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Procedure for Training of Assessment Personnel

1.	Objective and Application Scope
1.1.	This document prescribes the requirements, contents and approaches for training CNAS accreditation assessment personnel.
1.2.	This document applies to initial trainings and on-going trainings held by CNAS Assessor Department for CNAS accreditation assessment personnel.
2.	References
CNAS-PD03 Procedure for Record Control
3.	Terms and Definitions
The terms and definition of assessor given in CNAS-PD10 and the following apply.
3.1 Initial training: Assessor training for the purpose of fulfilling knowledge and skill requirements of an accreditation system.  
3.2 Ongoing training: Training for persons holding relevant assessor qualifications, which may include trainings for the purpose of ensuring accurate understanding of assessment requirements and appropriate use of assessment skills and trainings for the purpose of updating knowledge of requirements of an accreditation system. 
3.3 Training Tutor: Persons approved and registered by CNAS, who are qualified for teaching in initial and ongoing trainings for an accreditation system.      
4.	Responsibilities
4.1 Chief Executive in Charge: Be responsible for approving assessor training plan, training course development plan and other important issues related to assessor training (e.g. resources allocation).  
4.2 Assessor Department: Be responsible for managing assessor trainings, including training demand identification, training plan formulation, training designation and implementation, course and teacher management and training record retain. 
4.3 Responsible person of the relevant department and field: Be responsible for proposing training demand to assessor department, providing technical support for trainings(including participating in course design and training implementation) and assisting in training comment. 

5 Procedure
5.1 Course design and development
5.1.1 Course structure design
    Assessor department shall, in accordance with CNAS accreditation system chart, research the training course system, design the training course structure and, in accordance with the structure, determine the strategy and plan of the training course development to fulfill the demand of the initial and ongoing trainings for assessment persons. 
5.1.2 Course development	
In accordance with relevant information, assessor department shall propose development plans for assessor training, report to the Deputy Chief Executive in charge for approval, and execute the plan upon approval. Any change of assessor training develop plan(e.g. adjusting development cycle, increase or decrease development projects) shall be approved by the deputy chief executive in charge.
Generally, a training course shall include teaching outline, student's book, teacher's book, student guidance, PPT, case study, exercise, test questions, simulations, course brief-introduction, list of recommended teachers, records needed by course management.  
See the "Work Instructions for Management of Training Course Development"(CNAS-WI11-01) for detailed stipulations on training course design and development.
5.2 Tutor Management
Tutors executing trainings shall be competent to fulfill relevant responsibilities. They shall also abide by relevant national statutory and regulatory requirements and relevant code of conducts and disciplinary requirements of CNAS.
5.2.1 Responsibilities of training tutors
a) Provide training PPT and complete teaching within defined time in accordance with CNAS training requirements. 
b) Complete the continuous evaluation and after-class evaluation in accordance with the training demand;
c) Participate in CNAS course development.  
5.2.2 Competence of training tutors
a) Be knowledgeable and experienced in the lecture content(the experience may come from assessments, audits or industries), be able to pass trainings or use the experience, be able to design, learn and execute the training course; 
b) Be healthy and competent in expression;
5.2.3 Code of conduct and disciplines of assessor tutors
a) Adhere to principles, be conscientious, and safeguard CNAS reputation;
b) Pay attention to appearance and refuse to do any activities unrelated to teaching during the course;
c) Do not change any structure, content and arrangements of the course during the teaching;
d) Do not disclose any exam questions to the students; 
e) Deliver lectures in accordance with CNAS requirements. Do not express any personal understandings or comments which may lead to ambiguity with CNAS requirements.
f) Identify students with difficulties in understanding, and provide positive and necessary guidance and help.
g) Do not participate in any training held by profit-making advisory agencies and inform CNAS when running into such situation. 
5.2.4 Training Tutor Registration
[bookmark: _GoBack]Those who are eligible could be publicly recruited, self-recommended or recommended by stakeholders to become training tutors. To apply to become a training tutor, the "Application Form for Training Tutor Registration" shall be completed and relevant documentations shall be submitted.  Assessor Department shall organize a review on the documentations and evaluate his/her professional competence.  Those who are evaluated as qualified shall, upon being identified the teaching scope and type, be approved by responsible person of CNAS assessor department to become training tutors.
To make sure that trainings are executed timely and effectively, assessor department shall establish a necessary training tutor list for each basic accreditation system and identify the competence scope of every tutor.  Assessor Department shall retain necessary information testifying competence of tutors used by other training courses.  
5.2.5 Management of Training Tutors
Assessor Department shall, in accordance with training scheme demand and the tutor's willingness, choose tutors for trainings.  
Where necessary, Assessor Department shall hold workshops for training tutors, to harmonize teaching style, identify lecture content, clarify training difficulties, solve problems discovered in trainings, and enhance training effectiveness and practicability.
Assessor Department shall evaluate training tutors in accordance with trainee feedbacks, observation of lessons, etc. See "Work Instructions for Execution of Trainings to Assessment Personnel"(CNAS-WI11-02) for information about trainee's evaluation of their tutors. Assessor Department shall terminate the use of the training tutors who fail to fulfill the requirements.
5.3 Training Plan 
5.3.1 Training Plan Investigation
    Generally, Assessor Department could analyze training demand in accordance with: 
a) Assessor training demand identified in daily works of CNAS departments, including accreditation systems that has been developed and is under development;
b) Comments and expectations from CABs and stakeholders;
c) Training demand and suggestions from assessors; 
d) Annual work plan of CNAS Secretariat;
e) Result of supervision on assessors;
f) Change of accreditation specifications, where applicable, including change of conformity assessment standards;
g) Evaluation results of the past trainings.
5.3.2 Formulation and management of training plans
    Assessor Department shall organize trainings in accordance with annual training plans. 
    Generally, Assessor Department shall deliver the "Feedback Form for the Training Demand of Assessment Persons Assessing Certification Bodies" (CNAS-PD11-02) and "Feedback Form for the Training Demand of Assessment Persons Assessing Laboratories and Inspection Bodies"(CNAS-PD11-03)at the end of November. Assessor Department shall gather the above information, communicate with stakeholders, sort out the information and formulate a necessary training demand analysis report at the end of December. Assessor Department shall draft the training plan of the next year in accordance with the training demand analysis report, formulate the "Annual Training Plan"(CNAS-PD11-04), submit the plan to the Deputy Chief Executive in Charge for approval, and execute the plan upon approval.
In certain conditions, relevant departments may raise the training demand and fill in the feedback form for the training demand of assessment personnel. Assessor Department shall harmonize the training plans with the department which raised the demand and other relevant departments. 
Where special conditions lead to impossibility in execution of some training in the plan, approval from the responsible person or the Deputy Chief Executive in Charge shall be necessary. 
Assessor Department shall inform the stakeholders, in a timely manner, of the training plans and any changes to it through internet, telephone, mail or other means. 
5.4 Organization of trainings
5.4.1 Design
Assessor Department shall, in accordance with training plan and the demand, organize relevant departments and assessors to feedback on training content, design and conduct the training, and, where appropriate, formulate training schemes. Training scheme shall be executed upon review of the responsible person of the assessor department. See "Guidance for Designing of Training Scheme"(the Appendix) for information about training schemes. 
    The training scheme for certification body assessors may be formulated in accordance with CNAS-WI11-4 Work Instructions for Developing Training Schemes for Certification Body Assessors.
5.4.2 Execution
In accordance with training scheme, Assessor Department shall organize training tutors and trainees to conduct training activities. Where necessary, relevant departments/field responsible persons shall participate in/assist the training execution.
See "Work Instructions for Execution of Trainings for Assessment Personnel"
5.4.3 Evaluation
Where necessary, Assessor Department shall organize relevant persons to evaluate the training organizers, tutors and trainees to improve the training process.
5.5 Assessment Toolbox for Assessors of Certification Body Accreditation
Where applicable, in order to support the development of assessor competence and assessment process, Assessor Department will organize relevant personnel and department to develop the assessment toolbox for Assessors of Certification Body Accreditation
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Please see CNAS-WI11-03 Work Instructions for Management of the Assessor Toolbox of Certification Body Accreditation.
6 Record Control 
Assessor Department shall record the main process of trainings, sort out the records and file them. Where necessary, Assessor Department shall notify stakeholders of relevant information. Record filing, retaining, issuing and destroying shall fulfill requirements in "Procedure for Record Control" (CNAS-PD03).
7 Supportive Documents
	CNAS-WI11-1
	Work Instructions for Management of Training Course Development

	CNAS-WI11-2
	Work Instructions for Execution of Assessment Personnel Trainings

	CNAS-WI11-3
	Work Instructions for Management of the Assessor Toolbox of Certification Body Accreditation

	CNAS-WI11-4
	Work Instructions for Developing Training Schemes for Certification Body Assessors


8 Records
	CNAS-PD11-01
	Application Form for Registration of Training Tutors

	CNAS-PD11-02
	Feedback Form for Training Demand of Assessment Personnel for Certification Body Accreditation

	CNAS-PD11-03
	Feedback Form for Training Demand of Assessment Personnel for Laboratory/Inspection Body Accreditation

	CNAS-PD11-04
	Annual Training Plan 
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Appendix 2:
Guidance for Designing of Training Scheme
    A training scheme mainly consists of: purpose, type, duration, location, participants, form, content and tutors, way of appraisal, feedbacks. 
1 Type of Training
Generally, trainings could be classified into: initial assessor trainings, ongoing assessor trainings and trainings for technical experts.
2 Duration of Training
Duration of training shall be appropriately allocated in accordance with the content, style and participant qualities. Duration of ongoing training shall be determined in accordance with the content of training. Generally, there shall be no specific requirements on duration of non-centralized trainings such as self-education and guidance.
Generally, initial training of laboratory assessors shall be no less than 36 hours(including examination, excluding breaking). Where an assessor used by accreditation system A takes part in trainings for accreditation system B, the training content may be cut, and the training duration shall be no longer than 20 hours.  
3 Selection of Training Location
Training location may be easily accessed to transportation facilities, and be convenient for accommodation and learning of the participants. Tables could be arranged in U-shape, classroom style， theater style, round table style, etc.
4 Selection of Trainees
Assessor Department shall, in accordance with accreditation development demand, conduct trainings for assessors. Qualities and competence of trainees in initial trainings for assessors used by certification body accreditation shall fulfill requirements in "Procedure for Management of Assessment Personnel"(CNAS-PD10) Educational background, work experience and personal qualities of trainees in initial trainings for assessors used by laboratory/inspection body accreditations shall fulfill requirements as stipulated in clause 5.1 of "Work Instructions for Evaluation of Qualifications and Professional Competence of Assessment Personnel used by Laboratory and Inspection Body Accreditation "(CNAS-WI10-03)  
5 Training Form
Trainings could be organized in one or a mix of the following: Generally, there shall be formal training courses for initial assessor trainings, which could be interactive and a mix of lecture, group discussion, case study, observing each other, witnessing and practicing, self-study, etc.  Ongoing assessor training and tutor training could be in the form of symposium, lecture, self-study or a mix of the above. Training of technical experts could be mainly in the form of self-study and guidance. 
1) Lecture
Interactive lectures, including appropriate questions are encouraged;
2) Group discussion
Trainees could be divided into several groups, 4-5 persons a group. Tutors may ask the trainees to discuss on some topics or situations then report the result. Tutors shall analyze the result on its accuracy and suitability in class, to deepen the trainee's understandings of the knowledge and enhance their ability to use the knowledge.
3) Simulated assessment
Trainees shall be asked to play different roles in simulated assessment, from which the trainee's ability to use the knowledge, judgment,  ability to deal with emergencies, expression and communication skills are observed and pertinent guidance shall be provided.
4) Exercise and case study
Provide exercise and case studies to students; clarify doubts through feedback of answers and explanations to deepen the understanding of students;
5) On-site witnessing 
Participate in an assessment of a CAB as an observer, to observe the way the assessment team assess in a particular theme, which enables the trainees to fully understand the knowledge learned and learn to apply them.  
6) Self-study
Ask the trainee to study on his/her own the given topic and documents in defined time. Where necessary, the self-study would be appraised.
7) Guidance
Clarify understandings on an issue through discussion of the topic or mission with tutors, CNAS Secretariat staff and industrial experts 
8) Symposium
Trainees participate in a symposium discussing a certain topic related to accreditation, which might be held internally or by external bodies, e.g. industrial bodies or training agencies.  In the symposium, trainees are able to exchange ideas sufficiently. Where appropriate, the understanding and application of the topic could be harmonized;
9) External trainings
Trainee could take part in training courses provided by certain course providers. Trainees shall be appraised by the course provider in external trainings. CNAS assessor department shall properly evaluate the external course providers in order to choose the most appropriate one.  For example, appropriate external trainings could be selected for assessors used for certification body assessment.
6 Training Content and Tutors
Quality of trainees shall be considered when setting the training content and relevant adjustments shall be made. For example, for assessors of field A who extend scope to field B, general knowledge could be reduced in accordance with "Work Instructions for Qualification Management of Assessment Personnel Used by Certification Body Accreditation"(CNAS-WI10-02) and "Work Instructions for Qualification and Competence Evaluation of Assessment Personnel Used by Laboratory/Inspection Body Accreditation"(CNAS-WI10-03)    
In accordance with the training content, Assessor Department shall choose suitable tutors. Generally, tutors for training courses on basic accreditation system shall be selected from the corresponding part of the tutor list.
7 Method of Training Appraisal
Appraisal of trainees could be in one or a mix of forms as follows: attendance, oral test, written assessment test, classroom questioning, continuous appraisal, written exam, on-line exam, etc.  Generally, initial assessor training courses shall include continuous appraisal and written exam to the trainees.
7.1 Continuous appraisal
Where continuous appraisal is needed, training tutors shall appraise trainee on the basis of fact and complete the form "Record Form for Continuous Appraisal"(CNAS-WI11-02-05)
Continuous appraisal shall be graded on a 5 score bases. Three is the minimum passing score. Generally, the trainee who has been absent over 15% of the training duration shall not be appraised "passed". 
Where appropriate, tutors could be appraised by completing only part of the "Record Form for Continuous Appraisal"(CNAS-WI-02-05). 
7.2 Written exam
The written exam could be in the form of closed-book or opened-book. No reference is permitted to be taken into the examination room of the closed-book examination. Where appropriate, CNAS may provide relevant exam reference for trainees.   
The exam paper may include: True or False test, choice test, short-answer questions, judgment and report of nonconformities and comments, case study, essay question, etc.  Assessor Department shall organize relevant course development teams or tutors to formulate test questions within the scope of the course. The test questions shall not be used until reviewed by the Assessor Department. The test shall focus on understanding and application of knowledge learned.
Generally, test duration is 2.5 hours. The total score is 100, passing score is 60. Trainees who fail the exam are allowed to take a make-up exam 12 months after the training. There is only one chance to take the make-up exam. Those who fail the make-up exam shall participate in the training again.
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Assessor Department


Accreditation Departments


Accreditation                         Accreditation
Department Seven                      Department 
                                      One-Six


Functional Departments
（Administration Office、Personnel Department、Office for Discipline Supervision and Inspection, Technical Department, Quality Department）


Design the training course structure in accordance with CNAS accreditation system chart, determine the strategy and plan of training course development


In accordance with relevant information, plan the training course development and execute the plan in accordance with the work instructions for management of  training course development


5.1 Course design and development


Organize the registration, use, training and appraisal of training tutors.


5.2 Tutor management


Formulate the analysis report of training demand and the annual training plan.


Submit the feedback form on assessment personnel training demand


Submit the feedback form on assessment personnel training demand


Submit the feedback form on assessment personnel training demand


5.3 Training plan


Organize the design, execution and evaluation of trainings.


Where necessary:
1. feedback on training contents;
2. share responsibilities in training execution;
3. evaluate the organizer, tutors and trainees of the training


Where necessary:
1. feedback on training contents;
2. share responsibilities in training execution;
3. evaluate the organizer, tutors and trainees of the training


For Technical Department, Quality Department and Office for Discipline Supervision and Inspection, Where necessary:
1. feedback on training contents;
2. share responsibilities in training execution;
3. evaluate the organizer, tutors and trainees of the training


5.4 Training organization


Establish files for assessment personnel training


6 Record control
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