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Criteria for Certification:

Quality Management System Auditor

Please note:
In the event of any discrepancies between these scheme specific criteria and CRT6.0 Generic Criteria for All Certification Schemes (2.0), then the requirements of the CRT6.0 Generic Criteria for All Certification Schemes (2.0) will take precedence. These scheme specific criteria are currently under review to align to the generic criteria and introduce any improvements identified by the Scheme Committee. If you have any comments, please forward to the SAATCA Office.
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1. INTRODUCTION

The Southern African Auditor and Training Certification Association (SAATCA) has developed certification criteria for Quality Management System (QMS) Auditors that apply when auditing against the requirements of industry specific regulations, codes and standards.  Auditors who are certified by SAATCA in accordance with the requirements of this scheme have demonstrated that they have the required competencies to effectively perform QMS audits in accordance with their registration. 

Participation in this scheme is voluntary and open to all Auditors who conduct QMS audits.  This criteria document provides guidance to candidates for certification / registration and describes how Auditors are certified and graded according to skills, knowledge, and experience levels required to demonstrate competence to become registered as a SAATCA Auditor.

This document specifies criteria that SAATCA applies, which are equivalent to those published by the International Personnel Certification Association (IPC) to ensure that Auditors are certified to uniform criteria, and in a capable manner. 

In producing these criteria SAATCA has taken into account and used as guidance, where appropriate, the requirements of ISO 19011:2002 and ISO/IEC 17024:2003 standards.

Note: Unless otherwise specified, the standards referenced in this document are deemed to be the current editions.
1.1
SCHEME OBJECTIVES

This certification scheme has 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 this scheme are competent;

· to provide a credible and accountable QMS auditing process;

· to raise the level of professional recognition for QMS Auditors;

· to add value to QMS audits by ensuring Auditor competence;

· to ensure that Auditors meet the qualification criteria described in ISO 19011;
· to certify Auditors to specific grades based on audit experience categories.

1.2
DEFINITIONS

For the purpose of these criteria, unless specified to the contrary, the terms and definitions in ISO 9000, ISO 19011 and ISO/IEC 17024 apply:
1.2.1 Certification Scheme:  specific certification requirements related to defined categories of persons to which the same particular standards and rules, and the same procedures, apply.

1.2.2 Competence: demonstrated ability to apply knowledge and/or skills and, where relevant, personal attributes, as defined in the certification scheme.
1.2.3 Examination: mechanism that is part of the evaluation, which measures a candidate’s competence by one or more means such as oral, written, practical or observation.

1.2.4 Examiner: person with relevant technical and personal qualifications, competent to conduct and/or score an examination.

1.2.5 Evaluation: process that assesses a person’s fulfilment of the requirements of the scheme, leading to a decision on certification.

1.2.6 Auditor: QMS - ISO 9001: 2000 grade recognises that a candidate has satisfied the criteria and has demonstrated the ability to perform all or any part of a quality management system audit; solo, or as a member of a team, to ISO 19011.

1.2.7 Lead Auditor: QMS - ISO 9001: 2000: grade recognises that a candidate has satisfied the criteria for SAATCA QMS Auditor and has demonstrated the ability to manage an audit team and co-ordinate all aspects of a complete quality management system audit to ISO 19011.

1.2.8 Quality Audit:  A systematic and independent examination to determine whether quality activities and related results comply with planned arrangements and whether these arrangements are implemented effectively and are suitable to achieve objectives.

1.2.9 Quality System:  The organisational structure, procedures, processes, and resources needed to implement quality management.

1.2.10 Audit Team:  Group of Auditors designated to perform a given audit.  The audit team may also include technical experts and Auditors-in-Training.  One of the Auditors on the audit team performs the function of Lead Auditor.

1.3
CERTIFICATION GRADES

The criteria described in this document are for:

· Internal Auditor: Quality Management Systems - ISO 9001

· Auditor: Quality Management Systems - ISO 9001
· Lead Auditor: Quality Management Systems - ISO 9001
Internal Auditor: QMS - ISO 9001. This grade recognises that a person has met the formal education and training requirements and is engaged in work that will enable the attainment of experience and auditing skills as a member of a team for advancement to Auditor. QMS - ISO 9001.  This grade also provides appropriate recognition for persons who are engaged in a technical expert capacity in management system audit teams.

Auditor: QMS - ISO 9001.  This grade recognises that a person has satisfied the criteria to perform all or any part of a QMS – ISO 9001 audit as a member of a team.

Lead Auditor: QMS - ISO 9001.  This grade recognises that a person has demonstrated the competency co-ordinate all aspects of a complete QMS audit and to lead and manage an audit team.

2. COMPETENCIES

2.1
PERSONAL ATTRIBUTES 


Key personal attributes for all QMS Auditors are:

· Ethical – fair, truthful, sincere, honest and discreet

· Open-minded – willing to consider alternative ideas or points of view

· Diplomatic – tactful in dealing with people

· Observant – actively aware of physical surroundings and activities

· Perceptive – instinctively aware of and able to understand situations

· Versatile – adjust readily to different situations

· Tenacious – persistent, focussed on achieving objectives

· Decisive – reaches timely conclusions based on logical reasoning and analysis

· Self-reliant – acts and functions independently while interacting effectively with others.

2.2
KNOWLEDGE AND SKILLS

2.2.1
QMS Auditors shall have knowledge and skills in the following areas:

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


An auditor shall be able:

· to apply audit principles, procedures and techniques;

· to plan and organize the work effectively;

· to conduct the audit within the agreed time schedule;

· to prioritize and focus on matters of significance;

· to collect information through effective interviewing, listening, observing and reviewing documents, records and data;

· to understand the appropriateness and consequences of using sampling techniques for auditing;

· to verify the accuracy of collected information;

· to confirm the sufficiency and appropriateness of audit evidence to support audit findings and conclusions;

· to assess those factors that can affect the reliability of the audit findings and conclusions;

· to use work documents to record audit activities;

· to prepare audit reports;

· to maintain the confidentiality and security of information;

· to communicate effectively, either through personal linguistic skills or through an interpreter.

b) Management system and reference documents to enable the auditor to comprehend the scope of the audit and apply audit criteria. 


Knowledge and skills in this area shall cover: 

· the application of QMS in organizations;

· the interaction between the components of the QMS systems;

· recognizing differences between, and priority of, the reference documents;

· application of the reference documents to different audit situations;

· information technology for authorization, security, distribution and control of documents, data and records;

· industry related standards and regulations in the scope of operation.

c) Organizational situations to enable the auditor to comprehend the organization's operational context. 


Knowledge and skills in this area shall cover:

· organizational size, structure, functions and relationships;

· general business processes and related terminology:

· cultural and social customs of the Auditee.

d) 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. 

Knowledge and skills in this area shall cover:

· local, regional and national codes, laws and regulations:

· contracts and agreements,

· other requirements to which the organization subscribes.

e)
Evaluation and report writing:

Knowledge and skills in this area shall cover:

· quality methods and techniques to enable the Auditor to examine quality management systems and to generate appropriate reports, audit findings and conclusions;

· quality terminology;

· quality management principles and their application;

· quality management tools and their application (for example statistical process control, failure mode and effect analysis, etc.).

f) Processes and products, including services to enable the Auditor to comprehend the technological context in which the audit is being conducted.

Knowledge and skills in this area shall cover:  

· sector-specific terminology;

· technical characteristics of processes and products, including services;

· sector-specific processes and practices.

2.2.2
Generic knowledge and skills of Audit Team Leaders.

a)
Audit Team Leaders should have additional knowledge and skills in leadership to facilitate the efficient and effective conducting of the audit.

An audit Team Leader shall be able:

· to plan the audit and make effective use of resources during the audit;

· to represent the audit team in communications with the audit Client and Auditee;

· to organize and direct audit team members and auditors-in-training;

· to lead the audit team to reach conclusions;
· to prevent and resolve conflicts;

· to prepare and complete the audit report.

3. REQUIREMENTS FOR CERTIFICATION

3.1
CERTIFICATION REQUIREMENTS 

Applicants for all grades must demonstrate the required competencies, through examination methodologies approved by SAATCA in the following areas: 

3.2
EDUCATION AND TRAINING

Candidates shall have completed secondary education and in additional should have received training (40 hours) in the following:

a) Audit principles, procedures and techniques (ISO19011: 2002);

b) Quality management methods and techniques to enable the Auditor to examine the management of QMS programmes in order to generate appropriate audit reports including findings and conclusions;

Notes:

1. Secondary education is considered as that part of the national educational system that comes after the primary or elementary stage, but that is completed prior to entrance to a University, University of Technology, or similar institution.

2. Appropriate “on-the-job” or other training may be recognised as evidence of acceptable basic training and formal assessment.

3. Demonstrated knowledge in these areas may be recognised as equivalent to acceptable basic training and formal assessment.

4. Continual professional development (CPD) must comply with existing SAATCA requirements and, if possible, be appropriate to the Auditor scheme. 
5. Information regarding Training Course Providers, the syllabus and registration of QMS training courses is available on the SAATCA website http//:www.saatca.co.za

3.3
WORK AND QMS MANAGEMENT EXPERIENCE

Work experience requirements for certification include general work experience, decision-making accountability and experience working in a quality management context.


Internal Auditor: QMS - ISO 9001.

Candidates for Internal Auditor: QMS: ISO 9001 shall have completed 5 years fulltime or equivalent part-time work experience including a minimum of 2 years appropriate quality management work experience.  


In upgrading to Auditor: QMS - ISO 9001, both the work and auditing experience for that grade will need to be satisfied.


Auditor and Lead Auditor: QMS - ISO 9001.

Candidates shall have completed:

· minimum 5 years experience in technical, professional or management position of accountability and judgement, or

· 4 years if appropriate post secondary education has been completed.
· minimum 2 years in implementing and/or operation of a management system relevant to field of Application.

Note:


For Auditors registered in other disciplines e.g. EMS, OHSAS management system auditing, experience and training in that discipline can be credited in line with the requirements of ISO 19011.

4. AUDITING EXPERIENCE FOR CERTIFICATION
All Auditors shall maintain an audit log in order to demonstrate that their auditing experience was gained under the prescribed conditions.  For all grades, auditing experience shall be gained in the 2 years prior to application.

4.1
INTERNAL AUDITOR: QMS - ISO 9001

There is no requirement for Internal Auditor: QMS - ISO 9001 candidates to demonstrate auditing experience, they need to ensure they fully understand all the requirements for other grades as they acquire their auditing experience and, if required, quality management work experience.

4.2
AUDITOR: QMS - ISO 9001
a) Candidates shall have participated in 20 days {6 hours (excluding breaks) = 1 day} as an auditor-in-training under the direction and guidance of an Auditor competent as an Audit Team Leader for a minimum of 4 complete audits. 

b) Complete audits shall cover the entire audit process from preparation to reporting (refer ISO 19011).

c) The overall audit experience shall cover the entire management system standard.

d) Audits shall be completed within the last two consecutive years.

Notes:

1. At least 1 (one) audit undertaken by candidates for Auditor: QMS certification shall have been witnessed / verified by a SAATCA Lead Auditor: QMS.

2. Lead Auditors who witness / verify a candidate shall participate in all aspects of the audit process in order to judge a candidate’s performance.

3. Lead Auditors who witness / verify a candidate shall, when satisfied with a candidate’s performance, sign the relevant sections of the audit log and complete an audit performance report attesting to the competence of the candidate to perform audits.

4.3
LEAD AUDITOR: QMS 


a)
In addition to satisfying all the auditing experience requirements (4.2) for Auditor: QMS grade, candidates for Lead Auditor: QMS shall have performed in a satisfactory manner as an audit Team Leader under the direction of and guidance of an Auditor competent to lead team for a minimum of 3 (three) complete audits with a total of 15 (fifteen) days auditing.


b)
Special attention shall be given to the requirements in ISO 19011 Section 7.3.2, regarding the knowledge and skills required by audit Team Leaders.

c) Audits shall be completed within the last two consecutive years.


Notes:

1. At least 1 (one) of the 3 (three) audits as a team leader shall be verified / witnessed, and reported on, by a SAATCA approved Lead Auditor: QMS. 

2. Exemptions may be considered for candidates applying for Lead Auditor certification if certification is current in other schemes (e.g. EMS, OHSAS).
5. APPLICATION PROCESS
5.1 DOCUMENTATION

a) When applying for certification, candidates must ensure they provide documentary evidence to meet the criteria specified for the grade application. 

b) Applications will only be accepted on the prescribed SAATCA forms.

c) Certified copies of certificates and other relevant educational qualifications are to be included with the application form.

5.2
SPONSORS


a)
Either the line manager or two individuals with business knowledge of the candidate shall recommend the candidate for initial certification by completing the relevant section in the Application form.

b) A Sponsor Questionnaire must be completed for each candidate per grade.

c) Sponsors shall have experience and knowledge of those elements of the information contained in the Sponsor Questionnaire, which they have completed.

d) The completed Sponsor Questionnaire shall be signed and returned confidentially to:

The Operations Manager
SAATCA

PO Box 41
BRUMMERIA

0020
5.3 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 checklist.

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

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

d) The Sub-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 Sub-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.

g) The file will include the original application, sponsor’s questionnaire, audit performance report(s), CV, check lists, copies of certificates, CPD and audit logs, and all relevant correspondence.

5.4
CERTIFICATES AND ID CARDS

a) Each successful candidate will receive a SAATCA certificate and Auditor registration ID card.

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

c) Registration ID cards are valid for 1 year and are renewed when annual re-registration falls due.

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

5.5
APPEALS

a) SAATCA has a procedure whereby appeals against the outcome of an application for certification can be lodged. 

b) The appeal will be investigated by the Operations Manager for impartially and reviewed by the Board of Directors.

c) Decisions made by the Board of Directors relating to any appeal are final.

6. ADVANCEMENT TO ANOTHER GRADE

6.1
INTERNAL AUDITOR - QMS – ISO 9001 to AUDITOR: QMS – ISO 9001 to LEAD AUDITOR: QMS – ISO 9001 

a)
Internal Auditors QMS – 9001 and Auditors: QMS – ISO 9001 who can demonstrate competence to advance to the following grade will need to provide objective evidence of meeting the requirements of this grade as specified in this criteria document.

7. AUDITORS’ CODE OF CONDUCT

7.1
CODE OF CONDUCT


All Auditors have an obligation to improve the standing of the auditing profession by observing and following the Auditors’ Code of Conduct.  Failure to do so may result in withdrawal of certification and deregistration.

7.2
PERSONAL DECLARATION


Each candidate seeking certification is required to sign the Declaration attesting to their commitment to comply with the Auditors’ Code of Conduct. 

7.3
COMPLAINTS

a) Complaints regarding an Auditors’ conduct are lodged, acknowledged and investigated by the Registrar in accordance with SAATCA Procedures.

b) The views of all concerned parties must be taken into account during the ensuing investigation.

c) If necessary, the results of the investigation are forwarded to the Board of Directors for consideration and a ruling.

d) Substantiated evidence of misconduct may result in withdrawal of certification and deregistration.

8. MAINTAINING REGISTRATION / Re-cERTIFICATION 
8.1
ANNUAL REGISTRATION

All SAATCA QMS Auditors are required to re-register annually on a date determined by SAATCA. 

· An annual registration fee is payable to SAATCA

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

· Auditors who fail to meet annual re-registration requirements are de-registered and certification is withdrawn.  

8.2
RE-CERTIFICATION - INTERNAL AUDITOR QMS and AUDITOR QMS
Re-certification is required by SAATCA registered QMS Auditor grades on a three (3) year cycle.

· The re-certification date is determined by SAATCA.

· Each certified Auditor shall maintain an audit log demonstrating auditing experience equivalent to 2 complete audits per year.

· All audits shall be formal audits and conducted in accordance with the principles described in ISO 19011.   

· Each certified Auditor shall maintain a continual professional development (CPD) record for recording details of professional development activities undertaken.
· Forty five (45) hours of CPD are required during the three (3) year cycle.
· Audit logs and CPD records may be submitted annually together with re-registration fees. 

8.3
RE-CERTIFICATION - LEAD AUDITOR: QMS

Re-certification is required by SAATCA registered Lead Auditors on a three (3) year cycle.
· All the above (8.2)

· One (1) of the two (2) audits per year shall be in the capacity of Lead Auditor.

End
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