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Legend:
 CB – Certification Body; C – Complies; O – Observation; N – Nonconformity; A – Assess at audit; F – Further information required; N/A – Not applicable.

Note: 
Applicants that DO NOT hold accreditation to ISO/IEC 17021 are required to also complete Form AUD 108 – ISO/IEC 17021 Checklist.
	Section
	Requirement
	Comments

(applicant to provide manual and/or procedure references)
	Finding

	2
	Normative references
	
	

	
	Do the CB’s personnel have ready access to these references?
	
	

	3
	Terms and definitions
	
	

	J.3.1
	Does the CB’s managements system use, call up or refer to these terms and definitions which are specific to this program?
	
	

	5
	General requirements
	
	

	5.1
	Legal and contractual matters
	
	

	5.1.1
	Legal responsibility
	
	

	J.5.1.1
	Are the criteria against which the disability employment service of an applicant is assessed those outlined in the Disability Services Standards or other normative documents relevant to the function performed? 
	
	

	5.2
	Management of impartiality
	
	

	J.5.2.1
	Does the CB have a documented, publicly available policy on handling gifts or hospitality offered by organisations it is contracted to provide certification services to?
	
	

	6
	Structural requirements
	
	

	6.2
	Committee for safeguarding impartiality
	
	

	J.6.2.1
	Does the CB ensure that the committee which safeguards impartiality includes a CTE?
	
	

	J.6.2.2
	Does the CB ensure that consumers are represented on the committee which safeguards impartiality?
	
	


	Section
	Requirement
	Comments

(applicant to provide manual and/or procedure references)
	Finding

	7
	Resource requirements
	
	

	7.2
	Personnel involved in the certification activities
	
	

	J.7.2.1
	Does the CB involve a person with disability as a CTE or auditor/lead auditor on all audit teams?
	
	

	J.7.2.2
	Does the CB ensure that the CTE is actively involved in the audit of the disability employment organisation? 
Note:
The intent of this requirement is to prevent tokenistic use of CTEs on audit teams.
	
	

	J.7.2.3
	Are all existing audit team members certified under the Disability Services Audit Personnel Certification Scheme operated by RABQSA International? 
	
	

	J.7.2.4
	Does the CB ensure that personnel not certified by RABQSA and wishing to work as audit team members, have successfully completed the relevant knowledge competency and personal attributes examinations as a pre-requisite before commencing work? 

Does the CB ensure that after passing the examinations, individuals work in audit teams under supervision for no more than six-months?

Does the CB ensure that within six months of successful completion of knowledge and personal attributes examinations, individuals successfully complete an on-site skill examination for the relevant grade, and are certified by RABQSA, in order to continue work as audit team members?
	
	

	J.7.2.5
	Does the CB ensure that the CTE actively participates in the following audit activities with the other team members, and is this involvement traceable via reports or other documents on the CB's files:
	
	

	a)
	planning and preparing the methods of consumer participation in the audit, developing the audit plan, and evaluating the need for independent support for consumers;
	
	

	b)
	engaging consumers during the audit to collect, examine and analyse evidence with respect to the DSS;
	
	


	Section
	Requirement
	Comments

(applicant to provide manual and/or procedure references)
	Finding

	c)
	reviewing consumer files or following-up issues with consumers;
	
	

	d)
	attending for the full duration of the audit, including the opening meeting, audit team review meeting(s) and closing meeting;
	
	

	e)
	preparing the written audit report before it is submitted to the disability employment organisation?
	
	

	J.7.2.6
	Does the CB ensure that all audit teams comprise at least two RABQSA-qualified persons, one of whom shall also meet the definition of a CTE? 

Does the CB ensure that a RABQSA-qualified lead auditor leads all audit teams?
	
	

	J.7.2.7
	Do documented monitoring procedures for CTEs, other technical experts and contracted personnel include on-site observation?
	
	

	8
	Information requirements
	
	

	8.2
	Certification documents
	
	

	J.8.2.1
	For a consortium, are the head office and all related sites identified on a single certificate? 

Where a member of a consortium has a scope of certification that is different to the scope(s) for the other members, is the additional or reduced scope clearly identified on the certificate?

Note:
This would not preclude individual members holding separate certification for one scope, and also to be part of a consortium for a separate certification.
	
	

	8.4
	Reference to certification and use of marks
	
	

	J.8.4.1
	If the CB confers the right to use a mark to indicate certification of a disability employment organisation, does it ensure that the disability employment organisation shall not use the specified mark:
	
	

	a)
	on a product or packaging of products produced by the disability employment organisation;
	
	

	b)
	in a way that may be interpreted as denoting product conformity; or
	
	


	Section
	Requirement
	Comments

(applicant to provide manual and/or procedure references)
	Finding

	c)
	in a way that may be likely to confuse consumers?
	
	

	8.5
	Confidentiality
	
	

	J.8.5.1
	Does the CB ensure that all confidential information about a disability employment organisation, comprising documentation, records and data either in hard copy or electronic format that comes into the possession of a CB or any of its representatives, is treated in accordance with the Privacy Act?
	
	

	J.8.5.2
	Does the CB ensure that information about a consumer of a disability employment organisation that is identifiable directly or indirectly to that consumer, is not disclosed without the written consent of that person, unless required by law?

Where written consent is not available or appropriate, does the CB ensure that the consumer is supported by a carer, family member or advocate empowered to make an informed decision about consent?
	
	

	J.8.5.3
	Does the CB ensure that information about a particular disability employment organisation may be disclosed to the Department without the written consent of the disability employment organisation, in accordance with the requirements of the disability employment organisation's funding agreement with the Australian Government?
	
	

	8.6
	Information exchange between a CB and its clients
	
	

	8.6.1
	Information on the certification activity and requirements
	
	

	J.8.6.1.1
	Does the CB have legally enforceable arrangements to ensure that each certified disability employment organisation makes available to the CB, when requested, the records of all communications and action taken in relation to the requirements of the DSS or other normative documents? 

Note:
This includes correspondence, recommendations and actions documented by the CRRS, FaCSIA, DEWR or any advocacy agency relating to complaints about the disability employment organisation. 
	
	


	Section
	Requirement
	Comments

(applicant to provide manual and/or procedure references)
	Finding

	8.6.2
	Notice of changes by a certification body
	
	

	J.8.6.2.1
	Is the CB aware that the Department reserves the right to refer matters to the CB for attention when advised by the CRRS or other sources of the following:
	
	

	a)
	failure of the disability employment organisation to implement recommendations made by the CRRS;
	
	

	b)
	serious allegations of abuse and neglect within an organisation, including physical, sexual or financial abuse, or wilful deprivation (wilfully denying a person assistance and thereby exposing that person to the risk of physical, mental or emotional harm), or any other serious conformity issues;
	
	

	c)
	serious allegations related to financial mismanagement or fraud; 
	
	

	d)
	other matters that may become subject to external investigation (for example, by the police)?
	
	

	8.6.3
	Notice of changes by a client
	
	

	J.8.6.3.1
	Is the CB aware that the Department will notify disability employment organisations and JAS-ANZ when it refers matters to the CB for attention?
	
	

	J.8.6.3.2
	Does the CB copy matters referred to it by the Department into its complaints system, and action them according to its procedures for handling complaints?
	
	

	9
	Process requirements
	
	

	9.1
	General requirements
	
	

	J.9.1.1
	Does the CB ensure that, when selecting the team for a specific audit, the team:
	
	

	a)
	has an understanding of and empathy with the disability employment organisation's values that are required to achieve service delivery outcomes that meet consumer needs;
	
	

	b)
	understands the geographic, religious or cultural context in which the disability employment organisation operates;
	
	

	c)
	can communicate effectively in writing or orally or using alternative communication systems with all parties involved in the audit process;
	
	


	Section
	Requirement
	Comments

(applicant to provide manual and/or procedure references)
	Finding

	d)
	informs the CB, prior to the audit, about any existing, former or envisaged link between team members or their disability employment organisations, and the disability employment organisation to be audited?
	
	

	J.9.1.2
	In deciding the size and composition of the audit team and the need (if any) for technical experts (in addition to CTEs), does the CB also consider the range of consumers with differing disabilities likely to be encountered within the scope of the audit?
	
	

	J.9.1.3
	Can the CTE (along with selected other technical experts) also provide support in understanding the appropriate language required for the audit and the disability employment organisation’s particular social and cultural characteristics?
	
	

	J.9.1.4
	A CTE who is not qualified as an auditor/lead auditor may work alone when interviewing individual consumers face to face, or by telephone. Otherwise, does the CB ensure that such CTEs and all other technical experts do not audit independently of a qualified auditor/lead auditor?
	
	

	J.9.1.5
	Where other management system audits are conducted simultaneously or consecutively with an audit against the DSS, there may be elements common to all systems. Regardless, does the CB ensure that all relevant key performance indicators of the DSS are audited by audit teams conforming with all the relevant requirements of this procedure?
	
	

	J.9.1.6
	At all audits, does a closing meeting take place between the audit team and the disability employment organisation’s management and consumers prior to leaving the premises at which the audit team:
	
	

	a)
	provides a written or oral indication regarding the conformity of the disability employment organisation with each key performance indicator and each Disability Services Standard, and an opportunity for questions about the findings;
	
	

	b)
	briefly summarises all the available avenues for resolving complaints and appeals including JAS-ANZ, the CB, RABQSA, and the CRRS?
	
	

	J.9.1.7
	Does the CB ensure that the disability employment organisation has invited consumers to both the opening and closing meetings of all audits?
	
	

	J.9.1.8
	Written reports of audits of disability employment organisations require more than generic summary statements. Does the content of all reports include:
	
	

	a)
	a brief description of the disability employment organisation, including the service types within it;
	
	

	b)
	the number and type of stakeholders consulted with during each audit;
	
	

	c)
	a brief summary of the overall findings (conclusions) of the audit, including comments on the effectiveness of the disability employment organisation’s system to ensure conformity with the DSS;
	
	

	d)
	ratings of conformity against each key performance indicator and each Disability Services Standard, in accordance with the rating scale and the respective definitions of the ratings at Clause J.3.1;
	
	

	e)
	an adequate description of the main evidence and audit trails to support the ratings allocated to each KPI. Qualifying comments about KPIs should reflect the varying language for different service types;
	
	

	f)
	suggestions for continuous improvement and positive findings (noteworthy features)?
	
	

	J.9.1.9
	Does the CB provide the written report to the disability employment organisation and enter it onto FOFMS within 10 working days of the completion of the audit (single site) or 20 working days (multi-site)?
	
	

	J.9.1.10
	Does the content of reports of surveillance and recertification audits of disability employment organisations ensure that coverage of requirements at ISO/IEC 17021 Clauses 9.3.2.1 (surveillance) and 9.4.2.1 (recertification) is traceable?
	
	

	J.9.1.11
	Where applicable, do reports (eg. of surveillance, recertification or follow-up audits) document:
	
	

	a)
	the clearing of each major nonconformity and nonconformity revealed previously;
	
	

	b)
	any useful comparison with the results of previous audits of the disability employment organisation?
	
	

	9.2
	Initial audit and certification
	
	

	9.2.1
	Application
	
	

	J.9.2.1.1
	Does the CB include a CTE in the certification decision-making process?
	
	

	9.2.2
	Application review
	
	

	J.9.2.2.1
	Does the CB ensure that certification is not granted until all major nonconformities and nonconformities as defined in Clause J.3.1 have been corrected and the correction verified?

Does the CB ensure that certification is also subject to a satisfactory outcome of any investigation by the Department of any allegations in relation to notifiable issues?
	
	

	9.2.3
	Initial certification audit
	
	

	J.9.2.3.1
	If a disability employment organisation formally disagrees with its CB’s audit findings, does the CB notify the Department within 10 working days of learning of the disagreement, if it has not been resolved in that time?
	
	

	9.3
	Surveillance activities
	
	

	9.3.1
	General
	
	

	J.9.3.1.1
	At each surveillance audit, does the CB check conformity with DSS 2, 7, 8, 9 and 12 and other selected DSS; and interview the responsible management and a sample of consumers?
	
	

	9.3.2
	Surveillance audit
	
	

	J.9.3.2.1
	Does the CB ensure that the date of the first surveillance audit is not more than 12 months from the date of the last day of the on-site component of the certification or recertification audit?

Does the CB ensure that the second surveillance audit is conducted not more than 13 months after the last day of the first surveillance audit?
	
	

	9.4
	Recertification
	
	

	9.4.1
	Recertification audit planning
	
	

	J.9.4.1.1
	Does the CB also apply Clauses J.9.2.1.1 and J.9.2.3.1 to recertification?
	
	


	Section
	Requirement
	Comments

(applicant to provide manual and/or procedure references)
	Finding

	9.6
	Suspending, withdrawing or reducing the scope of certification
	
	

	J.9.6.1
	Does the CB advise the Department’s Disability Branch in writing within 5 working days if certification is suspended or withdrawn, or where there are any changes in decisions relating to the status of certification, and the reasons for those decisions?
	
	

	9.7
	Appeals
	
	

	J.9.7.1
	Does the CB include a CTE in appeals hearings?
	
	

	9.9
	Records of applicants and clients
	
	

	J.9.9.1
	Do the CB’s records include the following information:
	
	

	a)
	the supporting information and rationale for any multi-site sampling decisions shall be clearly documented and maintained up to date by the CB so that their basis is readily traceable;
	
	

	b)
	sufficient information to trace all on-site audit durations, and the basis for the calculations (number of consumers etc.);
	
	

	c)
	full justification and documentation in each case where there is any departure from the requirements in the Annexes?
	
	

	Annex A
	Audit duration
	
	

	Annex B
	Mullti-site certification
	
	

	Annex C
	Audit planning and consumer sampling
	
	

	Annex D
	Code of ethics
	
	

	Annex E
	Transfer of accredited certification
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