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MANAGEMENT SYSTEM

AUDIT CHECK LISTS FOR

SECOND PARTY CERTIFICATION OF 

CONSULTANTS, PROJECT MANAGERS AND CONTRACTORS

FOREWORD

Construction industry reform initiatives agreed in partnership by government and private industry include business management certification for particular levels and types of activity.

The two documents listed below outline the ACT Government’s business management system requirements for building / construction industry related projects.  They also provide advice on auditing arrangements with the Government’s panel of accredited Senior Auditors.

· ACTD611(CIP) ‘Business Management System Arrangements For Construction Industry Suppliers’ and,

· ACTD007(CIP) ‘Business Management System Audit Arrangements For Construction Industry Suppliers’

Audit check lists have been developed to consistently assess consultants, project managers, contractors and trade contractors business management systems for certification. 

The checklists follow the format of AS/NZS ISO 9001:2000 whilst incorporating relevant requirements of AS 4801:2000 & 
AS/NZS ISO 14001:1996.

The checklists also provide an aid to suppliers in self assessment and development of their business management systems. Primarily though, these checklists are intended as an auditing tool for accredited senior auditors.

For guidance on the interpretation of AS/NZS ISO 90001 reference may be made to the Australian Standards publication HB90.3-2000 “The Construction Industry Guide to ISO9001:2000.”

Whilst the checklists may apply across a range of organisations the questions are to be appropriately interpretted for the context, eg: 

· for a small fitout contractor their environmental management plan for a job may largely comprise a simple statement about disposal of waste material; and 

· for small organisations OHS Consultative Committee(s) may not be applicable.

It should be appreciated that the prequalification management system assessments are “office based” assessments and do not extend to surveillance of on site/workplace activities.  Therefore achievement of a pass at an assessment is not to be taken as or implying that any particular job was or is undertaken in accordance with requirements.

Comments and suggestions on improvements to this and related checklists should be addressed to:


The Suppliers Registrar


ACT Procurement Solutions


Department Of Urban Services


PO Box 818


DICKSON ACT 2602


Facsimile number 02 6207 6245.

GUIDANCE ON USE OF 

THIS MANAGEMENT SYSTEM

AUDIT CHECK LIST

The management system of an organisation needs to be appropriate and effective for the business.  Responses to the questions in this checklist must be evaluated in context of appropriateness for the business of the organisation being assessed, eg:

· The extent and nature of plans for the delivery of jobs need to be appropriate, eg for small simple jobs a suitable one or two page job sheet may suffice as a “Quality Plan”;

· Whilst the checklist asks for procedures for a number of management processes, these do not have to be separately titled stand alone procedures for each of the process, ie they should be structured in a way that suits the organisation.

The checklist follows the clause numbering of AS/NZS ISO 9001:2000.  This is not necessarily a suitable format for organisations documentation of their management system.  It is also not necessarily a suitable sequence for undertaking the assessment and auditors are not required to audit in the sequence of the questions on the checklist.

This checklist covers Contractors for both Preliminary and Substantial QA Certification and Single Trade Contractors for Substantial QA Certification.  The checklist also includes the assessment requirements for OHS&R and environmental management certification. (Note that questions on these aspects would not be applicable to a Single Trade Contractor seeking just Substantial QA Certification.)


Note that in questions addressing both OHS&R and environmental management aspects a score of C or above requires a degree of compliance with both of these aspects if they are relevant.

For questions requiring a “documented process” there should be a process in place with a sufficient extent of documentation to provide for control of the process.  Depending on the context the documentation may be a set of instructions, a form, a set of diagrams or pictures or a very detailed documented procedure.

For initial Preliminary QA Certification the required minimum extent of evidence of procedures and documented processes being used is in principle that to demonstrate the organisation can and will use the procedures and documented processes, ie a few recent examples rather than a history of implementation.  For re-certification at the Preliminary level some history of implementation, though not necessarily a continuous history, is required.

For Substantial QA Certification there should be substantial evidence that the procedures and documented processes are used, eg:

· At least one project should be assessed for implementation and a brief overview of one or two others undertaken with generally acceptable results;

· Organisational level supporting management processes (eg internal audit, management review, corrective action, document control) should be operating and assessed as acceptable by an overview check and sampling of one or two examples.

Note that for the purpose of totalling and evaluating scores, questions which are not applicable are scored as A.

	ASSESSMENT RESULTS SUMMARY FOR CONTRACTORS

	

	PART 1   ASSESSMENT DETAILS
	

	
	

	AUDIT TEAM1 
Audit Organisation’s Name:  JAPL Pty Ltd
Audit Organisation’s Senior Auditor:  Simo Jaatinen
*Set of questions completed by:- 
Name:. Simo Jaatinen.

                                                   - 
Role:.....Lead Auditor....................................

- Signature: ..................................................………

- Date.....2-Feb-11.........……………..
	AUDITEE

Auditee Organisation’s Name Acclaim Contractors Pty Ltd.

Auditee Organisation’s ABN/ACN:      
Auditee Organisation’s Address:Unit 11, Farr Place, Isaacs ACT 2607
Auditee Organisation represented by – Name:

                                               - Name (1): Ivan Potrebica
                                               - Name (2): ....................................................................

                                               - Name (3): ....................................................................

	

	Audit Date(s): ………2-Feb-11
………………………………………….
	Audit Category:                (  Preliminary QA         (  Substantial  QA         (  OHS&R          (  Environmental Management

. (  (Head) Contractor     (  Single Trade Contractor       Field of Work: Civil Contacting and Landscaping Services


	Audit Reference Number: 110202
	Checklist *Set Identifier: SIMO-Q…
	Auditor’s Signature: .....………………..
	Date: 2-Feb-11


	ASSESSMENT RESULTS SUMMARY FOR CONTRACTORS


	

	PART 2     SUMMARY OF SYSTEM ELEMENTS AUDITED AND RECORDED IN THIS CHECKLIST *SET OF QUESTIONS

	

	Element
	9001:2000
Clause No
	9001:1994
Clause No*
	Audit
Required
	(Audited
	Pass
	Fail
	Commentary

	4.  Management System
	
	
	
	
	
	
	

	General Requirements 
	4.1
	4.2
	
	
	
	
	

	Documentation (including records)
	4.2
	4.5 & 4.16
	(
	
	
	
	

	5  Management Responsibility
	5
	4.1
	(
	
	
	
	

	6  Resource Management  (incl training)
	6
	4.18
	(
	
	
	
	

	7  Product Realization
	
	
	
	
	
	
	

	Planning Product Realization
	7.1
	4.2.3
	(
	
	
	
	

	Customer related processes
	7.2
	4.3
	(
	
	
	
	

	Design and development#
	7.3
	4.4
	
	
	
	
	

	Purchasing
	7.4
	4.6
	(
	
	
	
	

	Production and service provision
	7.5
	4.7 to 4.9 4.12&4.15
	(
	
	
	
	

	Monitoring & measuring devices 
	7.6
	4.11
	(
	
	
	
	

	8.  Measurement Analysis & Improvement
	
	
	
	
	
	
	

	General
	8.1
	
	
	
	
	
	

	Monitoring and measurement
	8.2
	4.10, 4.17
	(
	
	
	
	

	Control of noncompliance
	8.3
	4.13
	(
	
	
	
	

	Analysis of Data
	8.4
	4.20
	(
	
	
	
	

	Improvement
	8.5
	4.14
	(
	
	
	
	

	*  Approximate corresponding previous 9001:1994 checklist element.




Note:  Responses to questions on system elements from other ‘sets’ of questions are not to be recorded in this ‘set’ of questions.

	Audit Reference Number: 110202
	Checklist *Set Identifier: SIMO-Q….
	Auditor’s Signature: .....………………..
	Date: 2-Feb-11


	ASSESSMENT RESULTS SUMMARY FOR CONTRACTORS


	

	PART 3     SUMMARY OF SCORES RECORDED IN THIS CHECKLIST 

	

	Element
	9001:2000
Clause No
	Score/Acceptable Score
	Pass
	Fail
	Commentary

	
	
	A’s
	B’s
	(B+C)’s
	C’s
	D’s
	Total
	
	
	

	4.  Management System
	
	-
	-
	-
	-
	-
	-
	
	
	

	General Requirements 
	4.1
	-
	-
	-
	-
	-
	-
	
	
	

	Documentation (including records)
	4.2
	
	
	/7
	/4
	/0
	(16)
	
	
	

	5  Management Responsibility
	5
	
	
	/6
	/4
	/0
	(13)
	
	
	

	6  Resource Management  (incl training)
	6
	
	
	/6
	/4
	/0
	(13)
	
	
	

	7  Product Realization
	
	-
	-
	-
	-
	-
	-
	
	
	

	Planning Product Realization
	7.1
	
	
	/15
	/7
	/0
	(37)
	
	
	

	Customer related processes
	7.2
	
	
	/4
	/2
	/0
	(7)
	
	
	

	Design and development
	7.3
	NA
	NA
	NA
	NA
	NA
	NA
	NA
	NA
	

	Purchasing
	7.4
	
	
	/6
	/3
	/0
	(12)
	
	
	

	Production and service provision
	7.5
	
	
	/5
	/3
	/0
	(10)
	
	
	

	Monitoring & measuring devices 
	7.6
	
	
	/2
	/1
	/0
	(4)
	
	
	

	8.  Measurement Analysis & Improvement
	
	-
	-
	-
	-
	-
	-
	
	
	

	General
	8.1
	-
	-
	-
	-
	-
	-
	
	
	

	Monitoring and measurement
	8.2
	
	
	/6
	/4
	/0
	(14)
	
	
	

	Control of noncompliance
	8.3
	
	
	/3
	/2
	/0
	(6)
	
	
	

	Analysis of Data
	8.4
	
	
	/2
	/1
	/0
	(3)
	
	
	

	Improvement
	8.5
	
	
	/2
	/1
	/0
	(3)
	
	
	

	( Responses to questions on system elements from other ‘sets’ of questions are not to be recorded in this ‘set’ of questions

  Note:  Not applicable questions to be scored as “A”


	Audit Reference Number: 110202
	Checklist *Set Identifier: SIMO-Q
	Assessor’s Signature: .....………………
	Date: 2-Feb-11


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST


	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	4
	MANAGEMENT SYSTEM
	
	
	
	
	
	

	4.1
	General requirements
	
	
	
	
	
	

	
	As 4.1 is a summary of the requirements of AS/NZS ISO9001 it is covered elsewhere and no questions included for 4.1.
	
	
	
	
	
	

	4.2
	Documentation requirements
	
	
	
	
	
	

	
	General
	
	
	
	
	
	

	1
	Has the organisation documented its Quality, OHS&R and environmental management policy intent and is it appropriate?
	
	
	
	
	
	

	2.
	Does the policy statement or equivalent define the firm’s services and the scope of the management system?
	
	
	
	
	
	

	3
	Is there evidence that the documented Quality, OHS&R and environmental management policy has support and commitment of the organisation’s management and is understood and known by staff?
	
	
	
	
	
	

	
	Document Control

Notes: 
 1.  Document control covers documents produced by the organisation (eg procedures) and documents from outside (eg Australian Standards).

2.   For organisations seeking prequalification for OHS&R and environmental management responses to questions regarding control of documents is to cover these aspects.
	
	
	
	
	
	

	4
	Are there documented and implemented procedures for the review and approval of system level documents, eg:

· management system manual,

· procedures,

· forms,

· Australian Standards,

· relevant legislation?
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	4
	MANAGEMENT SYSTEM
	
	
	
	
	
	

	4.2
	Documentation requirements (Continued)
	
	
	
	
	
	

	5
	Are there documented and implemented procedures for the issue and distribution of system level documents? 
(ie procedures to ensure that pertinent issues are available at appropriate locations and invalid and/or obsolete documents are promptly removed from all points of issue or use, or otherwise assured against unintended use.)
	
	
	
	
	
	

	6
	Are there documented and implemented procedures for identifying and accessing legal and other external documentation containing requirements relating to the organisation’s activities including those relevant to OHS&R and environmental management?
	
	
	
	
	
	

	7
	Are there documented and implemented procedures for the review and approval of project documents, including as applicable:

· (Quality) plans for delivery of contracts,

· OHS&R plans,

· environmental management plans,

· project procedures,

· programs,

· drawings,

· specifications?
	
	
	
	
	
	

	8
	Are there documented and implemented procedures for the issue and distribution of project documents?
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	4
	MANAGEMENT SYSTEM
	
	
	
	
	
	

	4.2
	Documentation requirements (Continued)
	
	
	
	
	
	

	9
	Do the procedures or practices adequately include for control of such documents as correspondence, sketches, and photocopies of sketches affecting the project output?
	
	
	
	
	
	

	10
	Do the procedures or practices adequately cover changes to issued documents, including when such changes are received in separate correspondence or instructions?
	
	
	
	
	
	

	11
	Are there processes in place for virus checking incoming computer files?
	
	
	
	
	
	

	
	Control of Records

Note: For Prequalification for OHS&R and environmental management response to questions regarding control of records is to cover these aspects.
	
	
	
	
	
	

	12
	Are there documented and implemented procedures for the identification, collection, indexing, storage, retention time, access and disposition of records?
	
	
	
	
	
	

	13
	Do the procedures cover system level records, eg as applicable :

SYMBOL 183 \f "Symbol" \s 10 \h
management system manual,

SYMBOL 183 \f "Symbol" \s 10 \h
procedures,

SYMBOL 183 \f "Symbol" \s 10 \h
internal audit reports,

SYMBOL 183 \f "Symbol" \s 10 \h
management review,

SYMBOL 183 \f "Symbol" \s 10 \h
corrective and preventive actions,

SYMBOL 183 \f "Symbol" \s 10 \h
training records, etc? 
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	4
	MANAGEMENT SYSTEM
	
	
	
	
	
	

	4.2
	Documentation requirements (Continued)
	
	
	
	
	
	

	14
	Do the procedures cover project level records, eg as applicable:

SYMBOL 183 \f "Symbol" \s 10 \h
contract review,

SYMBOL 183 \f "Symbol" \s 10 \h
project (Quality) plans,

SYMBOL 183 \f "Symbol" \s 10 \h
inspection and testing records,

SYMBOL 183 \f "Symbol" \s 10 \h
project audit reports,

SYMBOL 183 \f "Symbol" \s 10 \h
corrective and preventive actions, 

SYMBOL 183 \f "Symbol" \s 10 \h
control of non - conforming product

· etc?
	
	
	
	
	
	

	15
	Are, as applicable, the following records being controlled:

· licences, permits and operator licences,

· details of qualifications held by individuals,

· OHS&R and environmental management plans and related documentation, 

· monitoring and inspection reports,

· hazard and safety review reports,

· reports of health; safety and rehabilitation incidents;

· environmental incident reports,

· complaints and any follow-up action,

· minutes of OHS consultative meetings,

· incident analyses, and

· data  for injury lost time and no lost time plus frequency rates and duration?
	
	
	
	
	
	

	16
	Do the procedures and/or practices cover ensuring any contractual requirements regarding retention and customer access for records are met?
	
	
	
	
	
	

	
	Score sub-total for element 4.2
	
	
	
	


	
	
	

	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	5
	MANAGEMENT RESPONSIBILITY
	
	
	
	
	
	

	1
	Is there evidence that the organisation establishes objectives based on its policy intent, including for OHS&R and environmental management?
	
	
	
	
	
	

	2
	Has the organisation defined and documented responsibilities and authorities for key non-project personnel? 
	
	
	
	
	
	

	3
	Are key non-project personnel aware of and understand their responsibilities and authorities?
	
	
	
	
	
	

	4
	Is there evidence that the organisation defines and documents responsibilities and authorities for project personnel? 
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	5
	MANAGEMENT RESPONSIBILITY
	
	
	
	
	
	

	5
	Do the organisation’s definitions of responsibilities and authorities include, as applicable, for OHS&R and environmental management aspects:

· defining the organisation’s policy and objectives,

· defining responsibilities,

· ensuring adequate physical and funding resources are allocated,

· managing compliance at the organisational and job levels,

· acquiring and disseminating relevant information,

· consultation with OHS&R workplace committees,

· planning and conducting training, including that for induction and rehabilitation,

· developing emergency procedures and ensuring on-site awareness,

· ensuring compliance with safe working rules,

· managing verification of compliance of work sites with legislation, regulations, standards and codes ,

· quarantining unsafe sites, materials and equipment,

· reporting incidents and accidents,

· collating incident, accident and injury data,

· investigating incidents and accidents and initiating corrective/preventive actions,

· determining procedures for managing rehabilitation?
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	5
	MANAGEMENT RESPONSIBILITY
	
	
	
	
	
	

	6
	Has top management appointed a member of management (ie a Management Representative) responsible for:

· ensuring that the management system (including for OHS&R and environmental management) is maintained and implemented,

· informing top management on the performance of the management system and any need for improvement,

· ensuring the promotion of awareness of customer requirements throughout the organisation? 
	
	
	
	
	
	

	7
	Does the Management Representative have the necessary knowledge, understanding and experience for their role, including in regard to:

· OHS&R,

· environmental management?
	
	
	
	
	
	

	8
	Is the Management Representative free from being subordinated to other functions?
	
	
	
	
	
	

	9
	Is there an established process for management review, ie reviewing the performance of the management system, including projects?
	
	
	
	
	
	

	10
	Are the arrangements and frequency of the management review suitable for ensuring organisational and project matters are addressed in a timely manner?
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	5
	MANAGEMENT RESPONSIBILITY
	
	
	
	
	
	

	11
	Does the management review adequately address relevant matters, including as applicable:

· project progress and performance,

· resourcing, 

· audit results,

· customer feedback,

· changes in external documents which affect the management system, eg Australian Standards,

· preventive and corrective actions,

· recommendations for improvements,

· nonconformance trends and issues,

· training?
	
	
	
	
	
	

	12
	Is there evidence of actioning items identified by management review?
	
	
	
	
	
	

	13
	Is there evidence that the organisation’s management review (including at the job level) includes OHS&R and environmental management matters for relevant aspects, eg in regard to:

· performance of the management system,

· adequacy of resources,

· results of audits,

· feedback from customers/stakeholders,

· changes to legislation, Standards, etc,

· nonconformance,

· corrective and preventive action,

· training?
	
	
	
	
	
	

	
	Scoresby-total for element 5
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	6
	RESOURCE MANAGEMENT
	
	
	
	
	
	

	1
	Does the organisation have a suitable process for ensuring adequate personnel resources are available, including for projects and for maintenance and improvement of the management system?
	
	
	
	
	
	

	2
	Do the processes for personnel management adequately address managing changes in staffing, including notifying customers and other stakeholders of changes?
	
	
	
	
	
	

	3
	Does the organisation have a suitable process for ensuring adequate plant and equipment are available?
	
	
	
	
	
	

	4
	Is there a suitable process for the induction of personnel at:
	
	
	
	
	
	

	
	(a) the organisational level;
	
	
	
	
	
	

	
	(b) the project level?
	
	
	
	
	
	

	5
	Is there a suitable process for ensuring that personnel are competent for their assigned roles at:
	
	
	
	
	
	

	
	(a) the organisational level;
	
	
	
	
	
	

	
	(b) the project level?
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	6
	RESOURCE MANAGEMENT
	
	
	
	
	
	

	6
	Is there evidence that required training is identified and its provision planned?
	
	
	
	
	
	

	7
	Are records of the qualifications, licenses, training and experience of personnel undertaking management, supervisory and trade work maintained? 
	
	
	
	
	
	

	8
	Does the scope of the organisation’s process for ensuring the competency of personnel include pertinent OHS&R and environmental management aspects?

Note: Training aspects of competency for this may relate to a number of types of training, eg:

· basic construction industry safety training,

· task related safety training,

· organisation specific safety training,

· site specific induction training.
	
	
	
	
	
	

	9
	Does the organisation have a process for induction/dissemination of new OHS&R and environmental management information on a site?
	
	
	
	
	
	

	10
	Are there documented arrangements in place for the operation of OHS Consultative Committee(s) and are they appropriate?
	
	
	
	
	
	

	11
	Is there a documented process for management of injury and rehabilitation?
	
	
	
	
	
	

	
	Scoring sub-total for element 6
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.1
	Planning Product Realisation
	
	
	
	
	
	

	1
	Is there a documented process for the preparation, review, organisational approval and, as applicable, obtaining external approval of (Quality) plans for the delivery of projects/contracts?
	
	
	
	
	
	

	2
	Does the process for the development of the plans for the delivery of projects/contracts include for the adequate identification and control of risks?
	
	
	
	
	
	

	3
	Do the organisation’s (Quality) plans for the delivery of projects/contracts address (by inclusion or reference):
	
	
	
	
	
	

	
	(a)   Objectives, including attention to particular customer requirements, for the project/contract;
	
	
	
	
	
	

	
	(b) Responsibilities and authorities;


	
	
	
	
	
	

	
	(c) Construction program;


	
	
	
	
	
	

	
	(d) Documented Procedures, ie for:

+
control of documents and records

+
internal audit (if applicable)

+
control of nonconformance

+
corrective action

+
preventive action;
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.1
	Planning Product Realisation (Continued)
	
	
	
	
	
	

	3 (Continued)
	(e) Documented processes, eg for:

+
engagement of material suppliers and subcontractors (including as applicable surveillance planning and performance)

+
induction of site staff

+
customer supplied items

+
progress claims

+
variations

+
extensions of time

+
inspection and measuring equipment;
	
	
	
	
	
	

	
	(f)   Procurement plan for materials and services;
	
	
	
	
	
	

	
	(g)   Inspection and test plan(s);
	
	
	
	
	
	

	
	(h)   OHS&R plan;
	
	
	
	
	
	

	
	(i)   Environmental management plan;
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.1
	Planning Product Realisation (Continued)
	
	
	
	
	
	

	3 (Continued)
	(j)    Supporting plans (Process Plans) eg for:

+
providing submissions such as documents, samples, compliance records

+
obtaining permits and regulatory approvals

+
temporary traffic management

+
commissioning and handover

+
incident management plan

+
etc;
	
	
	
	
	
	

	
	(k)   Identification of records demonstrating compliance?
	
	
	
	
	
	

	4
	Do the organisation’s plans for the delivery of projects/contracts address (by inclusion or reference) OHS&R matters, including as applicable:
	
	
	
	
	
	

	
	(a)    OHS&R objectives for the project/contract;
	
	
	
	
	
	

	
	(b)   Risk assessment and control plan;


	
	
	
	
	
	

	
	(c)
Defining OHS&R responsibilities  (See Question 5 in Section 5 for indication of responsibilities);
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.1
	Planning Product Realisation
	
	
	
	
	
	

	4 (Continued)
	(d) Supporting plans for addressing OHS&R aspects, eg:

+
client requirements including co-ordination with adjacent areas

+
permits

+
site fencing

+
site security

+
scaffolding and falsework

+
overhead and penetration protection;
	
	
	
	
	
	

	
	(e)   Consultative arrangements;
	
	
	
	
	
	

	
	(f)   Incident management;
	
	
	
	
	
	

	
	(g)   Medical treatment arrangements;
	
	
	
	
	
	

	
	(h)   Hazardous substances;
	
	
	
	
	
	

	
	(k) 
Safe Work Method Statements for critical tasks, eg work in confined spaces, trenching, etc;
	
	
	
	
	
	

	
	(l)
Verification of OH&S aspects, including safety inspections;
	
	
	
	
	
	

	
	(m) 
Arrangements for ensuring the OHS&R performance of contractors, trade contractors/subcontractors  (This may be by inclusion within organisation’s own OHS&R management system or by surveillance of trade contractor /subcontractor’s own OHS&R plan and its implementation);
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.1
	Planning Product Realisation (Continued)
	
	
	
	
	
	

	4  (Continued)
	(n)   OHS&R training, including addressing:

· general construction industry training

· site specific training

· task based training;
	
	
	
	
	
	

	
	(o)    Supporting management processes, including as applicable:

· OHS&R internal auditing,

· rehabilitation

· workers’ compensation insurance

· reporting and investigating incidents, injuries etc?
	
	
	
	
	
	

	5
	Do the organisation’s plans for the delivery of projects/contracts address (by inclusion or reference) environmental management matters, including as applicable:
	
	
	
	
	
	

	
	(a)   Environmental management objectives for the project/contract;
	
	
	
	
	
	

	
	(b)  Environmental risk assessment and control plan;


	
	
	
	
	
	

	
	(c) 
Defining environmental management responsibilities  (See Question 5 in Section 5 for indication of responsibilities);
	
	
	
	
	
	

	
	(d)    Supporting plans for addressing pertinent environmental management aspects, eg:

· permits

· erosion control

· fencing

· waste disposal 

· water pollution control

· noise control;
	
	
	
	
	
	

	
	Scoring sub-total for this page
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.1
	Planning Product Realisation (Continued)
	
	
	
	
	
	

	5 – (Continued)
	(e)   Environmental incident management;
	
	
	
	
	
	

	
	(f)    Handling of substances which could cause environmental harm;
	
	
	
	
	
	

	
	(g)  When warranted suitably documented processes for work items of a sensitive environmental nature;
	
	
	
	
	
	

	
	(h)
Verification of environmental control aspects, including inspections;
	
	
	
	
	
	

	
	(i)
Arrangements for ensuring the environmental management performance of contractors, trade contractors/subcontractors;
	
	
	
	
	
	

	
	(j)   Environmental management induction and training;
	
	
	
	
	
	

	
	(k)  Supporting management processes, including as applicable:

· environmental management internal auditing,

· reporting and investigating incidents, injuries etc?
	
	
	
	
	
	

	
	Scoring sub-total for element 7.1
	
	
	
	


	AS/NZS ISO 9001
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&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.2
	Customer Related Processes 
	
	
	
	
	
	

	1
	Is there a documented process for tendering and entering in to contracts that covers:  
	
	
	
	
	
	

	
	(a)  Review of tender documentation provided by the customer and, as applicable, clarification of requirements;
	
	
	
	
	
	

	
	(b)  Preparation of tender, including confirming organisation has ability to meet requirements;
	
	
	
	
	
	

	
	(c)  Review of tender proposal before submission;
	
	
	
	
	
	

	
	(d)  Review of customer’s acceptance of tender to identify any differences from submitted proposal?
	
	
	
	
	
	

	2
	Does the organisation’s documented process for tendering include review in terms of OHS&R and environmental management implications & issues? 
	
	
	
	
	
	

	3
	Is there a documented process for the hand over from those who did the tender to those who will deliver the contract?
	
	
	
	
	
	

	4
	Is there a documented process to handle changes in the scope or nature of the contract?


	
	
	
	
	
	

	
	Score sub-total for Element 7.2
	
	
	
	


	AS/NZS ISO 9001
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&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.4
	Purchasing 
	
	
	
	
	
	

	
	Note:  In this section the term subcontractor shall be taken to include organisations engaged to supply materials and equipment.
	
	
	
	
	
	

	1
	Is there a documented process for the selection of subcontractors?
	
	
	
	
	
	

	2
	Does the organisation’s process for selecting subcontractors ensure adequate and consistent criteria for selection are used, including as applicable coverage of OHS&R and environmental management matters? 
	
	
	
	
	
	

	3
	Is there a documented process for the preparation and approval of documentation for engagement of subcontractors?
	
	
	
	
	
	

	4
	Does the documentation for engagement of subcontractors define, as applicable:

· scope,

· timing,

· constraints on undertaking assignment,

· performance requirements, technical requirements and acceptance criteria for the work,

· assurances to be provided and applicable controls to give confidence of compliance to specified requirements,

· any access arrangements required by the organisation’s customer?
	
	
	
	
	
	

	
	Score sub-total for this sheet
	
	
	
	


	AS/NZS ISO 9001
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&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.4
	Purchasing (Continued)
	
	
	
	
	
	

	5
	Does the organisation’s documentation for engagement of subcontractors include coverage of relevant OHS&R and environmental management matters?
	
	
	
	
	
	

	6
	Is there an adequate process for handling changes in subcontracts?
	
	
	
	
	
	

	7
	Do the organisation’s own documented processes for ensuring compliance with technical, OHS and environmental requirements encompass those subcontractors who do not utilise their own documented processes and procedures to provide assurance of compliance? 
	
	
	
	
	
	

	8
	Does the organisation have a documented process for the preparation and approval of plans for undertaking surveillance of subcontractors on whose management systems they rely for demonstrating compliance?

(Note: This question is not applicable to those contractors who encompass subcontractors within their own management system for the contract.) 
	
	
	
	
	
	

	
	Score sub-total for this sheet
	
	
	
	


	AS/NZS ISO 9001
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&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.4
	Purchasing (Continued)
	
	
	
	
	
	

	9
	Do the organisation’s plans for surveillance of subcontractors include, as applicable:

· review of their (quality) plan for the assignment;

· review of their management procedures etc (eg. for management review, corrective and preventive action, control of nonconformance, document control etc.);

· assessment of their implementation of the management procedures;

· review of their process and verification plans (eg, work method statements, inspection and test plans, program, traffic management plans, safety plans etc.);

· review of their plans for their surveillance of their suppliers;

· interaction to monitor implementation of process, verification and surveillance plans (eg. attendance at witness and hold points);

· review of compliance records for completeness and sampling to confirm their adequacy; and 

· recording of surveillance results?

(Note: This question is not applicable to those contractors who encompass subcontractors within their own management system for the contract.) 
	
	
	
	
	
	

	10
	Is there evidence of the performance and recording of surveillance of subcontractors.?

(Note: This question is not applicable to those contractors who encompass subcontractors within their own management system for the contract.) 
	
	
	
	
	
	

	
	Scoring sub-total for this page
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	Questions
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	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.4
	Purchasing (Continued)
	
	
	
	
	
	

	11
	Do the organisation’s processes for the planning, performance and recording of surveillance of subcontractors cover subcontractor OHS&R and environmental management aspects, including as applicable:

(a) OHS&R and environmental management plans;

(b) OHS&R and environmental management procedures;

(c) OHS&R and environmental management supporting plans, including for permits/licences;

(d) Arrangements for:

(i) Consultative arrangements

(ii) Medical treatment

(iii) Incident management

(iv) Hazardous & environmentaly harmful substances

(v) Maintenance & inspection of plant & equipment

(e) Site safety rules;

(f) OHS&R and environmental management inspections;

(g) Management of their own suppliers in regard to OHS&R and environmental management aspects;

(h) OHS&R and environmental management training of their site personnel? 

(Note: This question is not applicable to those contractors who encompass subcontractors within their own management system for the contract.)
	
	
	
	
	
	

	12
	Is the performance of subcontractors evaluated and recorded to assist in selection and in the planning of controls to be applied on future engagements?


	
	
	
	
	
	

	
	Scoring sub-total for element 7.4
	
	
	
	


	AS/NZS ISO 9001

Clauses

&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 
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	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.5
	Production and Service Provision
	
	
	
	
	
	

	1
	Are the work processes adequately planned and controlled, including as applicable work instructions and appropriate supervision?
	
	
	
	
	
	

	2
	Is there an adequate process for ensuring the organisation’s employees engaged on particular contracts are properly briefed on their roles and relevant project specific matters?
	
	
	
	
	
	

	3
	Is there an adequate process for ensuring the organisation’s subcontractors’ employees engaged are properly briefed on their roles and relevant project specific matters?
	
	
	
	
	
	

	4
	Do the organisation’s incident management arrangements cover, as applicable:

· evacuation,

· fire,

· spillage,

· medical emergencies,

· contact arrangements? 
	
	
	
	
	
	

	5
	Do the organisation’s arrangements for hazardous materials cover provision of MSDS and registering, receipt, storage, use and disposal of the material?
	
	
	
	
	
	

	6
	Is there evidence of the registering, handling, storage use and disposal arrangements for (hazardous) materials, including identifying the material’s potential impact on the environment and measures to be taken in the event of accidental release?
	
	
	
	
	
	

	
	Score sub-total for this page
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	Questions
	Commentary
	D
	C
	B
	A

	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.5
	Production and Service Provision (Continued)
	
	
	
	
	
	

	7
	Do the organisation’s Safe Work Method Statements as applicable include:

· Description of the work,

· Step by step sequence involved in doing the work,

· Potential hazards,

· Safety controls,

· Precautions to be taken,

· Health and safety instructions to be given,

· Identification of health and safety legislation, codes, standards applicable and where kept,

· Names and qualifications of those who will supervise the work,

· Inspect and approve work areas, work methods, plant, equipment and power tools,

· Description of training to be provided,

· Names of those to be trained and those qualified to train them,

· Identification of plant and equipment to be used,

· Details of inspection and maintenance checks?
	
	
	
	
	
	

	8
	Is there evidence that personnel are suitably trained /inducted in regard to Safe Work Method Statements (Job Safety assessments and Safe Work Procedures)?
	
	
	
	
	
	

	9
	Is there evidence that the supporting plans, including those supporting OHS&R and environmental management plans, eg plans for fencing, barricade, signs etc are implemented?

Note: Auditors only expected to sample a few aspects of a selected limited number of plans.
	
	
	
	
	
	

	
	Scoring sub-total for this page 
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	7
	PRODUCT REALISATION
	
	
	
	
	
	

	7.5
	Production and Service Provision (Continued)
	
	
	
	
	
	

	10
	Is there a documented process for handling customer supplied property, including as applicable:

· Checking its adequacy and suitability,

· Advising the customer of any deficiencies,

· Identification and storage of the items or materials?

Note:  Customer supplied property may include roads for resurfacing, buildings for refurbishment or fit-out as well as material such as pavers, plumbing items, etc for incorporation in the works.
	
	
	
	
	
	

	
	Score sub-total for Element 7.5
	
	
	
	


	7.6
	Monitoring and Measuring Devices
	
	
	
	
	
	

	1
	Is there a documented process for identify what measurements are to be made with calibrated measuring equipment and the control of the calibrated equipment?
	
	
	
	
	
	

	2
	Is there evidence that the calibration of relevant measuring equipment is being systematically maintained?
	
	
	
	
	
	

	3
	Do the organisation’s documented processes for the control of measurements and monitoring devices include those required for OH&S and environmental management matters?
	
	
	
	
	
	

	4
	Are there mechanisms in place covering the use of calibrated measuring equipment by subcontractors to ensure that for required measurements equipment is appropriately calibrated? 
	
	
	
	
	
	

	
	Score sub-total for Element 7.6
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	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	8
	Measurement Analysis and Improvement 
	
	
	
	
	
	

	8.1
	General  (No checklist questions)
	
	
	
	
	
	

	8.2
	Monitoring and measurement
	
	
	
	
	
	

	
	Internal Audit
	
	
	
	
	
	

	1
	Has the Organisation documented and implemented procedures for scheduling internal audits and do they adequately address both project and organisational aspects?
	
	
	
	
	
	

	2
	Do the documented procedures ensure that the audits are performed by personnel who are independent of the work being audited? (Note: In the case of small organisations where there are insufficient suitable staff, for the purposes of this assessment, the head of the organisation may audit their own work subject to this being undertaken with an independent perspective.)
	
	
	
	
	
	

	3
	Are the skills required to undertake internal audits defined and are they adequate? 
	
	
	
	
	
	

	4
	Do the audit schedule(s) include OHS&R and environmental management aspects at both management and site (project) levels?
	
	
	
	
	
	

	5
	Are there documented and implemented procedures for the performance of internal audits and the reporting of such audits?
	
	
	
	
	
	

	6
	Is there evidence of performance of internal audit addressing OHS&R and environmental management aspects at both the organisational and job level?
	
	
	
	
	
	

	7
	Are there documented procedures to ensure the implementation and effectiveness of Corrective Action identified by audits?
	
	
	
	
	
	

	
	Scoring sub-total for this page 
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&
	CONTRACTOR AUDIT CHECKLIST
	Rating2 

	Questions
	Questions
	Commentary
	D
	C
	B
	A

	8
	Measurement Analysis and Improvement 
	
	
	
	
	
	

	8.2
	Monitoring and measurement
	
	
	
	
	
	

	
	Inspection and Testing
	
	
	
	
	
	

	8
	Is there a documented process for the preparation, review and approval of plans for verification (inspection and testing)?
	
	
	
	
	
	

	9
	Do the plans for inspection and testing adequately address:

· responsibilities, ie who is the person or organization responsible for verification,

· stages or points in the process when verification (including witness and hold points) is to carried out,

· the method(s) and equipment, 

· the frequency,

· characteristics and criteria for acceptance,

· records of verification to be made, and their format?


	
	
	
	
	
	

	
	Scoring sub-total for this page 
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	D
	C
	B
	A

	8
	Measurement Analysis and Improvement 
	
	
	
	
	
	

	8.2
	Monitoring and measurement
	
	
	
	
	
	

	10
	Do the plans for inspection and testing adequately address:

· purchased materials and items,

· in-process inspection and testing,

· final inspection and testing?


	
	
	
	
	
	

	11
	Does the organisation’s documented process for inspection and test planning include coverage of  OH&S and environmental control matters?
	
	
	
	
	
	

	12
	Is there an adequate mechanism to ensure that the inspection and testing on jobs is co-ordinated and completed?
	
	
	
	
	
	

	13
	Is there evidence of the implementation of inspection and test plans? 
	
	
	
	
	
	

	14
	Is there evidence of the planning and performance of OHS and environmental control verification, including for, as applicable:

· site establishment, access and maintenance,

· environmental control measures,

· incoming materials and equipment,

· hazardous substances,

· plant and equipment safety,

· electrical safety,

· site safety and security outside working hours?
	
	
	
	
	
	

	
	Score sub-total for Element 8.2
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	Questions
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	D
	C
	B
	A

	8
	Measurement Analysis and Improvement 
	
	
	
	
	
	

	8.3
	Control of Noncompliance 
	
	
	
	
	
	

	1
	Is there a documented and implemented procedure for the identification, recording, and disposition of nonconforming product/noncompliance?
	
	
	
	
	
	

	2
	Does the documented procedure for nonconformance include for the verification of corrected items?
	
	
	
	
	
	

	3
	Does the documented procedure for nonconformance address possible contractual requirements for notification and customer approval relating to nonconformance?
	
	
	
	
	
	

	4
	Does the documented procedure and their implementation for nonconformance include for evaluating the need for corrective action?
	
	
	
	
	
	

	5
	Does the scope of the organisation’s documented procedures for control of noncompliance include for OHS&R and environmental aspects (eg safety incidents)?
	
	
	
	
	
	

	6
	Do the organisation’s documented procedures include for notification of relevant authorities such as ACT WorkCover and Environment ACT for potential hazards, accidents and spillage?
	
	
	
	
	
	

	
	Scoring sub-total for element 8.3 
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	D
	C
	B
	A

	8
	Measurement Analysis and Improvement 
	
	
	
	
	
	

	8.4
	Analysis of Data
	
	
	
	
	
	

	1
	Is there a documented process for collecting and analysing management data, including that relating to OHS &R and environmental management?
	
	
	
	
	
	

	2
	Is there evidence of the collection and use of management data/records in identifying corrective and preventive actions?
	
	
	
	
	
	

	3
	Is there a suitable process for keeping records of  accident/injury lost time and associated frequency rate?  Note: Auditors need to be aware that the application for ‘prequalification certification’ specifically calls for provision of this data.
	
	
	
	
	
	


	
	Score sub-total for Element 8.4
	
	
	
	

	8.5
	Improvement
	
	
	
	
	
	

	1
	Is there a documented and implemented procedure(s) for corrective action and preventive action and does it cover their: 

· identification,

· recording,

· actioning,

· review of effectiveness?
	
	
	
	
	
	

	2
	Do the organisation’s procedures for corrective and preventive action include coverage of OHS&R and environmental management aspects?
	
	
	
	
	
	

	3
	Do the organisation’s documented and implemented procedures for corrective and preventive action include addressing notifications of deficiencies (complaints) from external parties including regarding OHS&R and environmental management matters?

Note:  This includes notifications of noncompliance with work or services previously verified by the organisation as complying.
	
	
	
	
	
	

	
	Score sub-total for Element 8.5
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1 Responsibility for operation of this document’s current edition / revision is that of the user. 


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.


2 A = No deficiencies / B = Minor deficiencies / C = Significant deficiencies / D = No significant compliance.
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