ASEAN Spa Services Standard Audit




ASPECT OF AUDITING & MARKING CRITERIA

Applicant	: Name Address

Representative          :  Name
Title

Date                            :

The Aspect of Auditing will Included:

1.  Term and Definitions

Spa

Type of Spa
[image: ] Day [image: ] Club [image: ] Hotel/Resort	Mineral Spring	   Cruise Ship	Destination [image: ] Other (Please Clarify) ……………………………………………..

- Establishment that provides relaxing massage treatment(s) for the body and face, and at least two
water applications as defined by this standard.
(If NO, establishment does not quality to be audited under this standard.)


Marking Procedure

Auditor must follow and use the marking scale provide by ASEAN Spa Services Standard committee without making any alterations. All mark that are given will be objective – either YES or No

A YES is given to the Establishment when the criteria met the written ASEAN Spa Standard Yes NOYes
No


For example
The reception area shall be clearly separated from service area.	5	0

In this case a YES is worth 5 marks and would be given. If the reception area is not clearly separated from service area, a NO is worth 0 marks.

Marking Criteria: 100% objective marking
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	2. PLACE: Total 50 marks (10%)

	2.1 LOCATION	Maximum mark	10

	

2.1.1
	

The spa shall be located in a place that is convenient, safe, and will not endanger an individual’s health.
	
Convenient - easy to access,
Safe - Not under a major power line, not in industrial area, not in highly polluted or contaminated area.
	

2.5
	
	
	

	


2.1.2
	
In the case where the spa is located in the same building as another business enterprise, its boundaries shall be clearly delineated and other business’s activities shall not interfere with the provision of spa services.
	


Observation during audit.
	


2.5
	
	
	

	


2.1.3
	Services Area - In the case that the spa provides several different kinds of services in the same location, the service areas shall be clearly separated and the space for each service shall be appropriate for the type of service being provided.
	


Observation during audit.
	
	
	
	

	2.1.3.1
	Service areas of different types are clearly separated.
	Observation during audit.
	1
	
	
	

	
2.1.3.2
	
The area allocated for each service is in keeping with the requirements of the service being provided
	
Observation during audit.
	
1.5
	
	
	

	

M 2.1.4
	
The spa establishment shall conform to all local building or industry regulations.
	
Construction or building permits and or business permits.
	

2.5
	
	
	

Mandatory requirement.

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	2.2 RECEPTION	Maximum mark	5

	
2.2.1
	
The reception area shall be clearly separated from service area.
	
Observation during audit.
	
2.5
	
	
	

	2.2.2
	The reception area shall have sufficient seats for clients to
use at peak periods.
	
	
	
	
	

	2.2.2.1
	The reception area has seats provided for clients to use.
	Observation during audit.
	0.5
	
	
	

	
2.2.2.2
	The reception area has sufficient seats for clients to use at
peak periods.
	
Observation during audit.
	
2
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.3 TREADMENT AREAS	Maximum mark	2.5

	
	Treatment Areas shall maintain an appropriate level of privacy for the client, but shall not be hidden or have doors which can be locked.
	
.........................................................................
	
	
	
	

	
2.3.1
	Treatment areas are screened, enclosed or otherwise separated from all public areas.
	
Observation during audit.
	
0.5
	
	
	

	2.3.2
	Treatment areas not be hidden.
	The door or entrance of treatment areas to be visible from public area.
	0.5
	
	
	

	
2.3.3
	Treatment areas do not have doors which can be locked from inside the treatment area.
	
Observation during audit.
	
1.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.4 CLEANLINESS	Maximum mark	2.5

	
	All areas of the spa, both inside and outside and whether staff or guest areas, shall be kept hygienically clean an orderly at all times.
	
Observation during audit.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	2.5 CONSTRUCTION	Maximum mark	2.5
	

	
	
The building shall be constructed of sturdy, durable materials and shall not be in a dilapidated state.
	
Observation during audit.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.6 WET AREAS	Maximum mark	2.5
	

	
	
In areas where water is used for the services, the floor shall
be made of non-slippery, easy-to-clean material.
	
Observation during audit.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.7 SAFETY	Maximum mark	2.5
	

	
	The spa shall have clearly marked signage, floor plans, emergency exits, emergency lighting, smoke detectors, fire extinguishers, and fire alarms.
	
	
	
	
	

	
2.7.1
	
The spa has clearly marked emergency exits, smoke
detectors and fire extinguishers.
	
Observation during audit.
	
1.5
	
	
	

	

2.7.2
	

The spa has floor plans, emergency lighting and fire alarms.
	Emergency lighting must be located in public corridors, and emergency exit routes.
	

1
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.8 LIGHTING	Maximum mark	2.5
	

	
	
The lighting should be appropriate in each area of the spa.
	Staff and client must be able to see what they are doing and where they are going safely.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	2.9 VENTILATION	Maximum mark	2.5
	

	
	The spa area shall be well-ventilated.
	Observation during audit.
	2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.10 WASTE MANAGEMENT	Maximum mark	2.5
	

	
	
The spa shall have a waste management system installed, with waste and used water managed in a responsible and sanitary manner.
	
Garbage is separated into recepticals, and recycled or moved from premises regularly. Grey water is recycled or channelled into sewage system.
	

2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.11 CLIENT FACILITIES	Maximum mark	2.5
	

	
	There shall be a sufficient number of clean and proper bathrooms, toilets, hand-washing basins, and separate changing rooms, if provided, for men and women.
	
	
2.5
	
	
	

	

2.11.1
	
There shall be a sufficient number of clean and proper bathrooms, toilets, hand-washing basins, and separate changing rooms, if provided, for men and women.
	
Toilets and bathrooms may be outside of the actual spa and may or may not be shared with other businesses.
	

0.5
	
	
	

	

2.11.2
	There shall be a sufficient number of clean and proper bathrooms, toilets, hand-washing basins, and separate changing rooms, if provided, for men and women within the spa.
	
All client facilities are located within the spa.
	

2.5
	
	
	

	Remark : check 2.11.1 or 2.11.2, cannot check both.
	Sub Total
	0.00
	0.0%
	

	2.12 DECORATION	Maximum mark	2.5
	

	
	The area shall be appropriately decorated in a way that does not cause offense or violate social customs, national culture and morals.
	
Observation during audit.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	2.13 MUSIC	Maximum mark	2.5
	

	
	The volume of music if played shall be of a comfortable audible level appropriate to the function of the service area.
	
Observation during audit.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.14 FURNITURE	Maximum mark	2.5
	

	
	The professional furniture destined for client use shall be comfortable, practical and in good condition.
	Observation during audit.
	2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.15 ACCESSIBILITY	Maximum mark	2.5
	

	
	The establishment shall be accessible by senior citizens, and those with physical disabilities.
	Areas of different elevations have gentle slopes with grab rails At least one bathrooms & toilet has grab rails.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	2.16 BACK OFFICE AREAS	Maximum mark	2.5
	

	
	The establishment shall provide appropriate back of house areas to enable the professional deliverance of spa services. Such areas shall include but not be limited to: staff area, pantry, and management area.
	

Observation during audit.
	

2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	3. SERVICE : Total 100 marks (20%)

	3.1 OPERATING HOURS	Maximum mark	10
	

	
	Spa services will only be provided during opening hours within the establishment and according to local business regulations.
	Published operating hours comply with local laws and services are not provided outside of this time.
	
10
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	3.2 LOCATION	Maximum mark	10
	

	
	
A consultation shall be conducted prior to spa treatment, by top management of the spa or the spa manager or trained industry professional. A consultation may be waived for repeating clients having the same treatment. Clients shall be informed of the treatments and techniques and agree to such techniques prior to the services. A post treatment consultation is also recommended.
	
	
	
	
	

	
3.2.1
	
Consultations conducted prior to spa treatment.
	
Check the records of consultation
	
2
	
	
	

	

3.2.2
	
Consultation conducted by top management of the spa or the spa manager or trained industry professional.
	

Observation during audit.
	

8
	
	
	

	Sub Total
	0.00
	0.0%
	

	3.3 MENU	Maximum mark	10
	

	
	
A complete menu of services shall be clearly displayed in the spa. The menu shall include detailed pricing with any and all supplementary charges which may be chargeable, treatment duration, and spa cancellation policy.
	

May be displayed on the wall, reception counter, in consultation or waiting areas of the spa.
	


10
	
	
	

	Sub Total
	0.00
	0.0%
	

	3.4 PROTOCOLS	Maximum mark	10
	

	
	
All treatments and services shall be performed in accordance with the companies approved standards of protocol.
	
Interivew therapy staff regarding use of Standard Operating Procedures.
	
10
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	3.5 NEW PROTOCOLS	Maximum mark	10
	

	
	Protocols for new services to be introduced to the establishment shall be designed and practiced to the required level of professionalism and in accordance with the documented protocol of the company. Top management shall give final approval before new treatments or services are performed on clients.
	

Check the standard operating procedures manual for compliance
	
	
	
	

	
3.5.1
	Protocols for new services are introduced to the establishment.
	Check the standard operating procedures manual.
	
2
	
	
	

	

3.5.2
	
Protocols for new services are practiced to the required level of professionalism and in accordance with the documented protocol of the company.
	

Interview staff for implementation
	

8
	
	
	

	Sub Total
	0.00
	0.0%
	

	3.6 SPA SERVICES	Maximum mark	10
	

	

3.6.1
	
Massage – Massage services for relaxation of the body and face shall be provided. Additional massage or treatment services for body, face or feet which provide other benefits of well-being may also be provided.
	
	
	
	
	

	
3.6.1.1
	
Additional massage or treatment services for body, face or
feet which provide other benefits of well-being are provided.
	
Check Spa Menu
	
4
	
	
	

	
3.6.1.2
	
Massage services for relaxation of the body and face are provided.
	
Check Spa Menu
	
2
	
	
	

	

3.6.2
	
Water applications – A spa shall provide a minimum of two
water applications which provide benefits of well-being.
Water applications are defined as applications of water, hot or
cold, natural, mineral or thalassic in the form of:
	
Showers which are provided just for cleansing are not considered as a water application under this standard.
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	
	Baths - immersion of whole body or part thereof into a herbal, aroma, mineral, peloid or chormotherapeutic solution - may include water or air jets AND/OR
	Baths can be for body, hands only or feet only.
	









6
	
	
	

	
	Floatation – standing body of water; chambers or tanks, in which the client floats for the purpose of rejuvenation. May or may not include sight and sound deprivation. AND/OR
	
	
	
	
	

	
	Plunge Pools large enough to immerse the entire body AND/OR
	
	
	
	
	

	
	Soaks - immersion of whole body or part thereof into a herbal, aroma, mineral, peloid or chormotherapeutic solution
	
	
	
	
	

	
	Well-being Showers - natural or pressurised for experiential or therapeutic purposes which provide tangible benefits of well-being AND/OR
	
	
	
	
	

	
	Thermotherapy - manual or mechanically applied heat treatment (i.e. steam or sauna)
	
	
	
	
	

	

3.6.3
	
Scrubs and Wraps – application of natural resources e.g. herbs, foods, mineral or peloids for relaxation, beautification, detoxification or other well-being benefits may be provided.
	

Check Spa Menu
	

3
	
	
	

	
3.6.4
	
Exercises – manual or mechanically performed movements
which have a health supportive and promotional benefit.
	
Check Spa Menu
	
2
	
	
	

	


3.6.5
	
Energy Treatments – the control or release of chi or energy flows of the body and mind which provide benefits of wellbe- ing. Such controls may be based on traditional acceptance and/or scientific validation.
	


Check Spa Menu
	


2
	
	
	

	

3.6.6
	Nutritional Programmes – ingestion of herbs or foods in solid, liquid or extracted form, raw or cooked, and which promote well-being.
	

Check Spa Menu
	

2
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	
3.6.7
	Dietary Programmes – ingestion of herbs or foods in solid, liquid or extracted form, raw or cooked, which provide for weight management.
	
Check Spa Menu
	
2
	
	
	

	


3.6.8
	
Traditional Massage or Traditional Treatments – Traditionally practised massage or treatments which may or may not be scientifically substantiated, but the belief of aboriginal or indigenous local populations support the health benefits of the treatment.
	


Check Spa Menu
	


3
	
	
	

	


3 6 9
	
Beauty Treatments – any treatment that involves the application of product to the body or any part thereof, and which may or may not include massage techniques and which may or may not provide a tangible benefit of well-being, but are complementary to services provided in the spa.
	


Check Spa Menu
	


2
	
	
	

	


3.6.10
	Other Treatments - any treatment which may be suitable for spa services and which may or may not be scientifically proven but which are culturally accepted to have benefits of well-being but are not categorised elsewhere under this standard.
	

Check Spa Menu. Hot Stone, Herbal Balls are also accepted.
	


2
	
	
	

	Sub Total
	0.00
	0.0%
	

	3.7 TRADITIONAL AND CULTURAL SERVICES	Maximum mark	10
	

	
	
All traditional and cultural services are afforded the same lev- el of respect and are not significantly changed or altered for introduction or implementation to the establishment without prior consultation with aboriginal or indigenous populations from where they have originated, except where such changes or alterations are required for health and safety, or by law.
	
Must be practised in traditional way or as close as practical to the traditional way as possible. i.e. Massages traditionally performed on the floor, are not considered traditional if performed on a bed.
	



10
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	3.8 STAFFING LEVELS	Maximum mark	10
	

	
	The number of staff appropriate to and in keeping with the commonly accepted business practices are employed.
	Spa employs sufficient staff to provide published services in accordance with actual business level.
	
10
	
	
	

	Sub Total
	0.00
	0.0%
	

	4. PEOPLE: Total 125 marks (25%)

	4.1 AGE	Maximum mark	10
	

	
	No person under the age of 18 years or as stipulated by local labour laws, (and which ever is highest) are employed in the spa.
	
Check the staff profile.
	
10
	
	
	

	Sub Total
	0.00
	0.0%
	

	4.2 HEALTH	Maximum mark	10
	

	
	
All staff working in spa are in good general health, with no communicable diseases.
	Check staff employment records. Must contain medical check from commencement
of employment and at least annually there after.
	
10
	
	
	

	Sub Total
	0.00
	0.0%
	

	4.3 LANGUAGE	Maximum mark	10
	

	
	
All staff can communicate effectively with their colleagues and their clients.
	Interview staff to ensure they are able tocommunicate in the language of the spa’s clients.
	
10
	
	
	

	Sub Total
	0.00
	0.0%
	

	4.4 GROOMING	Maximum mark	10
	

	
	All staff are suitably groomed and attired in accordance with the professionally accepted level of hygiene and the company’s Operational Standards.
	Review the staffs grooming for compliance with the actual published company standard.
	

10
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	4.5 SERVICING ETHIQUETTE AND DEMEANOUR	Maximum mark	10
	

	
	Staff and management maintain a level of professional service etiquette and demeanour at all times.
	
Observation during audit.
	
10
	
	
	

	Sub Total
	0.00
	0.0%
	

	4.6 QUALIFICATION AND TRAINING	Maximum mark	10
	

	
4.6.1
	The staff working in an establishment shall have participated in and successfully completed in a related qualification with valid certificate.
	
Review staff files.
	
15
	
	
	

	
4.6.2
	
All staff shall have completed a company and premises orientation program upon commencement of employment.
	
Review training records.
	
15
	
	
	

	
4.6.3
	All staff shall have participated in and completed training in product and services appropriate to their position, before contact with clients.
	
Review training records.
	
15
	
	
	

	

4.6.4
	
All staff shall participate in an on-going periodic assessable inhouse training program to ensure maintenance and development of knowledge and standards.
	

Review training records
	

10
	
	
	

	

4.6.5
	
Top management shall provide staff with the opportunity for professional development.
	Review records of ‘career development program’ or similar development / promotional opportunities or incentives. Interview staff.
	

5
	
	
	

	
4.6.6
	Top management shall ensure that all staff are knowledgeable in procedures to be taken when dealing with guest misconduct.
	
Review training records.
	
5
	
	
	

	Sub Total
	0.00
	0.0%
	

	4.7 WORKING PRACTICES	Maximum mark	10
	

	4.7.1
	Staff shall work in a clean and safe manner at all times.
	Observation during audit. Interview staff.
	4
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	
4.7.2
	
Staff shall work in a professional and ethical manner at all times.
	Review staff files for any breach of professional or ethical standards, and the corrective action taken. Interview staff.
	
6
	
	
	

	Sub Total
	0.00
	0.0%
	

	5. PRODUCT: Total 50 marks (10%)

	5.1 PRODUCTS	Maximum mark	10
	

	5.1.1
	Products used in the provision of spa treatments are organic and/or natural.
	Review product certification (from
supplier).
	5
	
	
	

	5.1.2
	Products used in the provision of spa treatments are biodegradable in nature.
	Review product certification
	2.5
	
	
	

	
5.1.3
	Products used are ethically sourced and manufactured, without exploitation of people or the environment.
	Review Certificate of Manufacture (from
supplier)
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	5.2 BENEFITS	Maximum mark	7.5
	

	
	The beneficial effects or efficacy claims of products used or
sold are not exaggerated.
	Observation during audit.
	7.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	5.3 CERTIFICATION	Maximum mark	7.5
	

	



M
	
Products shall conform to the ASEAN Harmonization Act or any amendments thereof; have a Certificate of Manufacturer, Certificate of Free Sale or Good Manufacturing Practices (GMP) certificate as is appropriate. Any products used which are not required by law to have such certificates shall conform to local Food & Drug (FDA) regulations or similar and not be deemed detrimental to clients well-being.
	



Review product certification.
	



7.5
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	5.4 QUALITY CONTROL	Maximum mark	10
	

	
	

Products produced by the spa have a quality control process.
	Review standard recipes of products which are ‘home made’. Any which are stored, are stored correctly, and have date of production and/or use-by date.
	

5
	
	
	

	Sub Total
	0.00
	0.0%
	

	5.5 INVENTORY CONTROL	Maximum mark	5
	

	
	Products used in the spa shall be subject to an inventory control system in accordance with good business practises and specified product use-by-dates.
	
Observation during audit.
	
5
	
	
	

	Sub Total
	0.00
	0.0%
	

	5.6 USAGE	Maximum mark	5
	

	
	Products are used in accordance with standard hygiene practises, and any unused portion is not returned to the bulk container.
	Interview therapist on product preparation and usage methods. Check preparation area and utensils used for spa treatments.
	
5
	
	
	

	Sub Total
	0.00
	0.0%
	

	5.7 STORAGE	Maximum mark	5
	

	
	All products shall be stored under the appropriate conditions and temperature as recommended by the product manufacturer.
	Review storage area. Products must be orderly. Products which are required to have temperature or light controls must be stored accordingly.
	
5
	
	
	

	Sub Total
	0.00
	0.0%
	

	5.8 HYGIENE	Maximum mark	5
	

	

5.8.1
	All tools and equipment used to apply, transfer or use product shall be maintained in a clean and hygienic condition at all times.
	Review training records and/or daily check lists, sanitation and sterilisation procedure. Check preparation area and preparation tools & equipment.
	
3
	
	
	

	
5.8.2
	All cleaning products used in the spa shall be safe and not harmful to staff or clients.
	
Check the labels of cleaning products for safety and harmful side effects.
	
2
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	6. EQUIPMENT: Total 50 marks (10%)

	6.1 SUITABILITY	Maximum mark	15

	
	Each area of the spa shall be equipped with the suitable and appropriate tools and operational equipment necessary for the efficient and professional deliverance of services.
	
	
	
	
	

	
6.1.1
	Spa is equipped with the suitable and appropriate tools and operational equipment for the services provided.
	
Observation during audit.
	
10
	
	
	

	6.1.2
	Staff are trained in the use of all tools and operational equip- ment.
	Review training records.
	5
	
	
	

	Sub Total
	0.00
	0.0%
	

	6.2 MAINTENANCE	Maximum mark	10

	
	
All specialized equipment shall be maintained in accordance with supplier manual and kept in good repair.
	Record of equipment maintenance including supplier’s name, address and contact person must be available for each piece of specialised equipment.
	

10
	
	
	

	Sub Total
	0.00
	0.0%
	

	6.3 SAFETY	Maximum mark	7.5

	6.3.1
	All specialist equipment is used in accordance with the supplier manual.
	Check availability of supplier manual, and its use in training.
	5
	
	
	

	6.3.2
	Any equipment used by clients shall have instructions for its safe usage clearly displayed.
	Instructions must be displayed on, or next to the equipment.
	25
	
	
	

	Sub Total
	0.00
	0.0%
	

	6.4 LEGAL CONFORMANCE	Maximum mark	7.5

	M
	All specialist or specialised equipment is legally certified for
use in the spa if required by local law.
	Review equipment manual.
	7.5
	
	
	Mandatory requirement

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	6.5 CLEANLINESS	Maximum mark	10
	

	
	All equipment of the spa, whether in staff or guest areas, is kept hygienically clean and orderly at all times.
	Observation during audit.
	10
	
	
	

	Sub Total
	0.00
	0.0%
	

	7. MANAGEMENT: Total 75 marks (15%)

	7.1 MANAGEMENT	Maximum mark	7.5
	

	
7.1.1
	Top management of the establishment has appointed a Spa Manager, to ensure that the services fulfil the agreed quality levels described in this standard.
	Review company organisational chart, job description of appointee, and training records for acheivement of quality standards by staff.
	
5
	
	
	

	
7.1.2
	Top management has and adheres to a professional code of conduct in keeping standard practices.
	Interview top management on the company’s documented ‘code of conduct’.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.2 QUALITY SYSTEM DOCUMENTATION	Maximum mark	7.5
	

	
7.2.1
	A quality system document details service standards and is used in the training of staff. Such document includes but not be limited to;
	






Review the Standard Operating Procedures Manual for inclusion of ALL stated procedures and forms
	







5
	
	
	

	7.2.2
	Arrival procedures AND
	
	
	
	
	

	7.2.3
	Reservations procedures AND
	
	
	
	
	

	7.2.4
	Guest handling procedures AND
	
	
	
	
	

	7.2.5
	Billing & Payment procedures AND
	
	
	
	
	

	7.2.6
	Retail & Merchandising protocols & procedures AND
	
	
	
	
	

	7.2.7
	An example of all forms used in the spas operation AND
	
	
	
	
	

	7.2.8
	Guest feedback procedures
	
	
	
	
	

	7.2.9
	The quality system document is stored at the spa and be accessible by all staff at all times.
	Check the physical location of the SOP Manual
	2.5
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	7.3 SERVICE PROTOCOL MANUAL	Maximum mark	5
	

	
	A quality service protocol manual details service protocols, techniques, products and equipment used in the deliverance of services is used in the training of spa staff. The manual also details any indications or contra-indications as may be applicable.
	

Review training records to ensure manual is used for training of services.
	

5
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.4 HUMAN RESOURCE MANAGEMENT	Maximum mark	7.5
	

	
7.4.1
	Employee Manual - Top management prepared and maintain an employee manual detailing all employee benefits and expectations of employee conduct or the ramifications of non conformance.
	
Review employee handbook/manual.
	
3
	
	
	

	
7.4.2
	Recruitment / Hiring - Top management of the establishment has defined the job description for staff according to the posi- tion and in keeping with standard business practice and local labour laws.
	
Review job descriptions for all staff positions.
	
1.5
	
	
	

	
7.4.3
	Remuneration - Top management remunerates all employees in a fair and equitable manner abiding by local labour laws which may be in force or generally accepted.
	
Review the employment package and
incentive benefits for staff.
	
3
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.5 SECURITY MANAGEMENT	Maximum mark	10
	

	
7.5.1
	Top management take all reasonable measures to ensure the security of clients and their possessions during their time at the spa.
	
Review company security policy.
	
1
	
	
	

	
7.5.2
	Top management take all reasonable measures to secure the privacy of clients before, during or after their time at the spa.
	
Review company security policy.
	
1
	
	
	

	
7.5.3
	The establishment has a documented emergency plan defined in accordance with legal requirements and clearly displayed in the staff area.
	Check the emergency plan is displayed in the staff area.
	
2
	
	
	

	7.5.4
	Emergency Exits are clearly marked and kept free of ob- stacles of any kind.
	Observation during audit.
	3
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	7.5.5
	All staff wear name badges or similar identification devices.
	Observation during audit.
	1
	
	
	

	
7.5.6
	Top management take all reasonable measures to prevent any form of sexual harassment in the establishment.
	Review Standard Operating Procedures, code of ethics, employee handbook and/or training records.
	
2
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.6 COMMUNICATION	Maximum mark	7.5
	

	
7.6.1
	Top management has established an effective internal com- munication system, so that all staff members are always informed of the result of the services and the degree of client satisfaction.
	
Interview staff on how/if top management feedback client comments to staff.
	
5
	
	
	

	
7.6.2
	The system ensures that all suggestions and comments from staff members and clients are analysed and responded by top management.
	Interview staff on top management’s response to any suggestions or comments given.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.7 MARKETING PLAN	Maximum mark	5
	

	
7.7.1
	The establishment has a documented marketing plan, detailing all planned marketing activities and the budget and anticipated return of such activities.
	
Review the marketing plan.
	
2
	
	
	

	
7.7.2
	The Marketing Plan is regularly reviewed and updated in ac- cordance with changes in circumstances, staffing or business levels.
	Review the record of implementation of marketing plan.
	
3
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.8 EMERGENCY PLAN	Maximum mark	7.5
	

	

M
	
All staff are aware of the action plan in the case of clinical emergencies. Telephone numbers for the closest ambulance services, welfare centres and hospitals are easy to access.
	Interview staff on emergency action procedures, and knowledge of emergency telephone numbers, identify at least one staff member who is trained in clinical emergency response.
	

7.5
	
	
	

Mandatory requirement

	Sub Total
	0.00
	0.0%
	




ASEAN Spa Services Standard - Appendix

	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	7.9 FIRST AID	Maximum mark	7.5
	

	
	A first-aid kit containing appropriate supplies is maintained at Reception and/or in the Staff waiting area. Larger spas may have additional kits.
	Check the location and contents of all first aid kits, including expiry date, and is fully stocked.
	
7.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.10 LIABILITY INSURANCE	Maximum mark	5
	

	
	
The establishment maintains an appropriate level of business insurance including public liability and third party property insurance, or as may be legally required. If it is not compulsory, it is also recommended that the spa shall carry professional indemnity insurance for all spa service staff where available.
	



Review the company’s insurance policies.
	



5
	
	
	

	Sub Total
	0.00
	0.0%
	

	7.11 SYSTEM REVIEW	Maximum mark	5
	

	
	
Top management has implemented a management system review, including an internal audit, evaluation and other processes for staff, client, product, equipment and business practises as may be deemed appropriate to ensure professional and effective business management.
	

Review the staff appraisal records, guest feedback records, stock control records and log books.
	


5
	
	
	

	Sub Total
	0.00
	0.0%
	

	8. ENVIRONMENT: Total 50 marks (10%)

	8.1 ENVIRONMENTAL POLICY	Maximum mark	5
	

	
	
The spa has a responsible and implementable environmental policy which is known to and understood by all staff.
	
Interview staff on knowledge of company’s environmental policy.
	
5
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	8.2 PRODUCTS	Maximum mark	5
	

	
	The spa does not add to the water, soil or air any product, pollutants or substances which could be considered harmful to the environment.
	
Observation during audit.
	
5
	
	
	

	Sub Total
	0.00
	0.0%
	

	8.3 CLEANING	Maximum mark	5
	

	
	Cleaning products used in the establishment are natural, organic and bio-degradable.
	
	
	
	
	

	
8.3.1
	Some of the cleaning products used in the establishment are natural, organic and / or bio-degradable
	
Observation during audit.
	
2
	
	
	

	8.3.2
	All cleaning products used in the establishment are natural, organic and bio-degradable
	Observation during audit.
	5
	
	
	

	Remark : check 8.3.1 or 8.3.2, cannot check both.	Sub Total
	0.00
	0.0%
	

	8.4 LINENS	Maximum mark	5
	

	
	
All new towelling and linens used shall be made from organic, sustainable or renewable materials and shall have been manufactured using non-toxic means.
	
	
	
	
	

	

8.4.1
	
Some of the new towelling and linens used are made from organic, sustainable or renewable materials and have been manufactured using non-toxic means.
	

Observation during audit.
	

2
	
	
	

	

8.4.2
	
All of the new towelling and linens used are made from organic, sustainable or renewable materials and have been manufactured using non-toxic means.
	

Observation during audit.
	

5
	
	
	

	Remark : check 8.4.1 or 8.4.2, cannot check both.	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	8.5 MANUALS AND BROCHURES	Maximum mark	2.5
	

	
	
All manuals and brochures are on paper made from farmed trees or have been recycled.
	
Observation during audit.
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	8.6 PACKAGING	Maximum mark	5
	

	
	
All packaging materials, professional or retail, shall be mini- mal and bio-degradable or able to be reused or recycled.
	
	
	
	
	

	
8.6.1
	
All packaging materials, professional or retail, are minimal.
	
Is not a “container within a container”
	
2
	
	
	

	
8.6.2
	All packaging materials, professional or retail, are bio-degradable.
	
Observation during audit.
	
2
	
	
	

	
8.6.3
	All packaging materials, professional or retail, are able to be reused or recycled.
	
Observation during audit.
	
1
	
	
	

	Sub Total
	0.00
	0.0%
	

	8.7 ELECTRICITY	Maximum mark	5
	

	


8.7.1
	
Subject to location and wherever practical, consideration has been given for the implementation of the use of alternative electrical savings via solar, wind or other environmentally sensitive means.
	


Observation during audit.
	


1
	
	
	

	8.7.2
	All light bulbs are the compact energy saving style.
	Observation during audit.
	2
	
	
	

	

8.7.3
	
Light switches are all ‘dimmers’ except where deemed necessary for safety or safe working practices.
	

Observation during audit.
	

1
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	


8.7.4
	
The spa has installed timer switches, motion sensitive or solar lighting for all exterior lighting and does not operate external lighting of any kind when the establishment is not operational except that which is deemed necessary for reasons of safety.
	


Observation during audit.
	


1
	
	
	

	Sub Total
	0.00
	0.0%
	

	8.8 WATER	Maximum mark	5
	

	
8.8.1
	Water features if utilised are placed such that any evaporation is minimal, and or assists with the natural cooling of the establishment.
	
Observation during audit.
	
1
	
	
	

	
8.8.2
	Spa managers and staff have full knowledge of the volume of water used in each spa service, and minimize this where practical.
	Review SOP’s, and interview staff on quantity of water used in each treatment.
	
1
	
	
	

	8.8.3
	Aerators or flow restricted faucets and showers have been
installed.
	Observation during audit.
	1
	
	
	

	8.8.4
	Duel flush toilets and or other water utilization minimization
technology has been installed.
	Observation during audit.
	1
	
	
	

	
8.8.5
	Subject to location, local government health regulations and wherever practical, consideration has been given to the recycling of water that is used in the spa.
	
Observation during audit.
	
1
	
	
	

	Sub Total
	0.00
	0.0%
	

	8.9 GARBAGE	Maximum mark	5
	

	
	


The establishment sorts all garbage and disposes of or recycles it in an appropriate manner.
	
Separate bins to recycle, biodegradable, general, and dangerous garbages, check the process of recycles eg. use as natural fertiliser,
Selling the general garbage eg. bottle, paper.
	


5
	
	
	

	Sub Total
	0.00
	0.0%
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	Warnimg: All mark that are given will be objective – either “YES” or “No”, A “YES” is given to the Establishment when the criteria meets the written ASEAN Spa Services Standard
	Fill “X” into the
appropriate box.
	
Comment

	Auditing Aspect
	
Major Criteria and Requirements
	
Audit Guidelines
	Max Mark
	
YES
	
NO
	Please Fill in your comment corresponding with Auditing Aspect

	8.10 COMMUNITY	Maximum mark	2.5
	

	
	The establishment remains sensitive to the existing local culture and continues to add value to the lives of the local communities where practical.
	Review company activities that involve the local community
	
2.5
	
	
	

	Sub Total
	0.00
	0.0%
	

	8.11 ECOLOGICAL SUSTAINABILITY DEVELOPMENT	Maximum mark	5
	

	
	The spa shall promote, develop and/or pioneer ecological initiatives which protect and sustain the environment of the spa establishment.
	
	
	
	
	

	
8.11.1
	
The spa promotes ecological initiatives which protect and sustain the environment of the spa establishment
	
Observation during audit.
	
	
	
	

	

8.11.2
	The spa has developed and/or has pioneered new and innovative ecological initiatives which protect and sustain the environment of the spa establishment
	

Observation during audit.
	
	
	
	

	Sub Total
	0.00
	0.0%
	




1. The score of the audit result in each category

1. Aspect -

1.1 Provides relaxing massage treatment(s) for the body and face	[image: ] Yes [image: ] No

1.2 At least two water applications. [image: ] Yes [image: ] No

(If NO, establishment does not quality to be audited under this standard.)

	
Category
	
Overall score
	
Actual score
	Percentage of the actual score

	
2. Place
	
50
	
	

	
3. Service
	
100
	
	

	
4. Personnel
	
125
	
	

	
5. Product
	
50
	
	

	
6. Equipment/tool
	
50
	
	

	
7. Management
	
75
	
	

	
8. Environment
	
50
	
	

	
Total score
	
500
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