
 
Safety & Health Audit Recognition Programme
安全審核確認計劃


This programme is developed by the Safety and Health Auditing Profession with a view to striking for excellence in the conduct of mandatory safety management audits in Hong Kong

OBJECTIVE
1. The Safety & Health Audit Recognition Programme (SHARP) is developed and administered by the Society of Accredited Safety Auditors Ltd. (SASA) and The Hong Kong Registered Safety Auditors Association (HKRSAA) (collectively referred to as the Programme Administrator or PA) to enhance the professional standard and performance of safety and health audits conducted in accordance with the Factories and Industrial Undertakings (Safety Management) Regulations.  The objective is to procure excellent and quality audits that are well above legal requirements and trade expectation so as to achieve advancement in the occupational safety and health performance in Hong Kong. 
2. Auditors enrolled in this programme (SHARP Auditors) undertake that they will abide by the criteria of safety audit practice issued by the PA from time to time.  Audit reports prepared by SHARP Auditors will bear a label and a seal of the SHARP Auditor issued under this programme on the cover page confirming that the audit was conducted and the report was prepared in accordance with the criteria set under SHARP.  Audits that are conducted in accordance with SHARP may gain respected recognition and popularity amongst factory proprietors and contractors as they signify quality audits and quality reports.
AUDITING CRITERIA AND PRACTICE GUIDE
1. SHARP will develop standards of auditing criteria and practice guide in respect of, but not limited to, the following topics:- (The prevailing criteria is listed at the appendix):
· Qualification of Auditor

· Independence of auditors

· Auditing Procedures

· Reporting format and contents

· Standard attachment to the audit report;

· Total man-hours required for auditing;

· Persons to be interviewed during audit; and
· Auditing tool.
2. SHARP Auditors undertake to abide by the criteria and any amendments that may be imposed by the PA from time to time for conducting safety audits under the Factories and Industrial Undertakings (Safety Management) Regulations.

3. The PA may revise and amend the criteria for audit to meet the prevailing needs of the auditing profession.  SHARP Auditors will follow the revised criteria and practice guide accordingly.  

RECOGNITION

1. Registered Safety Auditors who have got enrolled in the programme are called SHARP Auditors.  They undertake to adopt and abide by the criteria and practice guide set by the SHARP.  They are authorized to annex a label and affix their SHARP seal on the cover page of their audit reports as follows:



This audit has been conducted and this report has been prepared in accordance with the criteria and practice guide set under the
 Safety & Health Audit Recognition Programme.
For enquiries, please contact :
Society of Accredited Safety Auditors Tel: 27869009  email: info@sasa.org.hk
The HK Registered Safety Auditors Association Tel: 90905254 email: info@hkrsaa.org
2. Each SHARP Auditor will be issued with a seal bearing his name and RSA number by the PA.   The seal is the property of the PA which has to be returned to the PA upon the RSA ceasing to be a SHARP Auditor.
3. A deposit of HK$2000 for the seal is required upon application.  This deposit will be returned to the RSA upon he ceasing to be a SHARP Auditor and returning his seal to the PA.
MONITORING, DISCIPLINARY PROCEDURES AND APPEAL

1. The PA may at any time on its own motion request a SHARP Auditor to submit any of the reports bearing the SHARP label and seal for checking and verification. 

2. Upon occurrence of any of the following events, the PA may take disciplinary action(s) against the SHARP AUDITOR such as issuance of warning letter, removal of the enrollment in the programme and any other actions, including legal actions, as it may deem appropriate:

· The SHARP auditor failing to submit the report requested by the PA within 2 weeks from the date of the request without any lawful or reasonable excuse; 
·  The SHARP auditor annexing the SHARP label and/or affixing the SHARP seal to an audit report which was not conducted/ prepared in accordance with the criteria and practice guide;
· The SHARP auditor using the SHARP label or the SHARP seal in an inappropriate manner without the prior authorization and approval of the PA;

· The SHARP auditor making false representation and providing false information to the auditor or PA;

· The SHARP auditor failing to maintain a high integrity and ethics as a safety auditor;

· The SHARP auditor ceasing to be fit and proper to be a SHARP Auditor;

· The SHARP auditor failing to return the seal to PA after ceasing to be a SHARP Auditor.
3. Any SHARP Auditor who ceases to be a paid up member of SASA or HKRSAA will automatically cease to be a SHARP Auditor.
4. Any SHARP Auditor who has been removed from the enrollment in the SHARP or ceased to be an active SHARP Auditor shall no longer have authorization to use the label and the seal. He shall return the SHARP seal and any unused report cover with label to the PA within 2 weeks whereupon the deposit of $2000 for the seal will be refunded.  An administrative fee of HK$500 per week or part thereof will be charged for delay in returning the SHARP seal 
5. Any SHARP Auditor who has been removed from enrollment in the SHARP may apply to get enrolled again at an additional application fee of HK$1000 (which is non-refundable in any event) and an administration fee of HK$3000.  If the application is refused, the administration fee of HK$3000 will be refunded.  

6. Any SHARP Auditor who has been warned or removed from enrollment in the SHARP may lodge an appeal to the Disciplinary Committee within 2 weeks in writing setting out his grounds of appeal.  The decision of the Disciplinary Committee will be final.

7. The Disciplinary Committee will comprise of the following persons:

· The President or Vice President of SASA

· The President or Vice President of HKRSAA

· An Executive Committee member of SASA 

· An Executive Committee member of HKRSAA
· A current practising SHARP Auditor 
· (The Chairman for the Disciplinary Committee will be elected by the committee members before the conduct of each appeal hearing) 

ENROLLMENT PROCEDURE AND FEE

1. Applicant for enrollment in the SHARP must first be a member of either SASA or HKRSAA. To get enrolled, the Applicant shall complete the prescribed application form and declaration and submit the same with an audit report conducted by him within the last 6 months to the PA together with an application fee of $500 and the SHARP seal deposit of $2000. 

2
The PA will vet the qualification and the audit report submitted by the applicant in compliance with the criteria and practice guide  The PA has absolute discretion to accept or refuse applications.
2. 
3
Upon acceptance, the PA will issue a seal to the SHARP Auditor together with 50 audit report cover sheets with label.  The SHARP Auditor is authorized to  use these audit report cover sheets and the seal for conducting audits that comply with the criteria and practice guide of the SHARP.  The audit report submitted with the application will also be returned to the applicant.
4
The SHARP Auditor will be required to include the following condition in his proposal, agreement, audit plan and audit report and the audit report is subject to the PA’s random checking and evaluation:-.
“This audit is / has been conducted in accordance with the criteria and practice guide under SHARP (Safety and Health Audit Recognition Programme).  The audit report may need to be submitted to the Programme Administrator for vetting and evaluation if required so as to maintain the quality of safety management audit.”   

3. The PA undertakes that the information contained in any audit report or audit plan submitted by a SHARP Auditor will not be used any purpose other than for administering the SHARP.  No information will be copied, duplicated or released to any party except in pursuance of a Court order.
4. SHARP Auditors are to purchase SHARP report audit cover sheets with label from the PA when the initial stock is used up.

5. The PA may from time to time review and adjust all fees and may impose an annual fee, or other fee as may be appropriate.

· end -

Prepared by

The Society of Accredited Safety Auditors Ltd.
The Hong Kong Registered Safety Auditors Association

July 2007
AUDITING CRITERIA AND PRACTICE GUIDE


The proposed criteria for Recognition are as follows:

1. Qualification of SHARP Auditor - 
· A SHARP Auditor must be a Registered Safety Auditor under the Factories and Industrial Undertakings (Safety Management) Regulations and a paid up member of either SASA or HKRSAA.
2. Independence - 
· The SHARP auditor should be independent from the Auditee. Nothwithstanding the aforesaid, he may however be an employee of the auditee, or its associate, or parent company as long as he does not carry out any work which would hinder the efficacious conduct of the safety audit.
· An auditor, whether directly employed or not by the auditee, if for the last two years he has been engaged by the auditee company or its associate(s) or parent company(ies) to develop or to implement a safety management system is not considered to be independent from that auditee company.
· An auditor engaged by the auditee company, or its associate(s) or parent company(ies) solely to conduct audit on safety management system is accepted to be independent from that auditee company.
· An auditor engaged by the auditee company, or its associate(s) or parent company(ies) solely to conduct training courses on safety is accepted to be independent from that auditee company.
3. Audit Procedures 
· The SHARP auditor shall submit the F.3 under Factories and Industrial Undertakings (Safety Management) Regulations on time.

· The SHARP auditor shall prepare an audit plan to the auditee and copied to the Labour Department at least 7 days before the audit.  The audit plan shall include:

· Description of auditee and site activities


· Audit scope and objective


· Audit dates and times

· Audit procedure and methodology


· Audit Criteria


· Identification of audit priority


· Meeting and Interview Schedule


· Confidentiality requirement


4. Reports
- 
The SHARP auditor shall ensure dispatch of the written audit report to the auditee within 28 days after the last day of audit.  The report shall include:

· An executive summary 

· Audit log with time and duration on site 
· Methodology and criteria for conducting the audit

· Audit finding under the management elements audited listing the strength and weaknesses
· Evaluation Report

· Meeting and Interview Record

· Recommendation for improvement
5. Attachments - The report should, if applicable, enclose copies of, but not limited to, the following document(s), with comments on their maintenance in relevant safety management elements in the audit report.
· Safety Policy Statement
· A safety monthly report for the preceding month

· An updated Master Programme (for construction site audit)

· F.4 and F.5 for employment of Safety Officer and Safety Supervisor 
· F.2A of Safety Officer for the preceding month
· A training need analysis and training summary for the last 3 months
· At least the minutes of two consecutive safety committee meetings

· At least one safety inspection report with checklist and name of participants
· At least one F.3A completed by the Safety Supervisor 
· At least one accident investigation report if applicable

· Accident statistics analysis and trend
· A recent emergency drill report
· At least one risk assessment report for a prevailing activity if applicable.
6. Total time for audit -
· The minimum man-hours required for auditing spent by the SHARP auditor (excluding audit assistants) should follow the table below basing on the average number of workers (including subcontractors) at the time when the audit plan is prepared: (lunch breaks inclusive)
	Number of workers 
	10 elements
	14 elements

	<100
	7 hours
	10 hours

	100-500
	10 hours
	14 hours

	>500
	14 hours
	17 hours


7. Persons to be interviewed during audit -

· The following persons shall be interviewed during the audit unless they have been interviewed during the immediate previous audit by the same SHARP auditor:
· Contractor corporate / Factory head office
i. Director/top management responsible for safety

ii. A person responsible for tendering and subcontractor control
iii. A person from the Human Resources Department

iv. A person from the Procurement Department

v. Director/Manager responsible for operation

vi. Manager responsible for plant and equipment maintenance

· Construction Site / Factory at workshop

i. Project Manager, Site Agent / Operation Manager

ii. A selection of line supervisors

iii. A selection of subcontractor representatives

iv. A selection of workers

v. A selection of competent persons

· The number of persons interviewed should be commensurate with the size of the operation and the hazard of operation.  The purpose of interview is to identify the efficiency, effectiveness and reliability of the planning, implementation and monitoring of the safety management system.
8. Auditing tool -
· There is no restriction on the use of auditing tools, but the SHARP auditor should use a prescribed checklist (with written criteria) covering the 10 or 14 elements to be audited.  The checklist from the following auditing tools are considered acceptable for the purpose of Recognition under this programme:

i. Mandatory Safety Management Audit (MSMA)

ii. Safety Management Audit Rating Tool (SMART)

iii. Independent Safety Auditing System (ISAS)

· Auditor using other checklist/tools shall submit the tools/checklist to the PA for approval prior to the audit. 


Application Form
A

Application Form
Application for SHARP Auditor
	Surname
	
	Chinese
	

	Given name
	
	Chinese
	

	Date of Birth
	dd___ mm____yyyy______
	Sex
	

	HKID No. 
	
	Marital status
	

	Name of Employer
	

	Position held
	

	Mailing Address
	

	Office phone
	
	Mobile Phone
	

	Home Phone
	
	Fax
	

	Email
	

	RSA No.
	
	Date of Approval
	

	Member of
	Society of Accredited Safety Auditor *

	
	Hong Kong Registered Safety Auditors Association *


*Delete if not applicable
By signing this application to join the Safety & Health Audit Recognition Programme (SHARP), I declare that I will abide by the prevailing rules and criteria of the Safety & Health Audit Recognition Programme (SHARP) and any future amendment and revisions of such rules and criteria.   

I enclose an audit report conducted by me within the last 6 months and an application fee of HK$500 and seal deposit HK$2000 (totalling HK$2500) payable to the Society of Accredited Safety Auditors.  I understand that the application fee will not be refunded in any event 
Signature : ______________________________  Date : ______________________

The application form, application fee and copy of audit report (with auditee’s name obliterated) should be sent to the Society of Accredited Safety Auditors at 12/F Bright Growth Medical Centre, 335 Nathan Road, Kowloon.
Rover Chan


RSA #xxx
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