
  

                                                                 

On the same day: 
Unless the family are being contacted by the 
Quality Assurance Team (cases marked red 

on the allocation spreadsheet). Please check 
with social worker if there is any reason 

parents/carers could not be contacted. Use 
the customer feedback form as a guide to 
phone parents/carers to get their views on 

the service they have received.  

Auditors complete audit 
alongside the Social Worker. 

Complete electronically using the 
Excel Audit Tool provided.  

Receive case to audit from the 
Quality Assurance Officer at the 
start of the month - cases will be 
from another team (apart from 

Service Leaders). 

Audit Process: Including feedback from parents/carers 

Give an overall rating for the case, i.e. 
Inadequate, requires improvement, 

good or outstanding. 

If actions are identified, highlight these by 
completing the timescale column (T), using the 

ABC system; A=within 24 hours, B = within 1 
week, C = within 3 weeks. 

Contact the allocated Social 
Worker and book a meeting for 
the auditor and social worker 

to complete the audit 
together.  

When booking a meeting with 
the Social Worker, no details 

should be given about the 
case that is being audited.  

1. PREPARATION 2. THE AUDIT 

Return the completed audit (in Excel 
format) and the completed feedback form 

to the Quality Assurance Officer by the 
last working day of the month. 

Save audit (as PDF). You do this by opening the 
first tab; once you have done this, hold down the 
‘control’ button whilst you click on the 2nd and 3rd 
tabs. The 3 tabs should then be highlighted and 

ready to save as a PDF. 

Receive audited cases for your own 
team from other Managers. Complete 

actions within timescale. 

Send PDF to the relevant Team 
Manager and Social Worker and 

upload to Liquid Logic. 

Contact the Quality Assurance 
Officer when actions have been 

completed.  

3. NEXT STEPS 

Two attempts should be made and if this fails, 
send a feedback form in the post with a 

freepost envelope.  


