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S t e p  1 :  W h a t  i s  a
G a p  A n a l y s i s ?  

A Gap Analys i s  i s  a  s t rateg ic  p lanning too l  to
he lp  you unders tand where  you are ,  where  you
want  to  be  and how you ’ re  go ing  to  get  there .

 One o f  the  f i r s t  s teps  in  your  Management
System implementat ion  pro ject  i s  to  compare
your  cur rent  Management  System to  the
requi rements  o f  the  s tandard .  Th i s  i s  most
commonly  ca l led  a  Gap Analys i s .

 A  gap ana lys i s  i s  main ly  done at  the  beginning
of  the  implementat ion  journey  to  assess  what  i s
cur rent ly  in  p lace  aga inst  the  set  o f
requi rements  aga inst  which  every  s tandard  i s  to
be  implemented .  The  s tandard  has  spec i f ic
requi rements  that  have  to  be  met ;  these  are
deta i led  in  var ious  c lauses .  I f  your  cur rent
sys tem does  not  meet  the  requi rements  then
there  i s  a  gap that  must  be  addressed before  an
you can achieve  success fu l  cer t i f i cat ion .

 Th i s  process  can  a l so  be  used when an
organizat ion  has  to  t rans i t ion  to  a  new vers ion
of  a  s tandard  or  in  the  case  o f  the  new ISO
45001 :2018  –  migrat ing .  I t  w i l l  p rov ide  an
indicat ion  o f  where  you are  now and where  you
need to  be  to  have  a  success fu l  migrat ion .

 «  W H E R E  Y O U  N E E D
T O  B E  T O  H A V E  A
S U C C E S S F U L
M I G R A T I O N  »
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T h e  M o s t  C o m m o n  Q u e s t i o n s  A r e :   
H O W  L O N G  W I L L  I T  T A K E  T O  A C H I E V E  C E R T I F I C A T I O N ?  
H O W  D I F F I C U L T  I S  I T ?  
W H A T ’ S  I N V O L V E D ?  
H O W  M U C H  W I L L  I T  C O S T ?  

T H E  D I F F I C U L T Y  S O M E T I M E S  I S  T H A T
E V E R Y  B U S I N E S S  O R  O R G A N I Z A T I O N
I S  D I F F E R E N T ;  D I F F E R E N T  S E C T O R S ,
D I F F E R E N T  S I Z E S ,  D I F F E R E N T
C O M P L E X I T I E S ,  D I F F E R E N T  R I S K S  –  S O
T H E R E  I S  N O  S T A N D A R D  A N S W E R  T O
T H E S E  Q U E S T I O N S .

An organization will also want to know where
they are on their journey. Although they have an
understanding of their current position and
know what they want to achieve; they need to
implement a plan of action to get where they
need to be. The Gap Analysis is a tool that
identifies the gaps and therefore enables you to
put together an action plan for implementation
leading to successful certification. It can also
provide a reality check as to where you are in
the process – helping with planning resources
and timeframes.

 QSI can conduct a Gap Analysis to identify any
areas of weakness as part of an implementation.
QSI Consultant will carry out a Gap Analysis to
compare the Management System that is in
place with the standard requirements.



Rev iew the  compl iance  o f  your
management  sys tem to  the
requi rements  o f  the  appropr iate
standard  
Document  where  your  sys tem
compl ies  /  does  not  comply  wi th  the
cer t i f i cat ion  requi rements  
D iscuss  what  needs  to  be  cons idered
in  the  pro ject  p lan  and agree  any
cor rect i ve  act ions  

We wi l l :  

Conf i rming the  areas  o f  the  s tandard
that  your  organizat ion  i s  cur rent ly
conforming 
Ident i f y ing  any  areas  that  a re  not
conforming 
Prov ide  the  foundat ion  for  a  pro ject  p lan  

A  report  wi l l  be  ra i sed :  
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Q U A L I T Y  S E R V I C E S  I N T E R N A T I O N A L  L T D

W h a t  i s  I n v o l v e d  i n  a  G a p  A n a l y s i s ?  

This  report  wi l l  enable  your  bus iness  or  o rganizat ion
to  implement  a  p lan  to  remedy  these  gaps  in  
readiness  fo r  the  mandatory  in i t ia l  audi ts  fo r  
cer t i f i cat ion .  
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S t e p  2 :
I m p l e m e n t a t i o n .  

T H I S  I S  A  T Y P I C A L
G U I D E  T O  O U R
D O C U M E N T E D  S Y S T E M .  

T Y P I C A L  L I S T  O F  I T E M S  F O R
I N C L U S I O N  I N  A  Q U A L I T Y  P R O C E S S .  



1 .  Car ry  out  a  Gap Analys i s  and prepare  a  pro ject  p lan
for  the  pro ject .  
2 .  P repare  Process  documentat ion  as  requi red .
3 .  P repare  top leve l  documents  fo r  i so  9001 .  
4 .  P repare  a  Context  and St rateg ic  P lan  
5 .  P rov ide  templates  o f  the  var ious  documents
requi red .  
6 .  Def ine  respons ib i l i t ies  and an  organisat ion  char t .  
7 .  Def ine  scopes  
8 .  Set  out  f low charts  fo r  a l l  the  processes .  
9 .  Set  up reg is ters  –  compla ints ,  non-conformances ,
communicat ions  etc .  
10 .  Incorporate  ob ject i ves  and KPI ’ s  to  ach ieve .  
1 1 .  Es tabl i sh  a  suppl ie r  and contractor  eva luat ion
system.  
12 .  Conduct  Interna l  audi ts  and Management  Rev iew 
13 .  Car ry  out  any  requi red  t ra in ing  for  Sta f f  in  th i s  a rea  
14 .  L ia i se  wi th  the  Cer t i f i cat ion  Company  and at tend
for  cer t i f i cat ion  audi ts  
15 .  Other  tasks  that  a re  ident i f ied  as  the  pro ject
deve lops .  
16 .  P ro ject  rev iews  and progress  meet ings  as  requi red .  
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E a c h  o f  t h e  a b o v e  e l e m e n t s  w i l l  b e
s c o p e d  o u t  a n d  i m p l e m e n t e d .

A  T Y P I C A L  L I S T  O F  T A S K S  C O U L D  I N C L U D E :  



F o r  i n t e r n a l  a u d i t s  

To  car ry  out  an  interna l  audi t  out  e f fect i ve ly  an  audi tor
should  use  ISO 1901 1 :201 1  gu ide l ines  fo r  audi t ing
management  sys tems as  a  f ramework .  Th i s  sets  the  Standard
for  car ry ing  out  an  audi t  and should  be  par t  o f  the
competency  requi rements  o f  interna l  audi tors .  An  audi t
should  check  that  an  organizat ion  i s  meet ing  the
requi rements  o f  ISO 14001 .  Some organizat ions  mis takenly
th ink  that  a  Cer t i f i cat ion  company  wi l l  car ry  th i s  out  as  par t
o f  cer t i f i cat ion  act i v i t ies .  Th i s  i s  not  the  case ;  an  organizat ion
should  determine ,  through interna l  audi t ,  that  they  a re
meet ing  the  requi rements  o f  the  Standard  (a t  a  su i tab le
f requency) .  

Many  organizat ions  undertake  th i s  k ind o f  audi t  on  a  year ly
bas i s  and do so  by  turn ing  the  Standard  into  a  quest ionna i re
and then sys temat ica l l y  go ing  through each par t  o f  the  EMS
to  determine  i f  par t icu lar  requi rement  wi th in  the  Standard  i s
be ing  met .  

The  Standard  asks  an  organizat ion  to  produce documented
informat ion  as  ev idence  o f  the  implementat ion  o f  an  audi t
programme and audi t  resu l t s .  An  audi t  programme in  i t s
s implest  fo rm sets  out  when and what  i s  go ing  to  be  car r ied
out  over  a  per iod  o f  t ime .  Organizat ions  may  have
programmes which  cover  many  years  (o r  perhaps  a
cer t i f i cat ion  cyc le )  but  as  a  suggest ion  a  min imum of  a
programme cover ing  twelve  months  should  be  produced .  The
Standard  a l so  says  that  audi tors  should  conduct  audi ts  to
ensure  ob ject i v i ty  and the  impart ia l i t y  o f  the  audi t  process .
Th i s  i s  somet imes  inherent ly  d i f f icu l t  as  interna l  audi tors  (by
the i r  name)  have  a  c lose  re lat ionsh ip  wi th  the  organizat ion
being audi ted .  However ,  sens ib le  gu ide l ines  so  that  interna l
audi tors  do  not  audi t  the i r  own processes  should  be  s t r i ved
for .  When an  audi t  has  been car r ied  out  and the  resu l t s  o f
that  audi t  produced ( in  a  documented form e .g .  an  audi t
report )  i t  i s  important  that  they  a re  e f f ic ient ly  communicated
to  appropr iate  s takeholders  inc luding appropr iate
management .  Some of  the  best  per forming organizat ion
ensures  that  the  resu l t s  (which  can inc lude non-conformit ies
are  fed  a l so  into  “Top Management ” .  Th i s  can  be  important ,
espec ia l l y  where  an  audi t  has  found def ic ienc ies  wi th in  the
system and resources  a re  needed to  rect i f y  the  s i tuat ion .

Externa l  support  f rom QSI  to  work  a long wi th  the  Interna l
Audi tors  i s  adv i sable .Fur thermore ,  QSI  wi l l  t ra in  Interna l
Audi tors  in  company  as  requi red .  

A N
O R G A N I Z A T I O N

N E E D S  T O
C H E C K  “ A R E
W E  D O I N G  -

W H A T  W E  S A Y
W E  A R E

D O I N G ? ”  
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S t e p  3 :
C e r t i f i c a t i o n  

Genera l l y  a  th i rd  par ty  Cer t i f i cat ion  company  wi l l  contact  a
potent ia l  c l ient  so  that  they  can unders tand the  company
and i t ’ s  requi rements .  Th i s  can  usua l l y  be  done on l ine . .  The
Cert i f i cat ion  Company  wi l l  use  th i s  in format ion  to
accurate ly  def ine  the  scope o f  assessment  and prov ide  the
c l ient  wi th  a  proposa l  fo r  cer t i f i cat ion .

Once th i s  proposa l  i s  agreed ,  the  Cer t i f i cat ion  company  wi l l
contact  you  to  book  an  assessment .  Th i s  assessment
genera l l y  cons i s t s  o f  two v i s i t s  –  a  Document  rev iew and
Assessment .  The  Company  to  be  audi ted wi l l  need to
demonst rate  that  the i r  management  sys tem has  been fu l l y
operat iona l  fo r  a  min imum of  three  months  and has  been
subject  to  a  management  rev iew and fu l l  cyc le  o f  interna l
audi ts .

Fo l lowing a  success fu l  two s tage  audi t ,  a  cer t i f i cat ion
dec is ion  i s  made and i f  pos i t i ve ,  then cer t i f i cat ion  to  the
requi red  s tandard  i s  i s sued by  the  Cer t i f i cat ion  Company .  
 The  Company  who has  been success fu l l y  audi ted wi l l
rece ive  both  a  hard  and so f t  copy  o f  the  cer t i f i cate .
Cer t i f i cat ion  i s  va l id  fo r  three  years  and i s  mainta ined
through a  programme of  annual  surve i l lance  audi ts  and a
three  year ly  recer t i f i cat ion  audi t .


