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1. INTRODUCTION
1.1 Purpose

This document describes the criteria and process for SAATCA auditor certification. It is intended to be used by potential applicants to determine their suitability / readiness for making application for certification and for ensuring they submit all necessary evidence.

It is also for use by the SAATCA evaluation committee as the criteria for evaluation.

1.2 Background

The Southern African Auditor and Training Certification Association (SAATCA) has adopted the international certification criteria as published by the International Personnel Certification Association (IPC) and these form the basis upon which auditors can be certified as SAATCA-graded Management System Auditors (referred to hereafter as "Auditors").

Participation in the various SAATCA schemes is voluntary and open to all Auditors (individuals) who conduct Management System audits (referred to hereafter as "audits").

Auditors that are certified by SAATCA have demonstrated that they comply with the required competencies to effectively perform audits in accordance with their certification grade and scheme.

In producing this set of generic auditor certification criteria, SAATCA has taken into account and used as guidance, where appropriate, national and international requirements, including but not limited to the following documents:

· ISO 19011: Guidelines for quality and/or environmental management systems auditing
· ISO/IEC 17024: Conformity Assessment – General Requirements for Bodies operating Certification of Persons;

· IAF Guidance on ISO/IEC 17024,

· ISO/IEC 17021-2 (To be considered for the future, for Certification auditors, standard still draft)

· Requirements of the International Personnel Certification Association (IPC)

· SANAS requirements

· References related to Auditing Sampling (SAE3000, GHTF/SG4/N30R20)

· Legislation applicable to its operating jurisdiction

SAATCA reserves the right to amend these criteria as required to ensure compliance with South African legislation. Any review of legislative requirements will be carried out in consultation with the relevant SAATCA Scheme Committee Chair persons to ensure that the requirements of all interested parties are addressed.

1.3 Scheme Objectives

The SAATCA auditor certification schemes have been developed to provide confidence to the regulatory authorities, accreditation bodies and certification bodies, to business and industry, and indirectly to the public at large that Auditors certified to the SAATCA schemes are competent; and provide a credible and accountable auditing process to:

· raise the level of professional recognition Auditors;

· add value to management system audits by ensuring Auditor competence;

· ensure that Auditors meet the qualification criteria described in ISO 19011;

· certify Auditors to specific grades based on defined criteria, as per this document.

· cater for sectoral specific requirements, where applicable, which shall be defined in the Scheme Specific Criteria.

The responsibility for identifying that an auditor has the necessary sectoral specialization to perform an audit of a specific organization will still rest with those responsible for planning and managing the audit process.

SAATCA recognition of management system sectoral specialisation may be introduced by SAATCA at a later stage and would be included in the relevant Scheme Specific Criteria.

SAATCA will review, examine and certify competence to the Management System auditor competence criteria relevant to a specific grade as defined in ISO 19011 Primary portfolios of evidence will be used by SAATCA to examine competence.

A SAATCA, competence based management system auditor certification means that SAATCA:

· has examined primary sources of evidence and verified the competencies of a certified auditor at the specified grade of management system auditor certification in line with the relevant SAATCA criteria;
· certifies auditors that conform to SAATCA’s competence requirements; and 

· reviews and revises the continued competence of auditors at intervals determined by SAATCA.

· monitors and verifies minimum CPD (Continuing Professional Development) requirements;

· confirms sector specialisation, where applicable to specific schemes;

1.4 Scope

These generic criteria together with the Scheme Specific Criteria for the SAATCA certification schemes form the basis for certification as an auditor of Management Systems as follows:

	ACTIVE SCHEMES
	CRITERIA

	Food Safety Management System (FSMS)
	CRT 6.4

	Occupational Health & Safety System (OHS)
	CRT 6.5

	Quality Management System (QMS)
	CRT 6.7

	Environmental Management System (EMS)
	CRT 6.9

	HIV & AIDS Management System (HAMS)
	CRT 6.16

	Road Assessors 
	CRT 6.15

	Reprocessors of Previously Registered Containers
	CRT 6.6

	INACTIVE SCHEMES
	CRITERIA

	Information Security Auditor 
	CRT 6.2

	Hospitality Grading System
	CRT 6.3

	Also refer to the SAATCA web site for the latest listing of Schemes
	


1.5 Relationship diagram - Generic versus Scheme Specific Criteria

All applicants are required to comply with BOTH the Generic criteria, CRT6.0, and the Scheme specific criteria relevant to the scheme of application.

The following diagramme aims to depict this.

Relationship diagram - Generic versus Scheme Specific Criteria

[image: image1.png]
1.6 Definitions

For the purpose of these generic criteria the terms and definitions in ISO 19011, ISO/IEC 17024 and ISO/IEC 17021-2 apply.

In addition, the following definitions apply:

Auditor Certification Scheme: An auditor certification scheme for individuals with specific certification requirements related to specific categories of individual persons to which the same particular standards and rules, and the same procedures apply. 

Scheme Committee: A body of persons responsible for the development and maintenance of specific certification criteria applicable to each type of certification operated by SAATCA.

Evaluation Committee: A body of persons who meet the criteria for evaluating SAATCA auditor applications, and who are certify by SAATCA as evaluators.

Scheme Specific Criteria: Specific certification criteria developed by the Scheme Committee applicable to each type of certification operated by SAATCA, and to be used in conjunction with these Generic Criteria

· Note: Additional scheme specific definitions may be included in the Scheme Specific Criteria.

Certification:  The objective examining and certification of competence and other requirements as defined in this document by means of consideration of primary evidence.  Certification is granted by SAATCA for the grades of management system auditor.

Competence based management auditor certifications scheme: It is a certification scheme for individuals, based on demonstration and examination of competence to requirements.  In some cases qualifications are deemed to indicate competence.  Competence must however be examined and verified by the certification body.  Permissible evidence that constitute a portfolio of evidence may amongst others include primary sources of evidences such as: qualifications of SAATCA approved training service providers, SAATCA approved peer review reports, verifiable evidence of work experience, SAATCA approved interviews, SAATCA approved examinations, SAATCA approved witnessing etc.

Competence and Competent: Refer to ISO 19011.

Confirmation:  Confirmation refers to the verification of largely secondary evidence submitted by applicants and generated by third parties to attest to a level of demonstrated specialisation.

Examination (Also referred to as assessment): A mechanism that is part of the evaluation of an applicant that measures an applicant’s competence by one or more means such as written, oral, practical and observational.

Primary sources of evidence: Permissible sources of primary evidence include amongst others: qualifications of SAATCA approved courses, SAATCA approved witness reports, SAATCA interviews, SAATCA examinations, verified audit log sheets etc.
1.7 References

· ISO 19011: Guidelines for quality and/or environmental management systems auditing 
· ISO/IEC 17024: Conformity Assessment – General Requirements for Bodies operating Certification of Persons;

· ISO/IEC 17021 Conformity assessment — Requirements for bodies providing audit and certification of management systems - Part 2 draft - for auditors - To be considered for the future, for Certification auditors, standard still draft)
· IAF Guidance on the Application of ISO/IEC 17024 Conformity assessment – General Requirements for Bodies operating Certification of Persons. (IAF GD 24-2004).

· International Personnel Certification Association (IPC) Specification for the Development of Certification Schemes for the Certification of QMS and EMS Auditors (BD-05-007);

· References related to Auditing Sampling (ISAE3000, GHTF/SG4/N30R20)
· SAATCA Procedures and Criteria:
· QSP 1.4, and 1.9
· ARP 2.1 to 2.7
· CRT 6.2, 6.3, 6.4, 6.5, 6.6, 6.7 and 6.9
· ACR 5.1
· SAATCA Forms/ documents  - various, referenced as SF
Note: Unless otherwise specified, the standards referenced in this document are deemed to be the current editions.

2. EQUIVALENT STANDARDS

Whilst the SAATCA registration schemes are based on the primary international or national standard, where these exist, it recognises that there are other standards that may be equivalent for the purposes of SAATCA management system auditor registration.

Where there are such equivalent standards, the relevant Scheme Committee shall develop, and ensure maintenance and publishing of, a list of equivalent standards which can be used as the basis of competence for each scheme. These equivalence lists shall be approved by the Technical Management Board.

If a standard has not been approved as equivalent, the onus is on the applicant to provide sufficient evidence to justify its acceptance by the Scheme Committee and approval by the Technical Management Board.

3. CODES OF CONDUCT
3.1 Auditor's Code of Conduct

It is a requirement of certification that all applicants for initial certification in any grade shall sign a personal declaration indicating their agreement to observe and follow the SAATCA Code of Conduct.  It is also required that auditors reconfirm their commitment to uphold the code of conduct when recertification becomes due, or when they advance from one grade to another and when they register in terms of another scheme. Refer to SF 29.

3.2 Sponsor's Code of Conduct

It is a requirement of certification that all sponsors of applicants for initial certification in any grade shall sign a personal declaration indicating their agreement to observe and follow the Sponsors' Code of Conduct.  It is also required that Sponsor's reconfirm their commitment to uphold the Code of Conduct for each applicant sponsored. Refer to SF 51.

3.3 Witnessing Lead Auditor's Code of Conduct

It is a requirement of certification that all applicants for initial certification in the auditor, lead auditor and internal auditor grades submit a witnessing report. Such Witnessing Lead Auditors shall sign a personal declaration indicating their agreement to observe and follow the Witnessing Lead Auditors Code of Conduct.  It is also required that Witnessing Lead Auditors reconfirm their commitment to uphold the code of conduct for each applicant witnessed. Refer to SF 52.

3.4 Personal Declarations

Each of the above requires a sign-off as personal declarations of commitment to the codes.

4. SAATCA AUDITOR GRADES (Not listed in any hierachy)

4.1 Provisional Auditor (Also referred to as “in-training” in certain industry sectors)

This grade is the entry or training grade.  It recognizes an applicant to have the appropriate personal attributes, educational, professional and technical competence but does not yet meet the criteria for auditing experience and demonstration of audit competence of the other grades. This grade is qualifications based, without competence evaluation. 

This is not an IPC recognised or SANAS accredited grade of management system auditor.

Provisional Auditors will be given non- accredited letters of acknowledgement, stating the applicant’s applicable scheme of registration and registration number, but will not be formally issued with Certificates and registration cards.

This grade is a transition grade with the intention that, over time, Provisional Auditors progress to auditors once they meet the requirements.

No Provisional Auditor registered in terms of this grade may suggest or imply certification status as a management system auditor.

4.2 Auditor Grade

This grade recognizes the applicant as a competent Auditor, contributing as an effective member of an audit team. This grade applies typically to auditors who take part in audits as members of a team rather than audit team leaders.

Auditors shall be given Certificates and Auditor registration cards.

4.3 Lead Auditor Grade

The Lead Auditor grade is reserved for auditors who conform to the requirements of Auditor grade and who are competent and experienced at managing audits and leading audit teams. This grade applies typically to auditors who lead audits of more than one auditor.

Lead Auditors shall be given Certificates and Lead Auditor registration cards.

4.4 Internal Auditor Grade

This grade applies to applicants that conduct audits within and for or on behalf of organisations by whom they are employed, and may include supplier audits, provided they cover the full scope of the relevant management system.

It is not intended to imply that an Internal Auditor is less qualified than an Auditor, only that the application of the auditing practice is limited to one organisation. The same level of qualification and work experience is required as that of the Auditor grade.

Internal Auditor certification shall be granted in respect of the specific organisation for which internal audits are conducted.

Internal Auditors shall be given Certificates and Internal Auditor registration cards on which reference will be made to the organization where the internal audits are carried out and for which the Internal Auditor has been certified.

If a SAATCA certified internal auditor leaves the employment of the organisation for which internal auditor certification is held, his or her certification as a SAATCA certified internal auditor for that organisation falls away.  Should they resume internal auditing at a different organisation, they would qualify to transfer their internal auditor certification, by making application relative to the new organisation. Alternatively, they could apply for full Auditor grade as they potentially satisfy the requirement for auditing multiple management systems.

Internal Auditor is not an IPC recognised nor currently a SANAS accredited grade of management system auditor.  A non- accredited card of certification is issued to successful applicants.

5. CERTIFICATION PROCESS

5.1 Initial Certification Process Flow Diagram
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5.2 Initial Certification Process

a) On receipt, an application is checked for completeness, including documentary evidence of training, certified certificates of qualifications, experience etc., in accordance with a dedicated checklist.

b) Applications are then assessed by an Evaluation committee consisting of at least 2 certified SAATCA Evaluators who, when considering certification grade, evaluate technical and auditing experience.

c) The evaluation committee reviews the validation of the on-site auditing experience, verification of work and auditing experience claimed by the Applicant.

d) The evaluation committee may request additional supporting information from the Applicant, or require an Applicant to attend an interview. (Interviews will be arranged with consideration being given to convenience for all parties. However, costs to attend an interview will be at the Applicant’s own expense.)

e) The evaluation committee will decide whether to grant certification and if so, at which appropriate certification grade.

f) SAATCA will maintain a personal file on each Applicant, which will remain confidential. The file will include all records relevant to the application.

5.3 Evaluation Process and Criteria - ARP 2.2 & ACR 5.1

All applications shall be evaluated in accordance with ARP 2.2, by the relevant Evaluation Committee members (Refer ACR 5.1).

5.4 Certificates and ID Cards

a) Each successful applicant except Provisional Auditor will receive a SAATCA certificate and Auditor registration ID card. (Internal auditors will receive non-accredited cards)

b) Certificates are issued upon initial certification or when changes occur to the certification conditions.

c) Registration ID cards are valid for 1 year and are renewed annually.

d) The terminology to be used by Auditors in describing their certification on business cards, letterhead etc., is as per information on the registration ID Card.

e) Each successful Provisional Auditor applicant will receive a SAATCA letter, but no certificate or Auditor registration ID card.

5.5 Annual Registration

All SAATCA certified Auditor’s are required to re-register annually on a date that is determined by SAATCA.

a) An annual registration fee is payable to SAATCA

b) The SAATCA Board of Directors determines registration fees on an annual basis.

c) Auditors who fail to meet the annual fee requirements may be subject to suspension or withdrawal of registration, as per ARP 2.7.

Note: Annual registration is related to annual subscriptions and the re-issue of Auditor registration cards. Re-certification is three yearly as per the next paragraph.

5.6 Three-yearly Re-Certification Maintenance Process

Re-certification is required by all SAATCA registered Auditors on a three (3) year cycle.

a) The re-certification date is determined by SAATCA.

b) Each certified Auditor shall maintain an audit log demonstrating auditing experience and a continual professional development (CPD) record for recording details of professional development activities undertaken.

c) Re-certification applications are assessed by an Evaluation committee consisting of 1 certified SAATCA Evaluator who, when considering re-certification grade, evaluates auditing experience and CPD.

d) The Evaluation Committee will decide whether to grant re-certification and if so, at which appropriate grade.

e) Records of re-certification are maintained on the SAATCA personal file established for each Applicant, which will remain confidential. In addition to existing records, the file will then include the relevant re-certification records.

5.7 Requirements for Continuing Professional Development – Refer attachment

CPD is required to ensure the continuing development of auditors.

5.8 Advancement to Another Grade

Advancement to another certification grade can be attained at any time provided suitable qualification and experience for that grade has been gained.

Certificated Auditors of any grade, who can demonstrate competence and are successfully evaluated against the applicable criteria required for another grade, shall qualify for advancement to such grade.

When applying for advancement from one grade to other applicants shall complete the application form and submit the applicable documents relevant to the new grade.

5.9 Suspending and Withdrawal of Certification - ARP 2.7

All suspensions and withdrawals of certification shall be in accordance with ARP 2.7

5.10 Complaints, Appeals and Disputes Process - QSP 1.4

All complaints and appeals shall be processed in accordance with QSP 1.4

5.11 Criteria for Auditor Transition in the Event of Substantial Changes to Criteria

In the event of any substantial changes to any of auditor Criteria, eg a management system standard changing, the relevant Scheme Committee shall develop and publish a process for transition and the transition period and requirements shall be clearly specified, and approved by the Technical Management Board.

5.12 "Grandfather" Clause for New Schemes

In the event of a new SAATCA scheme being launched, where there are not yet any qualifying Lead Auditors for witnessing purposes, the relevant Scheme Committee shall include applicable "grandfather clause" requirements as part of the Scheme Specific Criteria.

Note: the grandfather clause is the expression used when a scheme has to start / be initiated, to enable the scheme to get off the ground, based on accepting the existing competence and experience of practitioners already in the relevant field, who have not yet been registered as Lead Auditors, because the scheme is new.

Such identified "grandfathers" can then carry out the witnessing of new auditors in the new scheme, until such time as there is a base line of Lead Auditors.

Concessionary approval will be granted by the SAATCA Board based on the Criteria developed by the Scheme Committee and approved by the Technical Management Board, with the proviso that a suitable portfolio of evidence is maintained to demonstrate conformance with the Scheme Specific grandfather criteria.

5.13 Transfer of Certification - QSP 1.9

All transfers of auditor certification shall be processed in accordance with QSP 1.9

5.14 Use of the SAATCA Logo - SF 48

The use of the SAATCA logo shall be in accordance with: Regulations Governing the SAATCA Logo (SF48)

5.15 Notifiable Changes - SF 56

By signing the Auditor’s Code of Conduct, all auditors commit to notifying SAATCA of any changes that can affect the auditor's state of compliance with SAATCA, regulatory or legal requirements, and must be notified to SAATCA. Refer to SF 56.

5.16 Requirements for SAATCA Evaluators – ACR 5.1

The requirements for evaluators and evaluations shall be defined – refer ACR 5.1

5.17 Evaluation Protocols for Examining Competencies

Protocols shall be established for the evaluation committees.

5.17.1 Generic Protocols

· Personal attributes

· Competencies for all auditors of all grades

· Competencies for all auditors leading audits

· Examining – Education and work experience

· Examining – Auditor Training

· Examining – Auditing Experience

· Examining – Witnessed audits

5.17.2 Sector Specific Protocols

· Scheme specific competencies for auditors of all grades

6. INITIAL APPLICATION REQUIREMENTS
	REQUIREMENT
	ADMISSIBLE EVIDENCE

	
	

	6.1 Application Documents
	

	Applicants shall complete and submit the SAATCA application documentation, under cover of the Application Checklist section of the application form, including:

application form (SF79, or for FSMS SF68) with the completed Sponsor’s section and personal declaration (SF 29), and ensure that a signed Sponsor's Code of Conduct (SF 51) accompanies the application.

As part of the application, applicants shall provide evidence of work experience, audit experience, education and training.

Sponsors: These may be either the applicants line manager or (in the case of self-employed applicants) 2 individuals with professional knowledge of the applicant and willing and able to attest to their personal attributes (see below).
	Completed Application Checklist (Included in the Application form, SF79, or for FSMS SF68).

For all schemes except Food Safety: Completed Application form for Certification (SF 79), including CV details

For Food Safety: Completed Application form for Certification (SF 68), including CV details

Completed signed Auditor's Code of Conduct (SF 29)

Completed signed Sponsor's Code of Conduct (SF 51)

	Guidance on Acceptance of Academic & Professional Qualifications
	Refer to Scheme Specific Criteria

	6.2 Personal Attributes
	

	Applicants shall be able to demonstrate the personal attributes necessary for the effective and efficient performance of an audit. Desirable personal attributes for auditors are: Ethical, Open-minded, Diplomatic, Observant, Perceptive, Versatile, Tenacious, Decisive and Self-reliant.
	Completed signed Sponsor Code of Conduct (SF 51)

Completed Sponsor's declaration on Application form for Certification.

(Also refer below under Witnessing, for Auditor, Lead Auditor and Internal Auditor).

	6.3 Education
	

	6.3.1 Generic Education:

Applicants shall have completed education at least at secondary (matric) or equivalent to NQF Level 4, relevant to the field of application, 
	Copy of the certificate or copy of SAQA evaluation of Prior Learning, attesting to NQF Level 4, or otherwise if so specified in the Scheme Specific Criteria.

	Applicants are expected to have a relevant degree or diploma.

Applicants who do not have a relevant degree or diploma, and cannot obtain SAQA recognition of prior learning, may be considered for certification if they are able to demonstrate completion of work experience and other personal development activities that provide the communication, technical and analytical skills necessary to conduct audits.
	Copies of relevant degree or diploma.

Verifiable evidence of work experience - Applicants shall provide evidence of work experience including documented information on roles and responsibilities, positions held and reporting levels.

	6.3.2 Scheme Specific Education:

· In certain schemes the NQF level may be modified, due to the nature of the field.

· Details of relevant fields of education applicable to each scheme
	Refer to the Scheme Specific Criteria relevant to the field of application.

	6.4 Work Experience - Generic
	

	6.4.1 General Work Experience

Applicants for all grades shall have completed a minimum of five years of work experience in a technical, professional or managerial position involving the exercise of judgement, problem solving and communication with other managerial personnel, peers, customers, interested and affected parties and/or authorities,

Note: The years of work experience may be reduced by one year if the applicant has a diploma or degree relevant to the field of application.
	Verifiable evidence of work experience:

· Record of employment and a letter of verification by a line manager attesting to technical, professional or managerial experience as well the applicant’s involvement in the exercise of judgement, problem solving and communication with other managerial personnel, peers, customers, interested and affected parties and/or authorities. 

· Self employed applicants shall submit a portfolio of evidence that demonstrate the attestations required, including sponsorship from at least two clients or independent colleagues attesting to the applicant’s fulfilment of the requirements.

	Acceptable experience would be where the applicant has acquired significant experience in at least one of the following:

• Full time role as manager, supervisor, engineer or technician involved in the technical aspects of facility operation in compliance with applicable regulations.

• Implementation and maintenance of a management system, or integrated management system applicable to the scope of application, involving management system compliance management.

• Monitoring compliance with applicable laws and regulation on behalf of a regulating body.

• Provision of appropriate consultancy services involving the management system applicable to the application.

• Full time role relating to the performance of the management system applicable to the application and management of audits of all types (not necessarily management system audits).

• Periods of training will not be considered as eligible toward meeting this criterion.
	

	6.4.2 Management System Work Experience

The applicants shall have at least 2 years relevant Management System (as per the specific Scheme), eg implementation, operation consulting and/or auditing experience gained within the field for which certification is sought. 

The five years of work experience in a technical, professional or managerial position may be concurrent with the work experience within the relevant field of application context.
	As for Work Experience - Generic, above

	6.5 Work Experience - Scheme Specific
	

	Details of applicable scheme specific work experience criteria (where so determined by the applicable Scheme Committee)
	Refer to the Scheme Specific Criteria relevant to the field of application

	Note: For auditors making application for a second (and third etc) scheme discipline, - the work experience related to the second (and third, etc) discipline may be concurrent with the work experience in the first scheme/discipline but must be scheme specific.
	Refer to the Scheme specific criteria relevant to the field of application

	6.6 Knowledge and Skills - Generic
	

	6.6.1
Generic knowledge and skills for all auditor grades

Organizational situations to enable the auditor to comprehend the organization's operational context.
Evaluation and report writing
	Completed Witnessing Lead Auditor's Report -Auditor (SF 45).

Also refer below under – Witnessing

	Applicable laws, regulations and other requirements relevant to the discipline to enable the Auditor to work within, and be aware of, the requirements that apply to the organization being audited.

Processes and products, including services to enable the Auditor to comprehend the technological context in which the audit is being conducted.
	Refer to the Scheme Specific Criteria relevant to the field of application

	6.6.2
Generic knowledge and skills of Lead Auditors (for leading audits)
Lead Auditors shall have additional knowledge and skills in leadership to facilitate the efficient and effective leading of the audit, as per ISO 19011.
	Completed Witnessing Lead Auditor's Report – Lead auditor (SF 45).

Also refer below under – Witnessing

	6.7 Scheme Specific Knowledge and Skills - 
	

	Details of applicable scheme specific knowledge and skills criteria (where so determined by the applicable Scheme Committee)
	Refer to the Scheme Specific Criteria relevant to the field of application

	6.8 Auditor Training
	Auditor Training and examination

	Successfully completed a SAATCA certified or IPC recognised auditor or lead auditor course based on ISO 19011.

At least 40 hours training, to cover understanding the management system (as applicable for the scheme for which certification is sought) and auditing principles and practices as follows:

Audit principles, procedures and techniques: (ISO19011), to enable the Auditor to apply those appropriate to different scenarios to ensure that audits are conducted in a consistent and systematic manner.

Management system: methods and techniques to enable the Auditor to examine the management system programmes in order to generate appropriate audit reports including findings and conclusions.
Management system and reference documents to enable the auditor to comprehend the scope of the audit and apply audit criteria.

Note: This training may be combined (Audit principles and Management System) or may be separate. 

Note: For auditors (excluding Food Safety Management - see below) making application for a second (and third etc) scheme discipline – recognition will be considered for ISO 19011 concurrent elements: covering 7.3.1, 7.3.2, provided the content is verified or SAATCA develops criteria for a shortened course.
	SAATCA or IPC equivalent Qualification Certificate (s)

SAATCA Confirmation that the course is based on ISO 19011

SAATCA Confirmation that the course duration is 40h notional hours of learning



	Applicants successfully complete a SAATCA approved examination paper, administered by the Training Course Providers with duration of 2h for mother tongue speakers and 2h30 for non mother tongue speakers.
	SAATCA approved examination papers.

As a possible future option, in order to contribute to the verification of competence, SAATCA may administer an additional board examination to complement its suit of competence evaluations.

	Learner assessment score of >70%
	Training Course Providers’s to provide SAATCA with learner assessment results.

	Approved training for certification as a SAATCA graded Auditor or Lead Auditor shall normally be gained in the 3 years immediately prior to the application for certification.
Note: The requirement for the 3 year period may be waived for applicants who can demonstrate that they have undertaken activities from the period between auditor training and making application through auditing of or implementation of applicable management systems (as per the application field) and through continuing professional development activities that would be consistent with the requirements for maintaining registration at the appropriate level.
	SAATCA Confirmation that the course was attended and successfully completed gained in the 3 years immediately prior to the application for certification.

OR

SAATCA Confirmation that the applicant has undertaken activities from the period between auditor training and making application, for example through auditing of or implementation of applicable management systems (as per the application field) and through continuing professional development activities that would be consistent with the requirements for maintaining registration at the appropriate level.

	Details of applicable scheme specific management system training criteria (where so determined by the applicable Scheme Committee)
	Refer to the Scheme Specific Criteria relevant to the field of application

	6.9 Auditing Experience
	

	Complete/Qualifying Management System Audits

· An audit covering the entire audit process as described in ISO 19011 and including all aspects of the scheme specific management system standard or an alternative equivalent standard acceptable to SAATCA.

· Audit Day: A minimum of six hours of audit activity.

· Audits shall be at business units that have their own management structure and carry out the management functions associated with the organization’s products, services, activities and facilities.

· For Auditor and Lead Auditor grades only independent audits satisfy the applicable scheme auditing experience requirements. The auditor and the auditor’s organization shall have independent management and operating structure from the audited organization.

Examples of acceptable relationships are:

a) a head office audit of a plant or division as applicable to internal audits;

b) one division or plant auditing another division or plant as applicable to internal audits;

c) a customer organization auditing a supplier;

d) a third party certification audit and;

e) a consultant contracted to provide an independent conformance audit

· For Internal Auditor grade - audits of the applicant's own organisation's management system or supplier audits covering the full management system of the same scheme for which certification is sought are acceptable.

· Unacceptable audits are:

a). audits of duration less than 6 hours on site;

b). gap analysis;

c). close out or follow up visits; 

d). audits of any site that are repeated more frequently than once every 12 months, and

e). audits performed before successful completion of the formal Auditor training requirement.

· Only audits carried out against a recognized international standard or an alternative recognized equivalent standard as defined in the specific scheme criteria will be accepted by SAATCA.

· Auditing on site includes the opening and closing meetings and the conformance auditing phase, but excludes planning, document review and preparation of the audit report even when these functions are performed at the premises of the auditee.

· The audits shall have been completed in the 3-year period prior to application.

	6.9.1
Generic Auditing Experience for Auditor

Applicants need to have participated in at least four complete, successful audits for a total of at least 20 days / 120 hours on site, of which 10 days (at least 6 hours a day) / 60 hours must have been acquired under the direction and guidance of a Lead Auditor.

Details and description of each audit shall be entered onto the SAATCA audit log sheet. Details must include identification of the auditee; sufficient to allow verification of the audit by SAATCA.

For each audit submitted for certification, there shall be a sign-off by the auditee, on the audit log.

Relevant experience auditing of other schemes may be considered for up to 5 days of the auditing experience required, if provided for in the scheme specific criteria.

For each audit submitted for certification, the applicant shall either have been conversant with the language used or, alternatively, have effectively used a competent translator during the conduct of the audit.

At least one witnessed audit (see below) of the applicant.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

Completed, positive Auditee Feedback report regarding the performance of the applicant for at least one audit. (Refer SF 72).

SAATCA may also verify the information provided by the applicant.

A sign-off of the audit log sheet as confirmation by the applicant that he or she conforms to this requirement.

Witnessed audit(s) - refer below

	6.9.2
Generic Auditing Experience Lead Auditor Grade

In addition to satisfying all the auditing experience requirements for Auditor grade, applicants for Lead Auditor shall have participated as a leader of an audit team which included at least one other auditor, for a further minimum of 3 complete audits of the management system applicable to the scheme for which certification is sought with a total not less than 15 days, of which at least 10 are on site.

This audit experience additional to that required for Auditor grade must have been gained in the 2-year period prior to application.

The above audits shall have been with an audit team size of at least two (including the applicant) on-site where the applicant acted as the team leader and shall have involved the applicant in making a judgement on whether the organisation:

6.9.2 - is achieving the policy objectives as stated in the management system;

6.9.3 - adheres to its own policies;

6.9.4 - adheres to its own arrangements
6.9.5 - conforms to the objectives and requirements of the applicable management system standard.
The overall required auditing experience in reaching the Lead Auditor grade shall be gained at a minimum of 3 different operating facilities or business units.

At least one witnessed audit (see below) of the applicant acting as Lead Auditor.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

Completed, positive Auditee Feedback report regarding the performance of the applicant for at least one audit where the applicant acted as the audit team leader. (SF 72).

SAATCA may also verify the information provided by the applicant.

A sign-off of the audit log sheet as confirmation by the applicant that he or she conforms to this requirement.

Witnessed audit(s) - refer below

	6.9.3
Generic Criteria for Upgrade from Auditor to Lead Auditor

Refer to criteria for Lead Auditor above.
	Refer to criteria for Lead Auditor above.

	6.9.4
Generic Auditing Experience as related to Internal Auditor Grade
Applicants for the Internal Auditor grade shall have participated in at least 5 complete internal audits and must have competed all elements of the audit cycle, including: audit planning, documents review, auditing, interviewing, audit reporting. It must not have involved areas or activities of direct responsibility of the applicant.

At least one witnessed audit (see below) of the applicant.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

Completed Auditee Feedback report regarding the performance of the applicant for at least one internal audit. (SF 72).

SAATCA may also verify the information provided by the applicant.

A sign-off of the audit log sheet as confirmation by the applicant that he or she conforms to this requirement.

For this Internal Auditor grade - all audits may be conducted within one organisation.

Witnessed audit(s) - refer below

	6.10 Witnessing
	Refer to ARP 2.4

	6.10.1
Witnessing of Auditors and Internal Auditors

The witnessed audit(s) shall cover the entire management system and all phases of the audit process. (As defined in ISO 19011).

Witnessing shall be carried out to verify all applicable auditing requirements as described in ISO 19011 during the course of one complete audit, or a number of partial audits, which in total includes all requirements of the management system standard

The duration of the witnessed audit and verification shall be sufficient to enable the witnessing auditor to determine:

· Competence in auditing against each relevant requirement of the applicable management system standard.

· Competence in performing the entire audit process, as applicable, according to ISO 19011.

· Possession of the personal attributes identified in ISO 19011.

The Witnessing Lead Auditor shall complete a SAATCA Auditing Performance Report attesting to the satisfactory performance and attributes of the applicant.
Witnessing may involve more than one audit and more than one Witnessing Lead Auditor.
Witnessing shall be carried out by a SAATCA or IPC equivalent Lead Auditor, who has held Lead Auditor certification for at least three years, in the applicable scheme.

The Witnessing Lead Auditor(s) shall commit to the SAATCA Code of Conduct for witnessing and the applicant shall submit copy of signed Witnessing Lead Auditor Code of Conduct(s) their the witnessing report.

Responsibility for submission of a completed report and the signed Witnessing Lead Auditor(s)' Code of Conduct remains with the applicant.
	Completed Witnessing Lead Auditor (s) report (s) for Auditors and Internal Auditors (SF 45) 

Signed Witnessing Lead Auditor's Code of Conduct (SF 52) for each witnessing.

SAATCA may also examine this competence by means of an examination, or interview or otherwise.

Witnessing Lead Auditors shall be independent of the applicant they witness, in accordance with the Witnessing Lead Auditors Code of Conduct, SF52, as follows:

They have had no involvement in the development of the candidate (e.g. education, training, development, mentoring), nor any managerial control over the candidate (e.g. structurally, financially or supervisory).

	6.10.2
Witnessing of Lead Auditors

As above, except that the witnessing shall be carried out to verify all lead auditing requirements as described in ISO 19011.

Note: For auditors that are registered as SAATCA Lead Auditors within schemes other than the one being applied for, the witnessing of Lead Auditor skills does not need to be repeated, unless otherwise specific in the Scheme Specific Criteria. 

Note: If a lead auditor applicant has been witnessed for auditor registration by a Witnessing Auditor in the scheme of application, then their Lead Auditor witnessing, in exceptional cases, may be considered from an acceptable Witnessing Auditor from another scheme, unless otherwise specific in the Scheme Specific Criteria.
	Completed Witnessing Lead Auditor's report for Lead Auditors (SF 45b) 

A sign-off of the audit log sheet as confirmation by the applicant that he or she conforms to this requirement.

SAATCA may also examine this competence by means of an examination, or interview or otherwise.


7. MAINTAINING CERTIFICATION 
	REQUIREMENT
	ADMISSIBLE EVIDENCE

	
	

	7.1 Annual Surveillance, Card Re-issue and Fee for Maintenance
	

	7.1.1 An annual- non-mandatory registration application form is required if auditor personal details have changed, to ensure all personal details are updated. (The details from this form are captured onto the SAATCA database).
	Completed Application for Annual Re-registration (SF76) or information update form.



	7.1.2 Annual submission of Audit and CPD logs:

Refer below for details of audit and CPD requirements.
Note: Audit Logs and CPD Logs (where CPD had taken place) shall be submitted annually with registration fees, and recorded by SAATCA operations. These will evaluated 3-yearly by the Evaluation Committee.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

Completed CPD Log (SF27). Evidence of professional development, properly verified.

	7.1.3 An annual registration fee (subscription) is payable to SAATCA.

The SAATCA Board of Directors determines registration fees on an annual basis, and these are published on the SAATCA web site. Auditors who fail to meet the annual fee requirements may be subject to suspension or withdrawal of registration, as per ARP 2.7
	Payment of fees as per the prevailing SAATCA fee structure - Personnel Registration Fees (SF 63)

	7.2 Application for Re-Certification (3 Yearly) 
	

	All certified auditors shall be required to renew certification. The period between certifications (and between initial and renewals) would normally be 3 years and shall not exceed 3.5 years.

Applicants for re-certification shall complete and submit the applicable application form and a signed Auditor's Code of Conduct.
	For all schemes except Food Safety: Completed Application form for Re-certification (SF18)

For Food Safety Scheme: Application Form for Re-certification Food Safety Auditors (SF19)
For all schemes: Completed signed Auditor's Code of Conduct (SF 29)

	7.3 Maintenance of Auditing Ability
	

	Each applicant for re-certification shall maintain an audit log (SAATCA prescribed format SF26) on which shall be recorded the details of each audit undertaken.

If any substantial changes are made to any of the specific SAATCA Scheme Specific Criteria, the transition period and requirements shall be clearly specified by the Scheme Committee in the specific criteria.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

Note: Audit Logs shall be submitted annually with registration fees, and evaluated 3-yearly by the Evaluation Committee.

	7.3.1
Re-Certification audit experience for Auditor and Lead Auditor grade

At least two complete audits (minimum of 6 hours each) per year, with a minimum of 6 audit days over the re-certification cycle. These audits shall be conducted in accordance with ISO 19011, in the scheme relevant to certification.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

	7.3.2
Re-Certification audit experience for Lead Auditor grade

At lest one complete audit per year (of the 2 required above), acting on the capacity of Lead Auditor, including sole audits.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

	7.3.3
Re-Certification audit experience for Internal Auditor grade

At least one complete audit (minimum of 6 hours each) per year, with a minimum of three audits over the re-certification cycle. These audits shall be conducted in accordance with ISO 19011, in the scheme relevant to certification.
	Completed and auditee confirmed SAATCA audit log sheets (SF 26).

	7.3.4
Provisional Auditors

No specific minimum requirement, but logs of completed audits to be provided annually, with the aim of completing sufficient audits over three years to enable upgrade to auditor.
	This grade may be maintained up to 3 years on satisfactory demonstration of compliance with the other requirements specified for Internal Auditors. After 3 years, the status of Provisional Auditor will be reviewed.

	7.3.5
Auditee Feedback 

For at least one of the audits over the 3-year cycle, auditee feedback shall be obtained and for Lead Auditors, this feedback shall be where the re-certification lead auditor applicant acts as the leader of an audit team or as sole auditor

(Also refer under initial application for auditee requirements).
	Completed positive Auditee Feedback Report. (SF72)

	7.4 Continual Professional Development (CPD)
	Refer to Annexure 4: Guidelines for CPD

	7.4.1 Generic CPD Requirements

It is mandatory that each SAATCA certified auditor undertake at least 45 hours of appropriate CPD during each 3-year period immediately prior to renewal of certification.

Evidence of that professional development, properly verified, shall be submitted as part of the application for renewal of certification.

CPD Logs may be submitted annually with registration fees.

Note: In the selection of appropriate professional development, auditors shall consider their personal strengths and weaknesses and identify areas for personal improvement. 

For guidance on the allowable CPD claims, refer to the SAATCA CPD Guidelines - SF 58
	Completed CPD Log (SF27)

Evidence of professional development, properly verified.

	7.4.2
Scheme specific CPD requirements (where so determined by the applicable Scheme Committee)
	Refer to Scheme Specific Criteria applicable to the field of certification


Revision History

	Revision Date
	Rev No.
	Summary of changes

	July 2009
	2
	Complete re-write to align all the generic criteria from all individual schemes

	May 2010
	3
	Added forms from July 2009 update to the flow diag

Added "disputes" to 5.1

Changed Reprocessors of Previously Registered Containers CRT6.6 from an inactive to an active scheme

Clarified 6.4 regarding provisional auditor work experience

Updated 6.8 to align auditor training for FSMS auditors

Clarified management system work experience

Clarified use of Auditee Feedback.

Added use of Application Checklist

Clarified annual surveillance (item

Added revision table
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