版次：A                                   CNAS -QP11                                    共 2页
更改：0                         质量管理体系认证认可申请程序                            第 1页
PAGE  
Version: C                                        CNAS-PD28                         Number of pages: 5
Revision: 0                 Procedure for Handling of Information Reported by Certification Bodies          Page: 2

Procedure for Handling Information reported by Certification Bodies
1. Objective and Applicable Scope

1.1. This procedure is established to ensure that CNAS is able to handle the information reported by certification bodies in a timely，accurate and effective manner.
1.2. This procedure applies to information reported by certification bodies that has been granted accreditation by CNAS.
2. References

CNAS-RC01 Rules for the Accreditation of Certification Bodies
CNAS-RC02 Rules for Sanctions against the Accreditation of Certification Bodies
CNAS-RC03 Rules for Certification Bodies to Report Information
CNAS-PD13 Procedure for Accreditation Management of Certification Bodies
CNAS-PD20 Procedure for Accreditation Status and Accreditation Certificate Management
CNAS-EC017 Measures for management of certification bodies by accreditation risk-grading
3. Terms and Definitions
3.1. Instant report
Information reported to CNAS immediately when major changes happened in the management system of certification bodies or major accident occurred to their certified organization or product;
3.2. Regular report
Certification bodies report to CNAS regularly on changes taken place to their management process, e.g. documents, personnel, management method, etc., according to “Measures for management of certification bodies by accreditation risk-grading”;

3.3. Major changes
Information about changes occurred to the approval documents, ownership, organization, office location, key staff, etc. of a certification body.
3.4. Major accident
Accidents/events in fields of quality, environment, occupational health and safety, food, etc. occurred to organizations or products certified by certification bodies and/or major accidents/events concerned by news media.  
4. Responsibilities

4.1. Accreditation Department One is responsible for receiving information about changes of certification bodies, raising measures to deal with the changes and informing relevant departments of the changes when necessary. 
4.2. Accreditation Department Seven is responsible for maintaining and dealing with information changes regarding accreditation directory, accreditation certificate and CNAS website. 
4.3. The General Affairs Department is responsible for maintaining and dealing with information changes related to CNAS website (e.g. certification body website address).
4.4. Accreditation Department Six is responsible for arranging special surveillance and validation audit in reaction to accidents/events occurred to certified organizations.
5. Work Flow Chart

 

6. Work Procedures
According to “Rules for Certification Bodies to Report Information” (CNAS-RC03：2010), information report involves instant report and regular report.
6.1 Integrity Confirmation of the Information Reported by Certification Bodies
Upon receiving information about “major changes occurred to certification bodies” and “major accidents occurred to certified organizations” which are reported by certification bodies, the data processing staff with Accreditation Department One shall confirm the integrity and ask information reporters of certification bodies to supply information or prove the accuracy of the information to safeguard the effective decision and actions taken by managers. Detailed requirements are as follows:

6.1.1 With respect to changes of registered/office location of certification bodies and their key-sites, materials as follows shall be confirmed:

· A copy of updated corporate business license;

· A copy of updated CNCA approval certificate;
· Notice on change of registered/office location, in which the following information shall be included: a comparative description of the location before and after change; a description of the change on point of contact; a description on possible change of the management system led by the change of the office location (including: change of the rules of confidential management led by the change of office environment; change of the equipment related to confidentiality; change of the storage of archives, etc.).
6.1.2 With respect to change of the name of a certification body, materials as follows shall be confirmed:

· A copy of updated corporate business license;

· A copy of updated CNCA approval certificate;

· Notice on change of certification body name, in which the following shall be included: a comparative description of the certification body name before and after change.
6.1.3 With respect to changes of the legal entity/person in charge of certification/key staff, the following materials shall be confirmed:
· A copy of updated corporate business license;
· Notice of the change, which shall include staff information before and after the change.

· Assignment of the successor;

· Relevant experience of the successor;

6.1.4 With respect to change of the organization of the certification body, materials as follows shall be confirmed:
A description on the change of the organizational structure;
Approval documents on the change of organizational structure；

If the change involves committee of impartiality, a description of impact on balance of interest and impartiality (apply to committee of impartiality);
6.1.5 With respect to changes of the quality management system documents, materials as follows shall be confirmed:
Quality management system document;

Comparison form before and after the change;

6.1.6 With respect to change of common-site, materials as follows shall be confirmed:
· Authorization of adding a new common site (applying to a newly established site);
· Basic information of the common site, including: responsible person, contact person, phone number, fax, office location, post code, staff number, responsibilities, etc.
6.1.7 With respect to change of related parties, materials as follows shall be confirmed:

· Documents related to the change of related party;

· Approval document from the impartiality committee; 
6.1.8 With respect to major accidents occurred to certified organizations/products in terms of quality, safety, environmental pollution, etc. information shall include at least: 
· Basic information of the accident, the primary action of the certification body (e.g. document review), corrective/preventive action;

· If necessary, supplementary report on the following actions;
6.1.9 With respect to changes of contact information of certification bodies or other information, materials as follows shall be gathered:
Notice on change of certification body information, which could involve: contact person, phone number, e-mail address, website address before and after the change. If necessary, evidence materials could be attached.
6.2 Procedures for dealing with information reported by certification body

6.2.1 The data processing staff with Accreditation Department One shall check the integrity of information of change reported by certification body before handing over to the project manager in charge within 2 working days. Actions shall be taken as follow:
6.2.2 Data processing staff shall follow up the recommendation of actions made by project manager and fill the actions in the form “Summary of actions taken in response to major change report and instant report by certification body”（CNAS-PD28-02）, meanwhile:

--With respect to changes of accreditation certificate, directory and the information of accredited CABs on CNAS website, the data processing staff shall fill in the “Notice on Change of Accreditation information” (CNAS-PD28-01), report related information of changes and recommendation of actions made by project manager to the department director for approval, and hand them over to Accreditation Department Seven;
--With respect to changes of basic information of certification bodies (e.g. name of the organization, location, contact person, phone number, etc.), data processing staff shall edit the related contents of the “certification body information” column in the “Information system for CNAS accreditation information”;

--With respect to changes of CNAS website address, information shall be handover to the General Affairs Department within 2 working days. 
6.2.3 With respect to information of major accident/event occurred to manufactures which attracts the attention of news media, data processing staff shall check the certification information of the manufacturer and report to the department director and deputy chief executive in charge through e-mail in a timely manner;

6.2.4 With respect to information of major accidents, which is related to quality, environment, food safety, etc., occurred to certified organization/product reported by certification bodies, data process staff shall hand it over to relevant project manager and Accreditation Department Six within 5 working days.

6.2.5 Project manager with Accreditation Department One shall raise recommendation of actions as input of project plan within 5 working days from receiving changes of accreditation and certification information of related certification bodies. If necessary, relevant actions shall be taken with the approval of department director/deputy chief executive in charge.     
6.2.6 By the 20th of a month, data process staff shall report the “Summary of actions taken in response to major change report and instant report by certification body” of the last month to the senior manager to review, which could be send to the whole apartment by e-mail with the approval of the department director.

6.3 Sanctions about Information Report of Certification Body 

6.3.1 If a certification body fails to report within required time, data process staff shall fill in the “Notice on information report by certification body”(CNAS-PD28-03), send to the certification body with department director’s approval and make sanctions according to “Measures for management of certification bodies by accreditation risk-grading”;
6.3.2 Sanctions shall be made to certification bodies that have made improper corrective actions with frequent delay or inaccurate information in their report in accordance with “Rules for Sanctions against the Accreditation of Certification Bodies” (CNAS-RC02).
7. Relevant Forms 
	CNAS-RC03 Appendix 1
	Monthly Report of Information (Changes) of Certification Bodies


	CNAS-RC03 Appendix 2
	Annual Report of General Information of Audit Personnel of Certification Bodies  

	CNAS-RC03 Appendix 3
	Monthly Report of General Information of Certified Organizations 


	CNAS-RC03 Appendix 4
	Monthly Report of General Information of the Organizations Failed to Pass Initial Audit or Recertification Audit 

	CNAS-RC03 Appendix 5
	Monthly Report of General Information of registered personnel


	CNAS-PD28-01
	Notice for Change of Accreditation Information


	CNAS-PD28-02
	Summary of actions taken in response to major change report and instant report by certification body

	CNAS-PD28-03
	Notice on information report by certification body
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Flowchart for dealing with information reported by certification bodies


 





The data processing staff with Accreditation Department One shall summarize all CNAS response (including actions taken) to the information above, ask the department director for approval and signature, send them to the project manager and hand over to the relevant department if necessary. All the above tasks shall be finished by every 20th of a month.








Instant report





Regular report








Major changes occurred to certification bodies





Major accidents occurred to certified organizations








Monthly report on changes occurred to certification bodies





Monthly report on basic information of certified organizations





Monthly report on organizations failed to pass initial audit/re-certification





Quarterly report on basic information of registered personnel








Annually report on audit personnel of certification bodies





Hand over to the project manager and Accreditation Department Six within 2 working days.





Hand over to the project manager within 2 working days. 


Transfer to Accreditation Department Seven if necessary.





Check the integrity of the material and hand over to the project manager within 2 working days for evaluation. Transfer to the relevant department if the project manager deems it necessary.





Accreditation Department One shall require relevant database from the information center. Monthly report shall be obtained by every 15th. Annually report shall be obtained by every March 30th . Sanctions shall be imposed in a timely manner to certification bodies failed to report their information at required time. The reuse of information shall be in accordance with “Work Instructions for Information Reuse and Analysis”(CNAS-WI28-01).  
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