provided based on identified needs.
	
	
	
	

	4.3.4
	Extra-curricular and social activities are planned and implemented throughout the calendar year. 
	
	
	
	

	4.4
	Security and Safety Facilities
	
	
	
	

	4.1.1
	The 5S principles are implemented.
	
	
	
	

	4.1.2
	Personal Protective Equipment (PPE) is available and provided as needed.
	
	
	
	

	4.1.3
	Functional fire safety equipment is installed and regularly maintained.
	
	
	
	

	4.1.4
	Appropriate occupational health and safety signage is prominently displayed.
	
	
	
	

	4.1.5
	First-aid facilities are maintained and easily accessible.
	
	
	
	

	4.1.6
	Emergency and disaster plans are developed and effectively implemented.
	
	
	
	

	Audit conclusion:
	Compliant               Minor Non-Compliance             Significant/Critical Non-Compliance 

	Name of audit team member
	Name of organization
	Contact number
	Signature

	
	
	
	

	
	
	
	

	
	
	
	



Checklist for QMS Audit
	Name and Address of Institute:
	Athang Training Academy 

	Location:
	
	Contact no:
	
	Date of Audit: 
	

	Processes to be audited:
	Process 5: Process
	Responsibility:
	

	Sl.no
	Question
Did the training provider?
	Compliance
	References
	If NO, specify the non-conformities 

	
	
	YES
	NO
	
	

	5.1
	Training Plans:
	
	
	
	

	5.1.1
	Trainers prepare the training plan in consultation with the Head of Department (HoD) based on the course curriculum.
	
	
	
	

	5.1.2
	The training plan is approved by the head of the institute before the course begins.
	
	
	
	

	5.1.3
	The training plan is prepared according to the prescribed format and displayed in a prominent location.
	
	
	
	

	5.2
	Weekly/Monthly Plan:
	
	
	
	

	5.2.1
	Respective trainers prepare weekly and monthly plans based on the overall training plan.
	
	
	
	

	5.2.2
	Weekly and monthly plans are created using the prescribed format.
	
	
	
	

	5.2.3
	The weekly and monthly plans are approved by the Head of Department (HOD). 
	
	
	
	

	5.3
	Lesson Plan:
	
	
	
	

	5.3.1
	Lesson plans are prepared based on the monthly and weekly plans.
	
	
	
	

	5.3.2
	Each lesson plan is created by the designated trainer in the prescribed format and verified by the Head of Department (HoD).
	
	
	
	

	5.3.3
	Lesson plans are maintained as PDF files, Google documents, or in the QMS System, complete with e-signatures and dates.
	
	
	
	

	5.4
	Theory Class:
	
	
	
	

	5.4.1
	Theory classes are conducted according to the lesson plan.
	
	
	
	

	5.4.2
	Trainees' logbooks for both core and academic subjects are maintained.
	
	
	
	

	5.4.3
	Assignments are given to trainees and assessed.
	
	
	
	

	5.5
	Practical Task:
	
	
	
	

	5.5.1
	Practical task sheets are prepared based on the weekly and monthly plans.
	
	
	
	

	5.5.2
	Trainees' logbooks are maintained.
Each practical task is assessed, and records of competency achievements are kept.
	
	
	
	

	5.6
	Project work:
	
	
	
	

	5.6.1
	The trainer prepares instructions and guidance for project work.
	
	
	
	

	5.6.2
	Project work is presented and assessed by a panel of experts or trainers
	
	
	
	

	5.6
	OJT
	
	
	
	

	5.6.1
	Trainees are assigned to relevant industries for the duration specified in the curriculum.
	
	
	
	

	5.6.2
	On-the-Job Training (OJT) is monitored by management and relevant staff.
	
	
	
	

	5.6.3
	Individual feedback is collected from trainees.
	
	
	
	

	5.6.4
	Feedback is also gathered from the industries.
	
	
	
	

	5.6.5
	An OJT monitoring report is prepared, and actions are taken based on the findings.
	
	
	
	

	5.6.6
	Trainees submit individual OJT reports, which are assessed by a panel of judges.
	
	
	
	

	5.7
	OJT Assessment:
	
	
	
	

	5.7.1
	OJT assessment is conducted according to the OJT Guidelines.
	
	
	
	

	5.7.2
	The report is evaluated, and marks are assigned for Continuous Assessment (CA).
	
	
	
	

	5.8
	Modular Assessment:
	
	
	
	

	5.8.1
	Modular assessments for both theory and practical are conducted upon the completion of each module.
	
	
	
	

	5.8.2
	The trainer designs the modular assessment format, which is then endorsed by the Head of Department (HoD).
	
	
	
	

	5.8.3
	Records of modular competency assessments are maintained.
	
	
	
	

	5.8.4
	A question bank is developed for all courses.
	
	
	
	

	5.8.5
	A modular assessment chart is prepared and displayed.
	
	
	
	

	5.9
	Final assessment for non-accredited courses:
	
	
	
	

	5.9.1
	Final assessments are conducted in accordance with the Institute's Assessment Rules and Regulations.
	
	
	
	

	5.9.2
	Trainees must have a minimum of 90% attendance throughout the training to qualify for assessment.
	
	
	
	

	5.9.3
	Final assessment results are announced, and certificates are awarded by the Institute.
	
	
	
	

	5.10
	Continuous Assessment:
	
	
	
	

	5.10.1
	Continuous assessments are conducted, and records are maintained.
	
	
	
	

	5.10.2
	Weightage for continuous assessment is defined and assigned to each area, including project work, assignments, on-the-job training (OJT), practicals, and modular assessments.
	
	
	
	

	5.10.3
	Continuous assessment tools are developed and utilized, such as portfolios, checklists, rubrics, observation sheets, and anecdotal records.
	
	
	
	

	5.10.4
	Results of continuous assessments are communicated to trainees through various mediums.
	
	
	
	

	5.11
	Internal Monitoring:
	
	
	
	

	5.11.1
	The trained Supervisor of Instruction (SOI) regularly supervises both theoretical and practical training.
	
	
	
	

	5.11.2
	Feedback and observations are provided to the trainer, and records are maintained.
	
	
	
	

	5.11.3
	An internal monitoring and evaluation report is prepared and discussed to identify areas for improvement.
	
	
	
	

	5.11.4
	The internal monitoring and evaluation form is developed by the head of the institute in consultation with the Head of Department (HoD).
	
	
	
	

	5.12
	Industry Linkages:
	
	
	
	

	5.12.1
	Awareness meetings with industry partners are conducted to promote and market skills.
	
	
	
	

	5.12.2
	Memorandums of Understanding (MoUs) are signed with relevant industries to establish partnerships.
	
	
	
	

	5.12.3
	Guest lecturers are invited to provide demonstrations and share their experiences.
	
	
	
	

	5.13
	Communication: 
	
	
	
	

	5.13.1
	Relevant information is promptly displayed on the information board and disseminated through other communication channels.
	
	
	
	

	5.13.2
	Minutes of meetings, non-compliance memos, and orders are circulated as required.
	
	
	
	

	5.13.3
	The institute's website is regularly updated, and details of the institute profile are maintained.
	
	
	
	

	5.13.4
	Institute pamphlets and leaflets are designed and distributed in both hard and soft copies.
	
	
	
	

	5.13.5
	Institute Advocacy activity/materials are initiated and conducted.
	
	
	
	

	5.13.6
	Institute rules and regulations are available and effectively communicated.
	
	
	
	

	5.13.7
	Feedback and complaints from parents and external parties are recorded and shared with all relevant stakeholders.
	
	
	
	

	5.14
	Documentation:
	
	
	
	

	5.14.1
	A filing system with proper labeling and indexing is uniformly maintained.
	
	
	
	

	5.14.2
	Documents are organized in sequential order, making them easily accessible and traceable.
	
	
	
	

	5.15
	Trainees’ registration and selection:
	
	
	
	

	5.15.1
	Trainees are registered online using the TVET-MIS system.
	
	
	
	

	5.15.2
	Selection and admission criteria are clearly defined and effectively implemented.
	
	
	
	

	5.16
	Internal Auditing:
	
	
	
	

	5.16.1
	An annual internal audit plan is prepared and executed.
	
	
	
	

	5.16.2
	A checklist for internal auditing is developed and utilized.
	
	
	
	

	5.16.3
	Non-conformity report is prepared and submitted for management review. 
	
	
	
	

	5.16.4
	Monitoring and follow-up corrective actions are carried out according to the minutes of the meeting.
	
	
	
	

	5.17
	Management review meeting
	
	
	
	

	5.17.1
	The management review committee is established with a clear Terms of Reference (ToR).
	
	
	
	

	5.17.2
	Management review meetings are conducted according to the agenda submitted by the internal auditor.
	
	
	
	

	5.17.3
	An audit memo is issued to the relevant staff, specifying corrective actions and a mutually agreed-upon timeline.
	
	
	
	

	5.17.4
	A monitoring and follow-up action report is submitted to management.
	
	
	
	

	Audit conclusion:
	Compliant               Minor Non-Compliance             Significant/Critical Non-Compliance 

	Name of audit team member
	Name of organization
	Contact number
	Signature
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