[image: image1.jpg]


        LICENSED VEHICLE TESTER

                        AUDIT CHECK LIST


	INTERNAL AUDIT REPORT

COMPANY/TESTER :                                                                            EX:                                 
SITE ADDRESS:                                                                                           SITENO:


	DATE


	AUDIT CONDUCTED BY


	AUDIT REPORT ISSUED TO
	LAST AUDIT DATE

	REPORT FINDINGS:


	AUDIT COMPLETE:

Signature Auditor:

Date:


	COPY OF REPORT FORWARDED TO MANAGER:

Signature:
	CORRECTIVE ACTIONS RAISED:




NOTE
This document must also be completed at license renewal

WWW.vicroads.vic.gov.au/lvt

EMAIL:  roadworthy@roads.vic.gov.au

INTERNAL AUDIT REPORT DETAILS







	REQUIREMENT
	            EVIDENCE OF COMPLIANCE

	Is the licensed vehicle tester sign displayed?
	

	Is the Roadworthy Licence current & displayed?
	

	Are all Authorised Signatory forms displayed?


	

	Are testing premises clean and in good order?
	

	Is brake tester serviceable and in test?
	

	Is headlamp tester serviceable & readily accessible?
	

	If headlamp board & lines used, are lines clearly visible and board accessible & serviceable?
	

	Have all testing staff completed the appropriate Licensed Vehicle Tester Accreditation course for category of vehicles tested?
	

	Are copies kept of qualifications and driving Licences for all testing staff?
	

	Have all Authorised Signatories completed the Licensed Vehicle Tester Accreditation Course administration module?
	

	Have any vehicles not covered by Licence category been tested?
	

	Have you notified Vic Roads of all changes to testing staff, signatories and representatives?
	

	Are Roadworthy Certificates completed correctly by all staff?
	

	Are Roadworthy Certificates cancelled in the correct manner?
	

	Are Test Reports being issued for every vehicle that have had items found to be a cause for rejection on first test?
	

	Are there any roadworthy tests with more than seven days between first & second test?
	


INTERNAL AUDIT REPORT DETAILS

	REQUIREMENT
	EVIDENCE OF COMPLIANCE

	Are a test reports raised and the appropriate details entered at the commencement of each Roadworthy Test?


	

	Is the vehicle register up to date and all the details accurate?


	

	Are there records of all the vehicles repaired and tested at the workshop?

	

	Are up to date copies of the Vehicle Standards Information Bulletins and Testing Times readily available to all testing staff?

	

	Are Roadworthy Certificates adequately secured when not in use?

	

	Have the quarterly compliance statements been completed?

	

	Is the customer reception area clean and in good order?

	

	How are the testing standards of testing staff being monitored?
	

	Have the three monthly checks of testing standards of mechanics been carried out?


	

	Have there been any changes to proprietorship or directors?

Can you produce a current directors list or proof of proprietorship?


	

	How are all measuring devices used for roadworthy testing regularly checked for calibration and accuracy?


	

	Is there a copy of the current lease or rates notice available to demonstrate control of premises


	


	To be done every three months    

Tester Number    EX    


	Name:  
	Number

	Date: From:___________________ To:_______________                                    
	

	The Number of Vehicles Tested for roadworthiness
	

	The total number of vehicles that passed on the 1st test
	

	The total number of vehicles that failed on the 1st test
	

	The total number of vehicles that presented for a 2nd test
	

	The total number of vehicles that passed on the second test
	

	The total number of vehicles withdrawn
	

	The total number of roadworthy related customer complaints 
	

	The total number of cancelled roadworthy certificates from writing error
	

	The total number of cancelled roadworthy certificates due to 7 day expiry
	


THREE MONTHLY COMPLIANCE STATEMENT

INSTRUCTIONS;

1. To be completed every three months and filed in Vic Roads records folder.

2. Where it is found that something has not been done or carried out incorrectly you must have a record what was wrong and how you fixed it.

3. If you have had any vehicle complaints in the last three months you must record all the details of the vehicle and the actions taken.
4. You must keep copies of all audits for three years.
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