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Work Instructions for Management of the Accreditation Status of Laboratories and Related Bodies and Inspection Bodies
1 Purpose and applicable scope
This document is intended to regularize the handling of the accreditation qualifications of laboratories and related bodies and inspection bodies (hereinafter referred to as CABs) accredited by CNAS and ensure the impartiality, accuracy and consistency of warning, suspension, cancelation and withdrawal of accreditation qualifications.
2 Criteria documents
CNAS-R01 Rules for Management of Accreditation Symbols and Claim of Accreditation Status 
CNAS-RL01 Rules for Accreditation of Laboratories
CNAS-RI01 Rules for Accreditation of Inspection Bodies
CNAS-RL05 Rules for Accreditation of Laboratory Biosafety
CNAS-RL06 Rules for Accreditation of Proficiency Testing Providers
CNAS-RL07 Rules for Accreditation of the Competence of Reference Material Producers
CNAS-R03 Rules for Handling of Appeals, Complaints and Disputes
CNAS-PD06 Procedure for Complaint Handling
CNAS-PD20 Procedure for Management of Accreditation Status and Accreditation Certificates
3 Warning
3.1 A warning shall be issued in case of the following: 
3.1.1 Wrong use of the accreditation symbol pattern.
3.1.2 Advertising the accredited competence out of scope in publicity documents, publicity materials, stationery and webpages. 
3.1.3 Using accreditation symbols or claiming CNAS accreditation in reports or certificates (hereinafter referred to as reports) where the testing, calibration or inspection competence is not within the CNAS accredited scopes, which is not clarified in the reports, however the number of items or reports involved is very small or there is no resulting impact. 
3.1.4 Issuing test reports with the accreditation logo but using a name inconsistent with that on the CNAS accreditation certificate without CNAS permission. 
3.1.5 Bringing a lawsuit because of use of accreditation logo without causing any impact and failing to notify CNAS Secretariat in a timely manner. 
3.2 Process for handing warning
3.2.1 With regard to the above, relevant departments shall propose a warning, which will be reported to the focal point Chief Executive for approval and issued to the CAB within 5 workdays thereafter. 
3.2.2 CNAS Secretariat may directly deliver or mail the warning decision to the CAB or notify the CAB through web notice, fax or email. 
3.2.3 Correction and corrective actions will be completed within the specified rectification time period and verified by relevant departments. 
3.2.4 The accreditation qualifications will be suspended if correction and corrective actions are not completed and verified within the specified rectification time period. 
4 Suspension of accreditation qualifications
4.1 Accreditation qualifications will be suspended in case of the following situations
During the concrete implementation process, suspension of part or all of the scopes is determined according to the size of the CAB. The size of the CAB is judged on the basis of the quantity of accredited items. Determination of the suspended scopes may take into account the number of out-of-scope reports and the number of areas involved. 
4.1.1 When the accreditation logo is used outside the accredited competence scopes unintentionally or without confirmed intention, the authorized signatory signs and issues reports or certificates outside scope, unauthorized signatory signs and issues reports or certificates, or subcontracted items are nor clearly indicated in the reports, the following will be imposed based on the number of items and reports involved: 
――a suspension of 2 months for a fairly smaller number of items and reports involved or minor impact; 
――a suspension of 3 months for a fairly big number of items and reports involved or serious impact; 

――a suspension of 6 months for a very big number of items and reports involved or very ill impact;
Note: in particular situations, the period of suspension of the accreditation qualifications may be determined between the above time periods but not more than 6 months. 
4.1.2 A suspension of 6 months will be imposed if the accreditation logo is used outside scope intentionally but relating to a small number of reports; 
4.1.3 A suspension of the accredited competence scope of the corresponding areas for 3-6 months because of wrong use of the testing criteria on purpose or without the ability to make judgement.
4.1.4 A suspension of the accredited competence scope of the corresponding areas for no more than 6 months because the equipment needed for the testing work are damaged or the personnel needed changed, disabling the laboratory to meet the competence requirements.  
4.1.5 A suspension of the accreditation qualifications or related accredited areas for 6 months depending on the circumstances if the CAB has major nonconformity(ies) that casts doubt on its credibility, significantly affects its technical competence and accuracy and reliability of test results or relates to the effective operation of the management system, resulting in the loss of confidence in the CAB’s management system. Specific circumstances include: 
――loss of large amount of original records without taking effective protective actions;
――a large amount of original records altered without providing reasonable explanations;
――other issues.
4.1.6 During routine assessment, special assessment and complaint investigation, if the CAB assessed or complained against acted passively in the assessment and investigation or set obstacles to the assessment and investigation, a suspension of accreditation qualifications for 6 months will be imposed. 
4.1.7 A suspension of accreditation qualifications or the accredited competence scope of related areas for no more than 6 months will be imposed for unsatisfactory results from the participation in special proficiency testing program. 
4.1.8 A suspension of accreditation qualifications or the accredited competence scope of related areas for no more than 6 months will be imposed if a CAB doesn’t voluntarily suspend its corresponding items, take corrective actions and verify their effectiveness according to requirements when it fails to participate in proficiency testing without reason or has unsatisfactory results from the participation in proficiency testing.
4.1.9 A suspension of accreditation qualifications for no more than 6 months depending on the circumstances of the CAB will be imposed if the CAB fails to receive regular surveillance assessment without reason or due to special situations.
4.1.10 A suspension of accreditation qualifications for 2 months will be imposed for failure to pay accreditation fees on time.
4.1.11 A suspension of accreditation qualifications for 2 to 6 months will be imposed if during the assessment process it is found that the accredited technical competence cannot be maintained or rectification or corrective actions against nonconformities cannot be completed and verified within the specified time period. 
4.1.12 A suspension of accreditation qualifications for 2 to 6 months will be imposed if there are significant changes to the personnel, facilities and environment (e.g. relocation) and CNAS Secretariat is not notified as per the rules or the CAB continues to use the accreditation logo and the combined symbols without CNAS confirmation. 
4.1.13 A suspension of accreditation qualifications for 6 months will be imposed when the accreditation requirements change but the CAB failed to complete the transition on time.
4.1.14 A suspension of accreditation qualifications for 2 to 6 months will be imposed when a lawsuit results from the use of the accreditation logo by the accredited CAB and the CNAS Secretariat is not notified in a timely manner, causing certain impact. 
4.1.15 A suspension of accreditation qualifications for 2 to 6 months will be imposed depending on the severity of the circumstances for other violation of accreditation rules. 
4.1.16 A suspension of accreditation qualifications for no more than 6 months will be imposed depending on the circumstances if the CAB voluntarily applies for the suspension of its accreditation qualifications. 
4.2 Process for handing suspension of accreditation qualifications
4.2.1 In light of the above circumstances, relevant departments (including Accreditation Department 7) put forward suggestions on handling the suspension of accreditation qualifications. Accreditation Department 7 organizes appraisal of the suggestions (where necessary), reports to the Chief Executive or his authorized person for approval and issues the notice on suspension to the CAB within 5 workdays. 
4.2.2 The date for execution of the decision on accreditation suspension is postponed for 2 workdays after the Chief Executive’s approval date.
4.2.3 CNAS Secretariat may directly deliver or mail the suspension decision to the CAB or notify the CAB through web notice, fax or email. 
4.2.4 When Accreditation Department 7 issues to the CAB the notification on suspension of part or all of the accredited scopes, it shall make clear that the suspended CAB shall not issue reports bearing the accreditation logo nor shall it in any way indicate to the outside world that its accreditation qualifications for corresponding areas are still valid. 
4.2.5 A CAB suspended for 3 months shall submit its application within 1 month, complete onsite assessment within 2 months when needed and complete rectification verification within 2.5 months; a CAB suspended for 6 months shall submit its application within 3 months, complete onsite assessment within 4 months when needed and complete rectification verification within 5.5 months; the same succession is followed for other time periods of suspension with the rectification verification completed at least 0.5 month prior to the suspension deadline; for a suspension of 2 months for overdue payment of fees, the formalities for recovery of the accreditation qualifications shall be handled after the fees are paid during the suspension time period up to the expiration of the suspension.
4.2.6 The suspension time period is no more than 6 months. The CAB shall implement corrective actions during the specified suspension period. Where necessary, after these actions are confirmed by relevant department as meeting the requirements, they shall be transferred to Accreditation Department 7 for processing the recovery formalities. 
4.2.7 If the specified requirements are not met within the specified suspension time period, the accreditation qualifications shall be withdrawn.
5 Withdrawal of accreditation qualifications
5.1 The accreditation qualifications shall be withdrawn in case of the following circumstances: 
5.1.1 Dishonesty：

――The CAB hasn’t done the testing, fabricated the data and issued false report or certificate. 
――The CAB presented false evidence to CNAS or clients.
——The CAB practiced plagiarism and collusion of data while participating in proficiency testing. 
5.1.2 The CAB used the accreditation logo outside the accredited competence scopes on purpose on a large number of reports, resulting in very bad influence. 
5.1.3 The CAB failed to inform CNAS of lawsuit caused or filed against other body due to the use of logo, accreditation certificate or claim of accreditation status, leading to reputation damage or economic loss to CNAS. 
5.1.4 The CAB refused to accept routine assessment, special assessment and complaint investigation without reason. 
5.1.5 The issues involved in the original suspension handling still continued during the period of accreditation suspension. 
5.1.6 A certain amount of reports bearing the accreditation logo or claim of accreditation were issued during the period of accreditation suspension. 
5.1.7 Unable to recover the accreditation qualifications beyond the suspension period.
5.1.8 The CAB cannot or is unwilling to maintain satisfaction of the accreditation requirements when the accreditation rules or criteria change.
5.1.9 Unable to fulfil the obligations specified in CNAS rules.
5.1.10 Malicious damage to the reputation of CNAS
5.1.11 Ineffective operation of the CAB’s management system 
5.2 Process for withdrawing accreditation qualifications
5.2.1 In light of the above circumstances, relevant departments (including Accreditation Department 7) put forward suggestions on handling the withdrawal of accreditation qualifications. Accreditation Department 7 organizes appraisal of the suggestions (where necessary), reports to the Chief Executive or his authorized person for approval and issues the notice on withdrawal to the CAB within 5 workdays.
5.2.2 The date for execution of the decision on accreditation withdrawal is postponed for 2 workdays after the Chief Executive’s approval date.
5.2.3 CNAS Secretariat may directly deliver or mail the withdrawal decision to the CAB or notify the CAB through web notice, fax or email.
5.2.4 When Accreditation Department 7 issues to the CAB the notification on withdrawal, it shall clearly require the CAB to return the accreditation certificate and logo stamp upon receiving the notification, to stop claiming its accreditation qualifications or using the accreditation logo on its certificates or reports, publicity materials and by any other means and not to indicate in any way to the outside world that its accreditation qualifications are still valid.
6 Cancelation of accreditation qualifications
6.1 The accreditation qualifications shall be canceled in case of the following circumstances:
6.1.1 The CAB applies for cancelation of accreditation on a voluntary basis; 
6.1.2 The CAB fails to renew the accreditation qualifications upon expiration of its accreditation. 
6.2 Process for cancelation of accreditation qualifications
6.2.1 Process for handling voluntary application for cancelation of accreditation qualifications
6.2.1.1 Accreditation Department 7 puts forward suggestions on cancelation of the accreditation qualifications, reports to the Chief Executive or his authorized person for approval and issues the notice on cancelation to the CAB within 5 workdays.
6.2.1.2 The CNAS Secretariat may directly deliver or mail the cancelation decision to the CAB or notify the CAB through web notice, fax or email.
6.2.1.3 When Accreditation Department 7 issues to the CAB the notification on cancelation, it shall clearly require the CAB to return the accreditation certificate and logo stamp upon receiving the notification, to stop claiming its accreditation qualifications or using the accreditation logo on its certificates or reports, publicity materials and by any other means and not to indicate in any way to the outside world that its accreditation qualifications are still valid.
6.2.2 Process for handling cancelation of accreditation qualifications due to expiration of accreditation
6.2.2.1 Accreditation Department 7 puts forward suggestions on cancelation of the accreditation qualifications and reports to the Chief Executive or his authorized person for approval. CNAS website will no longer publicize this CAB as being accredited.
6.2.2.2 The cancelation suggestions and approval are processed directly through the business management system. 
6.2.3 Due to the effect of force majeure (e.g. nature and society), the validity of accreditation may be extended for no more than 6 months depending on the actual circumstances. 
7 Recovery of accreditation qualifications
7.1 The accreditation qualifications of a suspended CAB can be recovered after the CAB has implemented effective correction and corrective actions within the specified suspension time period and where necessary relevant department has confirmed the actions as meeting the requirements. 
7.2 Relevant department puts forward the suggestions for handling the recovery of accreditation qualifications, which will go through appraisal organized by Accreditation Department 7 (where necessary) and reported by Accreditation Department 7 to the Chief Executive or his authorized person for approval. The notification on recovery of accreditation will be sent to the CAB within 5 workdays of the approval. 
7.3 The CNAS Secretariat may directly deliver or mail the recovery decision to the CAB or notify the CAB through web notice, fax or email.
7.4 Apart from suspension of accreditation qualifications due to change or voluntary application that can be recovered ahead of the suspension deadline, CAB’s suspended for other circumstances can be recovered only upon expiration of the suspension. 
8 Relevant judgement method
8.1 The method for judging whether the reports issued by a CAB are outside the accredited competence scopes is generally whether the test items involved and the standards used as the testing criteria are within the accredited competence scopes, specifically including:  
――all are outside the accredited scopes; 
――part are outside the accredited scopes; 
――some items are subcontracted to another CAB and this CAB is not accredited for these items;
——reports bearing CNAS logo are issued outside the validity of the annex to the accreditation certificate. 
8.2 On the reports of unaccredited items, there is claim of CNAS accreditation of the CAB, similar to the use of the accreditation logo, but the handling results are relatively lighter. 
8.3 If the judgement standard or calculation standard is outside the CNAS accredited scopes, it is not deemed as using the accreditation logo outside scope. 
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