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Procedure for Management of Secretariat Staff
1 Purpose and applicable scope
1.1 This document specifies the procedure for management of Secretariat staff.
1.2 This document applies to the management of the selection, employment, training and performance evaluation of Secretariat staff.
2 Referenced document
N/A
3 Definition and term
N/A
4 Responsibilities
4.1 Each department is responsible for:
1）the daily management and performance evaluation of its own staff;
2）proposing to the Personnel Department the personnel demand, other professional training demand or academic education demand related to the work of its own staff;
3）proposing to the Quality Department the required accreditation knowledge training demand for the staff of its own department;
4）completion of pre-job training, initial training and ongoing training on required accreditation knowledge for its own staff. 
4.2 The Quality Department is responsible for:
1）organizing Secretariat staff to implement the QMS and accreditation (general knowledge) trainings;
2）assisting the Personnel Department to carry out new staff induction training; 
3）supervising the implementation of the required job training and accreditation (technical knowledge) training for every Secretariat staff.
4.3 The Personnel Department is responsible for management of the selection, employment and performance evaluation of Secretariat staff and organizing the induction trainings for new staff. 
4.4 The Chief Executive/focal point Deputy Chief Executive is responsible for approving the employment of staff for the departments they oversee.
4.5 Chief Executive/focal point Deputy Chief Executive are responsible for the work evaluation and performance evaluation of the Assistant Chief Executive and every department director. Every department director is responsible for the work evaluation and performance evaluation of his/her department staff.
5 Contents
5.1 Responsibilities, competence requirements and job requirements for every position of the Secretariat 
5.1.1 In the light of the assigned responsibilities, technical requirements and workload, every department shall propose the demand for roles and positions and the responsibilities, competence requirements and job requirements for every role and position and report its current staff distribution to the Personnel Department for review. The Personnel Department shall review the proposals and report them to the Chief Executive/focal point Deputy Chief Executive for approval before putting them into effect. 
5.1.2 The Personnel Department shall summarize and develop CNAS-PD12-01 Table for Job Responsibilities, Personnel Competence Requirements and Basic Job Requirements of Every Department. 
5.2 Employment, performance evaluation and dismissal of Secretariat staff 
5.2.1 The Secretariat will determine the technical requirements for its staff and the number of staff according to the types, scopes and workload of accreditation. Every department shall propose personnel demand to the Personnel Department according to the roles and positions and current staff status of own department. By approval of the Chief Executive/focal point Chief Executive, relevant staff shall be employed.
5.2.2 In accordance with the job requirements of the corresponding positions, the Personnel Department will review the applicants’ personal files or CVs, conduct interview, exam or investigation, choose the best out of the qualified candidates and report to the Chief Executive/focal point Deputy Chief Executive for decision. The probationers shall sign Public Institution Employment Contract (permanent staff)/Labor Contract (contract-based employees) and CNAS-PD01-01 Statement of Impartiality and Confidentiality in accordance with the rules. 
5.2.3 The new recruits can start their work on probation after the induction training. The probation period is 1 to 6 months. 
5.2.4 Every department is responsible for the performance evaluation of personal quality, technical competence and work attitude of the probational personnel and entering the evaluation conclusion into CNAS-PD12-02 Record Form for Performance Evaluation of Probational Personnel before the end of their probation period, proposing to the Personnel Department whether to formally hire them or not. The Personnel Department shall report to Chief Executive/focal point Chief Executive for decision. 
5.2.5 The formally hired personnel shall fill out the Cadre CV Form (prepared by the Organization Department of the Central Committee of the CPC) and submit it to the Personnel Department. 
5.2.6 If a department plans to dismiss a staff member who is deemed as unsuitable for job needs or has violated relevant rules, it shall report to the Personnel Department, which shall in turn report to the Chief Executive/focal point Deputy Chief Executive for approval. After approval is given, the director of the department shall inform the corresponding staff member one month in advance, give the justifications and arrange work handover. The Personnel Department is responsible for handling the dismissal formalities. 
5.2.7 When a staff member applies for resignation, he or she shall inform own department one month in advance, which will in turn report to the Personnel Department. By approval of the Chief Executive/focal point Deputy Chief Executive, the resigned staff member shall hand over their work to their own department. The Personnel Department will handle the resignation formalities.
5.2.8 The Personnel Department shall gather the information on the employed Secretariat staff to formulate CNAS-PD12-03 List of Secretariat Staff.
5.3 Training
5.3.1 Induction training
5.3.1.1 When handling employment formalities for new employees, the Personnel Department is responsible for issuing CNAS-PD12-08 Record Form for Training Arrangement and Completion Status for New Employees to newly recruited staff and asking them to fill out their personal information. Their department shall propose the training demand and return the completed form to the Quality Department.  
5.3.1.2 The division of the training work for new employees is as follows:
a) The Personnel Department is responsible for carrying out trainings of new employees on administrative management and personnel management;
b) The Quality Department is responsible for conducting training of new employees on the accreditation system and coordinating and arranging them to participate in technical knowledge trainings related to their own positions;
c) Every department is responsible for carrying out job-related knowledge training of new employees. 
5.3.1.3 The training can be carried out by means of self-study of relevant documents, centralized training, interview and trainee practice. 
5.3.2 On-going training
When there are changes to the accreditation requirements and accreditation system, the Quality Department shall organize relevant Secretariat staff to conduct accreditation-related training. The Quality Department shall also organize relevant staff to conduct training to update generic knowledge according to the international development of conformity assessment. Each department is responsible for organizing and implementing training of every staff member of the department on required accreditation (technical) knowledge to ensure that staff at relevant positions continuously satisfies the technical competence required of their positions. 
5.3.3 New scheme training
For the development of new business project, the current competence of relevant staff and the suitability of their competence development for the new scheme shall be analyzed. The Quality Department is responsible for organizing the provision of training to relevant staff. Relevant departments shall provide technical support 
5.3.4 Job-transfer training
When the Secretariat staff need to change their positions according to work needs, the director of each department shall report the position changes to the Personnel Department and fill out the Record Form for Performance Evaluation for Personnel Transfer and submit it to the Personnel Department, which will in turn report to the Chief Executive/focal point Deputy Chief Executive for approval. Every department is responsible for providing business knowledge trainings to transferees for their new positions. The director of every department is responsible for their performance evaluation. The transferees can formally take their new positions after passing the performance evaluation. The Personnel Department shall update the Table for Job Responsibilities, Personnel Competence Requirements and Basic Job Requirements of Every Department in a timely manner. 
5.3.5 Planning and implementation of training
a) For accreditation-related trainings, the Quality Department shall gather training demands proposed by every department at the beginning of each year to develop CNAS-PD12-04 Annual Training Plan for Secretariat Staff. The training plan shall be countersigned by each department, approved by the focal point Deputy Chief Executive and recorded at the Personnel Department. The Quality Department shall organize the implementation of trainings, which can be carried out by means of classroom teaching, workshops, practice and self-study. When the training is conducted in classroom, the participants shall sign CNAS-PD12-05 Attendance Sheet for Secretariat Training Activities. 
b) The Personnel Department is responsible for organizing the implementation and management of other work-related professional training or academic education.
c) Every department shall develop their own technical knowledge training plan as needed and report to the Quality Department for record. The Quality Department shall summarize the implementation of internal trainings of every department in December every year. 
5.3.6 Training records
a) The Quality Department and every other department are responsible for maintaining the records for accreditation-related training activities and maintaining the corresponding training documents.
b) The Secretariat staff who participates in accreditation training organized by external bodies shall fill out CNAS-PD12-07 Training Record Form for Secretariat Staff and submit to the Quality Department for record. 
c) The Personnel Department is responsible for maintaining the relevant records for other professional training or academic education. 
5.4 Daily monitoring and annual performance evaluation
5.4.1 Every department shall clarify the job responsibilities and authorities with every staff member. The director of every department is responsible for the implementation of daily monitoring over the work attitude, work competence, work efficiency and service attitude of their own staff. Any issues found shall be pointed out in time with improvement required. 
5.4.2 The Personnel Department is responsible for organizing the performance evaluation of the Secretariat staff at the end of each year. Every director/deputy director is responsible for the work evaluation of their own staff. The Chief Executive/Deputy Chief Executives are responsible for the work evaluation of Chief Executive Assistant(s) and every department director. The results of evaluation shall be recorded in the Registration Form for Annual Performance Evaluation (prepared by the Organization Department of the Central Committee of the CPC).
5.4.3 Staff who fail to pass the performance evaluation can be retrained, transferred to other position or even dismissed. The training demands identified from the daily monitoring and performance evaluation process of the Secretariat staff shall become information input into the annual training plan. 
6 Personnel files
The files of CNAS Secretariat staff shall be updated at any time, at least including: 
a) Performance Evaluation Record Form for Probationers, Performance Evaluation Record Form for Personnel Transfers and Cadre CV Form (maintained by the Personnel Department);
b) Employment Contract of Public Institution, Labor Contract (maintained by the Personnel Department)；
c) Statement of Impartiality and Confidentiality (maintained by the Personnel Department)；
d) Copies of educational diplomas and technical titles (maintained by the Personnel Department);
e) Performance evaluation records (maintained by the Personnel Department)
f) Professional training records (maintained by the Quality Department)
g) Record Form for Training Arrangement and Completion Status for New Employees (maintained by the Quality Department)
7 Record forms
CNAS-PD12-01 Table for Job Responsibilities, Personnel Competence Requirements and Basic Job Requirements of Every Department
CNAS-PD12-02 Record Form for Performance Evaluation of Probational Personnel
CNAS-PD12-03 List of Secretariat Staff
CNAS-PD12-04 Annual Training Plan for Secretariat Staff
CNAS-PD12-05 Attendance Sheet for Secretariat Training Activities
CNAS-PD12-07 Training Record Form for Secretariat Staff 
CNAS-PD12-08 Record Form for Training Arrangement and Completion Status for New Employees
CNAS-PD12-09 Performance Evaluation Form for Personnel Transfer 
CNAS-PD01-01 Statement of Impartiality and Confidentiality
Employment Contract of Public Institution (prepared by CNAI Personnel Department)
Labor Contract (fixed term) (produced under the supervision of Beijing Municipal Human Resources and Social Security Bureau) 
Labor Contract (non-fixed term) (produced under the supervision of Beijing Municipal Human Resources and Social Security Bureau)
Cadre CV Form (prepared by the Organization Department of the Central Committee of the CPC)
Registration Form for Annual Performance Evaluation (prepared by the Organization Department of the Central Committee of the CPC)
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