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This form will be utilised to prepare for your next audit. Please complete the activities and employee numbers for all locations included under certification. If your certification only covers head office, the other rows can be left bank. Additional rows can be added by clicking the ‘+’ at the end of the row.
	Location Address
	Activities
	Employee Breakdown
	Total No. of Staff

	
	
	Executive Management
	Management System Team (See Note 5 on the Notes page)
	Office Based Workers / Home Workers, Cleaners, Security Staff (FTE)*
(See Notes 1 & 4 on Notes page)
	Production / Factory / Warehouse / Field / Site Workers (FTE)*
(See Notes 1 & 4 on Notes page)
	Shift Workers (included within the other categories)
(See Notes 1 & 4 on Notes page)
	

	
	Head Office
	
	
	
	
	
	


Please use the box below to provide any further details regarding your certification/company that may be of assistance to us. This may include plans for expansion, change of address, new services etc that is planned for the next 12 months.
	


Complexity Questions
	Standard Applicable
	Question

	QMS / EMS / HSMS / ISMS
	Would our auditor require an interpreter to speak with more than 10% of your employees?
	No
	

	
	Yes
	

	QMS / EMS / HSMS / ISMS
	Does your organisation undertake work on customer or temporary sites? (See Note 6 on the Notes page)
	No
	

	
	Yes
	


	
	If “Yes”, please note below what activities are carried out …

	
	
	
	
	


	QMS / EMS / HSMS / ISMS
	Does your organisation outsource any core activities (e.g. manufacturing, design/development, warehousing, data hosting, assembly, packing, installation, servicing, service delivery, construction related activities)?
	No
	

	
	Yes
	


	
	If “Yes”, please indicate what activities are outsourced …


	
	
	
	
	

	QMS / EMS / HSMS / ISMS
	Are more than 20% of your employees home workers?
	No
	

	
	Yes
	


	QMS / EMS / HSMS / ISMS
	Has your management system been continuously certified for the past 3 years by an Accredited Certification Body?
	No
	

	
	Yes
	


	QMS / EMS / HSMS / ISMS
	Does your organisation regularly design new products/services and/or undertake design work as part of the services or products that you supply to your clients?
	No
	

	
	Yes
	


	
	If “Yes”, please indicate what design work is undertaken …


	
	
	
	
	

	QMS / EMS / HSMS / ISMS
	Can the majority of the management system documentation be accessed remotely by our auditor (i.e. through a cloud-based portal or storage service, such as SharePoint)?
	No
	

	
	Yes
	


	EMS
	Are any of your operations covered by an environmental permit for Waste Operation, Industrial Installation, End of Life Vehicle Processing, Discharge to Water or Groundwater, Radioactive Substances?
	No
	

	
	Yes
	


	EMS
	Has your organisation received any environmental complaints in the past 3 years?
	No
	

	
	Yes
	


	EMS
	Has your organisation been subject to a routine inspection by its environmental regulator in the past 12 months?
	No
	

	
	Yes
	


	HSMS
	Has your organisation been subject to proceedings or an investigation by its health and safety regulator in the past 12 months?
	No
	

	
	Yes
	


	HSMS
	Has your organisation reported any injuries or dangerous incidents to its health and safety regulator in the past 12 months?
	No
	

	
	Yes
	


	HSMS
	Has your organisation been subject to a routine inspection by its health and safety regulator in the past 12 months?
	No
	

	
	Yes
	


	ISMS
	Has your organisation been subject to proceedings or an investigation by the Information Commissioner's Office, Office of the Data Protection Commissioner or equivalent in the past 12 months?
	No
	

	
	Yes
	


	ISMS
	Has your organisation reported any data breaches to the Information Commissioner's Office, Office of the Data Protection Commissioner or equivalent in the past 12 months?
	No
	

	
	Yes
	


	ISMS
	Does your organisation handle any data that you are legally required or contractually required by customers to apply enhanced levels of protection to?
	No
	

	
	Yes
	


	ISO 20000-1
	Please Note the number of Employees under the category IT Personnel: 

	
	
	
	
	

	All Standards
	Are you happy to have at least some of the assessment carried out remotely?
	No
	

	
	Yes
	


	All Standards
	Can your core management system documentation and records can be accessed remotely? (See Note 7 on the Notes page)
	No
	

	
	Yes
	


	All Standards
	Can a significant proportion of the records relating to your activities, products and services be accessed remotely?
(See Note 7 on the Notes page)
	No
	

	
	Yes
	


	All Standards
	Are all of your employees and all persons working under your control able to undertake all of their work using on-line software that enables them to undertake that work regardless of their location?
	No
	

	
	Yes
	




Please ensure that you inform us of any further significant changes to your business during the next 12 months should they arise after completion of this form.
	Completed by:
	Position:
	Date:





Notes
Please pay careful attention to the notes below when providing the information requested on the “Site Structure” page.
Note 1: Where indicated, please include the average number of subcontractors used per week within these employee numbers (where applicable).
Note 2: Please provide activities and employee numbers for all locations to be included under your certification.
Note 3: If your certification only covers your Head Office, the other rows can be left blank.
Note 4: If you have part-time employees, please enter each one as 0.5 FTE.
Note 5: ‘Management System Team’ is defined as those employees solely responsible for maintaining your management system.
Note 6: If any of the products or services that you provide require you to undertake work on sites that are not your own permanent fixed sites, then you should answer 'yes' to this question. These could be sites controlled by your customers or temporary sites such as event sites, construction sites or media locations. The work undertaken should only be considered if it is for the actual provision of your products and services (e.g. complex product installation, construction work, on-site catering, security, cleaning). It should not be considered if is limited to customer or supplier liaison meetings or the delivery of product to a customer's site. If your activities include undertaking work outside your permanent fixed sites, then we will need to allow time to audit your activities and processes as they are undertaken on one or more of these sites.
Note 7: Are you able to provide our auditor with access to the systems where a significant proportion of this type information is maintained, or share a view of the information via screen share in a remote audit conducted via video conference?
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