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	MS 02

HKCAS AUDITOR EVALUATION REPORT
(FOR MANAGEMENT SYSTEM CERTIFICATION)



	Case ID:

  
	Date:

  

	Individual:

  
	Certification body:

  

	Type of audit:

  
	Audit length/day:

  

	Certification standard: 

  
	Role in the audit:

  

	Client name & location:

Certification Scope:
NACE/Technical Area:


	


EVALUATION
(Key: Y = Acceptable; N = Nonconformity; O = Observation; A = Verbal advice, N/A= Not applicable)

	Criteria
	Key
	Comment

	Effective planning, preparation and briefing


	
	[HKAS evaluating officer should comment on the CB and the audit team/auditor planning, e.g. determination of audit time, audit programme, audit plan, preparation of the audit team/auditor, job assignment, etc.]



	Conduct of opening meeting

· introduction

· confirmation of plan including scope, objectives and criteria
· communications

· resources and escorts
· method of reporting and grading of findings
· time and place of exit meeting

· ask for questions


	
	[HKAS evaluating officer should comment whether the opening meeting was conducted in accordance with clause 9.4.2 of ISO/IEC 17021-1: 2015 or not.  HKAS evaluating officer should also comment on the presentation skills of the audit team/auditor and the communication between the audit team/auditor and the client being audited.]



	Skills & technique: 

· remained in scope

· objective, unbiased

· questioning, cross-checks, depth, persistence

· conclusions based on objective evidence

· alert

· act ethically


	
	[HKAS evaluating officer should describe and comment on audit skills and technique of the audit team/auditor, e.g. interview, observation of processes and activities, review of documentation and records, sampling, establishment of audit trails, ability to collect, verify and record evidence of conformity and nonconformity in line with the required elements for the type of audit, appropriateness of grading of findings, handling of previous findings, etc.  HKAS evaluating officer should also comment if there were any significant findings not reported/identified by the audit team/auditor.]


	Auditor/reviewer meeting (if held)

· collect positive comments

· consolidate findings

· agree classification of NCR’s

· ensure scope covered

· discuss approach for closing meeting


	
	[HKAS evaluating officer should comment on the communication among audit team members.  HKAS evaluating officer should also comment whether the audit team prepared the audit conclusions in accordance with clause 9.4.6 of ISO/IEC 17021-1: 2015.]

	Closing meeting

· observations clearly presented and explained

· significance of observations explained

· management system effectiveness in meeting objectives
· process for handling of identified findings

· timeframe for responding to findings

· complaints and appeals 

	
	[HKAS evaluating officer should comment whether the closing meeting was conducted in accordance with clause 9.4.7 of ISO/IEC 17021-1: 2015 or not.  HKAS evaluating officer should also comment on the audit findings and conclusions in relation to the client management system conformity and implementation.]


	Compliance with procedures


	
	[HKAS evaluating officer should comment whether the audit was conducted in accordance with the CB procedures.]


	Reporting clear and concise

· orally and in writing


	
	[HKAS evaluating officer should comment on the reporting skills of the audit team/auditor.  HKAS evaluating officer should give a conclusion on the reliability of the audit report to reflect the actual audit findings and conclusions.]


	Relationship with team


	
	[HKAS evaluating officer should comment on the relationship among the auditor being evaluated and other audit team members.]


	Relationship with client


	
	[HKAS evaluating officer should comment on the relationship between the audit team/auditor and the client.]


	Personal skills:

· open minded

· mature

· ability to understand complex operations from a broad perspective

	
	[HKAS evaluating officer should comment on personal skills of the auditor being evaluated.  HKAS evaluating officer may refer to Annex D of ISO/IEC 17021-1: 2015 when compiling the comment.]

	Coverage and application of elements of the certification standard(s) 


	
	[HKAS evaluating officer should comment on the coverage and application of elements of the certification standard(s).]

	Summary:
[HKAS evaluating officer should include the following in the summary:
· competence of the audit team/auditor;

· scope coverage and effectiveness of the audit; and

· conclusion of the overall performance of the audit team/auditor.]
[HKAS evaluating officer may also include the following in the summary:

· whether impartiality was maintained;

· safety arrangements;

· confidentiality;

· regulatory or legal compliance; and

· post-witnessing activities.]



	Evaluating Officer:

 
	Signature:
	Date:
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