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Procedure for Management of Appraisal Special Committee Members and Appraisal Technical Experts
1 Purpose and applicable
1.1 This procedure is intended to ensure effective and regularized implementation of the selection, employment, evaluation, performance evaluation, termination of qualification and competence development of the Appraisal Special Committee members and appraisal technical experts.
1.2 This procedure is applicable to the management of the Appraisal Special Committee members and appraisal technical experts.
2 Referenced document
CNAS-J05 Work Rules for the Special Committee for Appraisal
3 Terms and definitions
3.1 member of the Special Committee for Appraisal: personnel who are familiar with the requirements of relevant normative accreditation documents and accreditation procedures and have certain experience of accreditation assessment and knowledge of relevant schemes or sectors.
3.2 Appraisal technical expert: specialized personnel who provide technical support for the appraisal work and have knowledge of sub-scope accreditation scheme/relevant areas or sectors.
3.3 Hereinafter the Special Committee for Appraisal is referred to as the Appraisal Committee.
4 Responsibilities
4.1 The Chair of the Appraisal Committee is responsible for making final decisions on the employment and dismissal of Appraisal Committee members.
4.2 Accreditation Department 7 is responsible for assisting the Appraisal Committee in the everyday management of the selection, employment, evaluation, training, performance evaluation, termination of qualification and competence development of the Appraisal Committee members; and responsible for the everyday management of the selection, employment, evaluation, training, performance evaluation and termination of qualification of the appraisal technical experts. 
4.3 The Appraisal Committee members are responsible for carrying out appraisal of the accreditation assessment projects and providing support for the improvement of CNAS quality management system. 
4.4 The appraisal technical experts are responsible for providing technical support for accreditation appraisal.
4.5 The Accreditation Assessment Departments are responsible for giving feedback on the quality of accreditation appraisal.
5 Content of work
5.1 Work content of the Appraisal Committee members
5.1.1 Participating in accreditation appraisal and conducting observation of onsite assessment when necessary.
5.1.2 Assisting in the appraisal and training of the appraisal technical experts.
5.1.3 Participating in workshops or research projects related to appraisal and assisting in the preparation of appraisal work documents.
5.1.4 Participating in relevant trainings or accreditation assessments to maintain the appraisal competence.
5.1.5 Participating in the review of accreditation result documents.
5.2 Work content of the appraisal technical experts
Giving technical support for the appraisal work when the technical competence of the Appraisal Committee members is insufficient
6 Procedures
6.1 Selection, employment and competence evaluation of the Appraisal Committee members
6.1.1 Selection and employment of the Appraisal Committee members
6.1.1.1 Selection of the Appraisal Committee members shall meet the requirements and conditions of CNAS-J05 Work Rules for the Special Committee for Appraisal.
6.1.1.2 Eligible candidates for Appraisal Committee members shall fill in the CNAS-PD34-01 Form for Recommendation/Employment of Members of the Special Committee for Appraisal and hand it over to Accreditation Department 7.
6.1.1.3 Upon receiving the completed Form for Recommendation/Employment of Members of the Special Committee for Appraisal, Accreditation Department 7 shall conduct qualification review and report to the Chief Executive for decision. The Chair of the Appraisal Committee gives the final approval. Employed Appraisal Committee members shall sign the Service Agreement and Health Condition Statement with CNAS.
6.1.2 Competence Evaluation of Appraisal Committee members
6.1.2.1 Competence requirements
1. Personal attributes: impartial, honest, open-minded, very receptive and easy-going; sticking to principles and approving the core values of CNAS; strong critical thinking ability and not seeking personal gains.
2. General skills and knowledge
--- Knowledge of the principles, practices and techniques of assessment;
--- Knowledge of the risk-based assessment principles;
--- Knowledge of the requirements of ISO17011 and CNAS accreditation criteria;
--- Knowledge of relevant procedures, work documents and forms of CNAS;
--- Knowledge of the general management system principles and tools
--- Knowledge of business operation of conformity assessment bodies (CAB’s);
---Knowledge of relevant knowledge and applicable laws, regulations and standards within the corresponding accreditation schemes/areas.
6.1.2.2 Competence evaluation
    Accreditation Department 7 shall confirm the competence of Appraisal Committee members based on their work experience, trainings and training results and conduct interviews when necessary. CNAS-PD34-03 Form for Confirmation of the Appraisal Competence of Members of the Special Committee for Appraisal/Appraisal Technical Experts shall be filled out and submitted to the head of Accreditation Department 7 for approval.
CNAS manages the general competence of the Appraisal Committee members in accordance with the generic accreditation scheme specified by CNAS. Specific appraisal competence is defined in terms of sub-scope accreditation schemes/relevant areas.
The requirements for the particular knowledge and skills of the Appraisal Committee members for the laboratories and related bodies and inspection bodies and their competence evaluation make reference to the area code classification and work experience for assessors.
Requirements for the particular knowledge and skills of the Appraisal Committee members for certification body accreditation and their competence evaluation are specified in CNAS-WI34-1 Work Instructions for the Competence Requirements for and Evaluation of Members of the Special Committee for Appraisal of Certification Body Accreditation.
6.2 Selection, employment and competence evaluation of appraisal technical experts
6.2.1 Composition of appraisal technical experts
The appraisal technical experts consist of 3 parts of people: technical experts employed by Accreditation Department 7, specialized/technical assessors and technical experts employed by the Assessors Department and members of specialized committees and technical committees employed by CNAS Secretariat.
6.2.2 Qualification and competence requirements for appraisal technical experts
6.2.2.1 They shall meet the following conditions:
    a) University diploma or above, over 10 years of technical work in the particular sub-scope accreditation scheme/relevant areas or work related to certification and accreditation; or senior technical title(s). 
    b) Accomplishments in a particular sub-scope accreditation scheme/relevant areas, or key member of a work group of the relevant area.
6.2.2.2 Familiar with the technologies of the particular sub-accreditation scheme/related areas and corresponding laws, regulations and technical standards; very experienced and technically competent in the particular sub-accreditation scheme; familiar with the accreditation assessment of the particular sub-scope accreditation scheme if necessary.
6.2.3 Employment and competence evaluation of appraisal technical experts
6.2.3.1 Appraisal technical experts shall be registered via recommendation by themselves or others. Applicants shall fill in CNAS-PD34-04 Application Form for Registration of Appraisal Technical Experts and determine the registered competence scopes based on their technical work experience and the sub-scope accreditation schemes/areas (refer to the area codes of assessors) specified by CNAS. Meanwhile, they shall submit relevant testifying documents to Accreditation Department 7 in accordance with requirements of the Application Form for Registration of Appraisal Technical Experts.
6.2.3.2 Upon receiving the completed Application Form for Registration of Appraisal Technical Experts, Accreditation Department 7 shall conduct qualification review, submit it to the head of Accreditation Department 7 for Approval and register the approved applicant in the pool of appraisal technical experts. The appraisal technical experts shall sign the Health Condition Statement where applicable.
6.2.3.3 Competence evaluation of appraisal technical experts
    Accreditation Department 7 shall confirm the competence of the appraisal technical experts in accordance with their technical work experience and relevant testifying documents as stated in the Application Form for Registration of Appraisal Technical Experts. Accreditation Department 7 shall fill in the Form for Confirmation of the Appraisal Competence of Members of the Special Committee for Appraisal/Appraisal Technical Experts and submit it to the head of Accreditation Department 7 for approval. 
6.3 Training
6.3.1 Training of the Appraisal Committee members
6.3.1.1 Planning
Accreditation Department 7 shall formulate the Annual Meeting Plan in accordance with the newly established or revised accreditation criteria, problems found during annual performance evaluation, technical issues with the appraisal work, appraisal-related problems reported by relevant departments and assessors and problems of the Appraisal Committee members found by Accreditation Department 7.
6.3.1.2 Implementation
a．Prior to participation in the appraisal work, newly employed Appraisal Committee members shall receive training on relevant CNAS rules and procedures related to accreditation appraisal. CNAS-PD34-05 Record Form for Training of Members of the Special Committee for Appraisal and Appraisal Technical Experts shall be completed.
b．Accreditation Department 7 shall organize training and workshops on appraisal according to the Annual Meeting Plan and fill in the Record Form for Training of Members of the Special Committee for Appraisal and Appraisal Technical Experts.
c．Accreditation Department 7 shall organize the Appraisal Committee members to take part in training on accreditation criteria documents held by relevant departments and fill in the Record Form for Training of Members of the Special Committee for Appraisal and Appraisal Technical Experts. 
d. When necessary, the Appraisal Committee members shall observe onsite assessment. When participating in onsite observation of certification body assessment, the observers shall fill in CNAS-PD34-09 Onsite Observation Report of the Observer of the Special Committee for Appraisal.
6.3.2 Training of appraisal technical experts
6.3.2.1 Generally, a registered technical expert shall receive training on relevant rules and procedures on CNAS accreditation appraisal and accreditation requirements before participating in the appraisal work for the first time. Accreditation Department 7 shall fill in the Record Form for Training of Members of the Special Committee for Appraisal and Appraisal Technical Experts.
6.3.2.2 They shall participate in workshops on the appraisal work when necessary.
6.4 Performance evaluation
6.4.1 Input of performance evaluation information
6.4.1.1 The appraisal team leader shall evaluate the work performance of the Appraisal Committee members and appraisal technical experts after each appraisal and fill in CNAS-PD34-06 Form for Evaluation of Appraisal Personnel, which shall become information input for performance evaluation of the Appraisal Committee members. The appraisal team leader shall comment on the performance of the appraisal technical experts as satisfactory, so so or unsatisfactory.
6.4.1.2 When detecting problems with the Appraisal Committee members or technical experts, relevant departments fill in CNAS-PD34-07 Feedback Sheet on Appraisal Quality and give the feedback to Accreditation Department 7 in a timely manner, which shall become the information input of appraisal personnel performance evaluation. Accreditation Department 7 shall give comments on the handling of the problems according to the feedbacks and inform relevant departments.
6.4.1.3 The members’ attendance, speech, constructive suggestions and lectures at workshops, their acceptance of routine appraisal project arrangements and communication shall be used by Accreditation Department 7 as input information of performance evaluation.
6.4.2 Implementation of performance evaluation
Based on the evaluation result of the appraisal work implemented by the appraisal personnel, feedbacks from relevant departments, participation in training and workshops and other appraisal-related work performance, Accreditation Department 7 shall evaluate the performance of the Appraisal Committee members once a year by qualitative evaluation method, fill in CNAS-PD34-08 Form for Annual Performance Evaluation and submit it to the head of Accreditation Department 7 for approval.
6.4.3 Handling of results of performance evaluation
The results of performance evaluation of the Appraisal Committee members are rated as competent, basically competence and incompetent.
6.4.3.1 Accreditation Department 7 shall propose to continue use of the Appraisal Committee members who are rated as competent and basically competence.
6.4.3.2 Accreditation Department 7 shall propose to suspend or terminate the use of the Appraisal Committee members who are rated as incompetent.
6.4.3.3 Accreditation Department 7 shall propose to terminate the qualification of the technical experts who are rated as unsatisfactory.
6.5 Competence development
6.5.1 Competence of the Appraisal Committee members shall be developed via training and test.
6.5.2 Accreditation Department 7 shall review the competence development information of the Appraisal Committee members, fill in the Form for Confirmation of the Appraisal Competence of Members of the Special Committee for Appraisal /Appraisal Technical Experts if it meets the requirements and submit the completed form to the head of Accreditation Department 7 for approval.
6.6 Changes
6.6.1 Changes to the Appraisal Committee members
6.6.1.1 Supplementation of the Appraisal Committee members
a. Supplementation: Accreditation Department 7 shall raise the demand and recruit Appraisal Committee members according to the development of accreditation. Once the newly recruited members pass the CNAS evaluation, Accreditation Department 7 shall process their employment per the initial employment procedure.
b. Competence development of the Appraisal Committee members: After an Appraisal Committee member passes training and test, the focal point staff of Accreditation Department 7 shall fill in the Form for Confirmation of Appraisal Competence of Members of the Special Committee for Appraisal/Appraisal Technical Experts and submit the completed form to the head of Accreditation Department 7 for approval.
6.6.1.2 Suspended use of Appraisal Committee members
    Use of Appraisal Committee members may be suspended due to one of the following reasons:
    a. An Appraisal Committee member applies for suspension on a voluntary basis;
    b. An Appraisal Committee member is in poor health;
    c. The performance evaluation result is not satisfactory or the technical competence cannot meet the requirements or has not been extended;
d. An Appraisal Committee member provides compensable consultation service to CAB’s.
With respect to the Appraisal Committee members suspended in use, Accreditation Department 7 shall propose for suspension, fill in CNAS－PD34-10 Comment Form for Handling of the Qualifications of Members of the Special Committee for Appraisal /Appraisal Technical Experts and submit the completed form to the Chief Executive for approval.
6.6.1.3 Restoration
In the case of 6.6.1.2 a) and b), the member shall submit a written application, stating that he or she can regularly participate in appraisal work. Accreditation Department 7 shall fill in the Comment Form for Handling of the Qualifications of Members of the Special Committee for Appraisal/Appraisal Technical Experts, proposing for restoration of use of this member. By approval of the CNAS Chief Executive, the use of this member shall be restored.
In the case of 6.6.1.2 c), after the relevant person satisfies the requirements through training and test, Accreditation Department 7 shall fill in the Comment Form for Handling of the Qualifications of Members of the Special Committee for Appraisal/Appraisal Technical Experts, proposing for restoration of use of this member. By approval of the CNAS Chief Executive, the use of this member shall be restored.
In the case of 6.6.1.2 d), the person shall submit a written statement. Accreditation Department 7 shall verify the facts, fill in the Comment Form for Handling of the Qualifications of Members of the Special Committee for Appraisal/Appraisal Technical Experts, proposing for restoration of use of this member. By approval of the CNAS Chief Executive, the use of this member shall be restored
6.6.1.4 Termination of qualification
    In the case of one of the following, the qualification of the relevant Appraisal Committee member shall be terminated. Accreditation Department 7 shall propose the preliminary comments, fill in the Comment Form for Handling of the Qualifications of Members of the Special Committee for Appraisal/Appraisal Technical Experts, which shall be reviewed by the head of the Department. The Chief Executive shall make the decision and the Chair of the Appraisal Committee gives the final approval.
a. the result of performance evaluation is unsatisfactory or the technical competence is unable to meet requirements and remains so after training and test;
b. unable to participate in appraisal-related work on a long-term basis;
c. failing to abide by relevant CNAS rules, seriously affecting impartiality and confidentiality;
d. working in a certification body (including consulting). An Appraisal Committee member whose qualification has been terminated because of working for certification body (including consulting) can be reemployed after the person has left the certification body for 1 year.
6.6.2 Changes to appraisal technical experts
6.6.2.1 Supplementation of appraisal technical experts
Accreditation Department 7 shall raise the demand according to the development of accreditation. Relevant departments/offices or external organizations recommend candidates. Accreditation Department 7 shall process their employment per the initial employment procedure.
6.6.2.2 Termination of the qualification of appraisal technical experts
    CNAS shall terminate the qualification of an appraisal technical expert who has failed to participate in the appraisal work for 3 times without proper reasons when needed to provide technical support to the appraisal work, or whose performance evaluation result is unsatisfactory or who fails to abide by relevant CNAS rules (e.g. seriously affecting confidentiality or impartiality, etc.).
    Accreditation Department 7 shall propose the comments and fill in the Comment Form for Handling of the Qualifications of Members of the Special Committee for Appraisal/Appraisal Technical Experts. The head of Accreditation Department 7 shall give approval.
7 Supporting document
CNAS-WI34-1 Work Instructions for the Requirements for and Evaluation of the Competence of Members of the Special Committee for Appraisal of Certification Body Accreditation
8 Relevant record forms
CNAS-PD34-01 Form for Recommendation/Employment of Members of the Special Committee for Appraisal
CNAS-PD34-03 Form for Confirmation of Appraisal Competence of Members of the Special Committee for Appraisal/Appraisal Technical Experts
CNAS-PD34-04 Application Form for Registering Appraisal Technical Experts
CNAS-PD34-05 Form for Confirmation of Appraisal Competence of Members of the Special Committee for Appraisal/Appraisal Technical Experts
CNAS-PD34-06 Form for Evaluation of Appraisal Personnel
CNAS-PD34-07 Feedback Sheet on Appraisal Quality
CNAS-PD34-08 Form for Annual Performance Evaluation
CNAS－PD34-09 Onsite Observation Report of the Observer of the Special Committee for Appraisal
CNAS－PD34-10 Comment Form for Handling of the Qualifications of Members of the Special Committee for Appraisal/Appraisal Technical Experts
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