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Procedure for Control of Impartiality and Confidentiality 
1 Purpose and applicable scope
1.1 This procedure is intended to ensure the impartiality of CNAS accreditation work, safeguard the interests of interested parties and CNAS itself and regularize the behavior of CNAS staff and personnel involved in accreditation. 
1.2 This procedure specifies the actions and requirements adopted by CNAS to safeguard impartiality and confidentiality and fulfill the social obligations during its accreditation processes and internal management activities. Members of the CNAS Board and special committees, staff of the Secretariat, assessors, technical experts and other personnel involved in the accreditation activities shall comply with and execute the requirements of this procedure. 
2 Referenced documents
2.1 CNAS-J01 CNAS Constitution
2.2 CNAS-J02 Work Rules for the CNAS Special Committee for Certification Bodies
2.3 CNAS-J03 Work Rules for the CNAS Special Committee for Laboratories
2.4 CNAS-J04 Work Rules for the CNAS Special Committee for Inspection Bodies
2.5 CNAS-J05 Work Rules for the CNAS Special Committee for Appraisal 

2.6 CNAS-J06 Work Rules for the CNAS Special Committee for Appeal
2.7 CNAS-J07 Procedural Rules for the CNAS Board/Executive Committee
2.8 CNAS-J08 Work Rules for the CNAS Specialized Committees 
2.9 CNAS-R02 Rules for Impartiality and Confidentiality
2.10 CNAS-J09 Work Rules for the CNAS Special Committee for End-Users
2.11 CNAS-PD04 Procedures for Internal Audit and Management Review
2.12 CNAS-PD33 Procedures for Dealing with Legal Affairs
3 Term and definition
N/A
4 Responsibilities
4.1 General Affairs Department is responsible for establishing and revising the procedure for impartiality and confidentiality, formulating CNAS-PD01-02 Form for Analyzing Risks of Impartiality and the Report on Analysis of Risk to Impartiality based on the analysis of impartiality risks collected from management review, developing and revising CNAS-PD01-03 Analysis Report on Accreditation Risk Fund. The General Affairs Department is also responsible for submitting the above documents to the Board.  
4.2 Quality Department is responsible for assisting the management representative to organize internal audit and management review and organizing the input of impartiality protection and feedback from interested parties into management review in accordance with the procedures on management review.

4.3 The Personnel Department assists the Chief Executive to give warning to or dismiss staff and full-time assessors who violate the rules on impartiality and confidentiality. The Assessors Department is responsible for giving warning to or dismissing assessors and technical experts who violate the rules on impartiality and confidentiality. 
4.4 Relevant departments shall, in accordance with CNAS-J01 CNAS Constitution, other CNAS J series documents(CNAS-J02--J09) and CNAS-R02 Rules for Impartiality and Confidentiality, make sure that committee members, assessors and internal personnel has signed CNAS-PD01-01 Statement on Impartiality and Confidentiality, fulfill requirements on impartiality and confidentiality and supervise their implementation. Relevant departments shall continually identify, analyze, evaluate, treat and supervise the impartiality risks led by their activities, meanwhile propose for revision of Form for Analysis of Risk to Impartiality and Analysis Report on Accreditation Risk Funds.
4.5 Management representative makes overall evaluation on risk to impartiality in combination with internal audit and management review and report to CNAS Secretariat the risks to impartiality and actions to them. Top management evaluates the residue risk, makes sure they are within acceptable limitations, and formulate the Report on Analysis of Risk to Impartiality
4.6 CNAS Board is responsible for supervising impartiality and review Report on Analysis of Risk to Impartiality and Analysis Report on Accreditation Risk Funds at regular intervals via deliberation in annual conference and other ways.  
5 Content
5.1 Principles and Requirements of Impartiality
5.1.1 CNAS undertakes accreditation impartially. 
5.1.2 CNAS is responsible for the impartiality of its accreditation activities and has no commercial, financial or other pressures which might compromise impartiality.
5.1.3 CNAS develops and publishes CNAS-R02 Rules for Impartiality and Confidentiality, which includes importance of impartiality to accreditation activities, management of conflict of interest and safeguarding objectivity of accreditation activities. 
5.1.4 CNAS requires all personnel and committees to strictly abide by CNAS rule and procedures, objectively perform their duties and be free from any commercial, financial or other pressures that could compromise impartiality. CNAS Staff shall not provide any consultancy or any other services which would compromise the objectivity, impartiality or effectiveness of accreditation activities or accreditation decisions. Personnel conducting accreditation assessment or its employer shall not have any obvious or potential conflict of interest with the party to be assessed, otherwise he/she shall avoid on his/her initiative. All CNAS personnel and committee members shall disclose any potential conflict of interest in a timely manner.
5.1.5In order to safeguard impartiality, CNAS organizational structure and management shall make sure the impartiality of accreditation. CNAS shall document its organizational structure, including lines of authority and responsibility.

5.1.6 CNAS top management makes commitment to impartiality to the public via CNAS Constitution and provides opportunities for effective involvement by interested parties via CNAS Constitution, CNAS-J07 CNAS Procedural Rules for the Board/Executive Committee and other documents. Meanwhile, relevant committees shall, in accordance with requirements of the relevant committee rules, ensure a balanced representation of interested parties with no single party predominating.
5.1.7 The accreditation rules and procedures of CNAS shall be non-discriminatory and shall be applied in a non-discriminatory way. CNAS makes its service accessible to all eligible applicants whose application for accreditation falls within the scope of its accreditation activities as defined within its policies and rules. Access to CNAS accreditation is not conditional upon the size of the applicant conformity assessment body or membership of any association or group, nor be conditional upon the number of conformity assessment bodies already accredited.
5.1.8 CNAS and any part of the same legal entity shall not offer or provide any service that affects its impartiality, such as conformity assessment activities covered by accreditation, including but are not limited to 1) testing, calibration, inspection, certification of management systems, persons, products, processes and services, provision of proficiency testing, production of reference materials, validation and verification; 2) consultancy. 
5.1.9 In case CNAS is linked to a body offering consultancy or undertaking those conformity assessment activities mentioned in 5.1.8 bullet 1), CNAS shall have:
1) different top management to authorize the responsibility of relevant work specially;

2) different personnel performing the accreditation decision-making processes;

3) distinctly different name, logos and symbols;

4) effective mechanisms to prevent any influence on the outcome of any accreditation activity.

5.1.10 CNAS provides neither consultancy nor any other services which may pose any unacceptable risk to impartiality. CNAS is not linked to any organization providing the above activities and does not say or imply that, for example, accreditation would be simpler, easier, faster or less expensive if any specified person(s) or consultancy is used. 
5.1.11 Prior to implementation of any assessment, relevant department shall inform the CAB to be assessed of the name list of personnel participating in the assessment to enable it to identify any possible relationship of conflict of interest. If the CAB proposes any reasonable objection to the member(s) of the assessment team for the reason of impartiality, the relevant department shall make reasonable adjustment to prevent conflict of interest. CNAS shall ensure that every accreditation decision is made by competent personnel or committee who didn’t participate in the assessment. Assessors who used to be employed by a CAB cannot participate in any assessment work related to this CAB within 3 years after leaving the CAB.
5.1.12 CNAS Secretariat is located inside China National Accreditation Institute of Conformity Assessment(CNAI), which only conducts accreditation related business and does not provide any service which might compromise accreditation impartiality. CNAS does not accept any financial support which might affect accreditation impartiality.
5.1.13 Activities as follows are not considered a risk to impartiality:

1) CNAS organizes or participate as a lecturer in training, orientation or educational courses, provided that these courses confine themselves to the provision of generic information that is freely available in the public domain, i.e. they cannot provide specific solutions to a conformity assessment body in relation to the activities of that organization;

2) CNAS provides adding value services during assessment; e.g. by identifying opportunities for improving as they become evident during the assessment without recommending specific solutions;

3) CNAS advises other accreditation bodies on development of accreditation;
4) Advising scheme owners on accreditation requirements, including requirements within relevant conformity assessment standards. 
5.2 Identification, Analysis, Evaluation and treatment of Impartiality Risks
5.2.1 The identification, analysis, evaluation of and actions to impartiality risk is a process to identify, analyze, evaluate and treat the risk source, range, incident and their sources and potential consequence. Risks to impartiality may come from the ownership, governance, management, personnel, shared resources, finances, contracts, outsourcing, training, marketing and payment of a sales commission or other inducement for the referral of new clients.
5.2.2 Relevant departments shall identify, analyze, evaluate, treat, and monitor on an ongoing basis the risks to impartiality arising from its activities including any conflicts arising from the relationships of CNAS or from the relationships of its personnel. The process shall include identification of and consultation with appropriate interested parties to advise on matters affecting impartiality including openness and public perception. CNAS makes sure that activities of such organizations does not affect CNAS accreditation impartiality via CNAS management policies, internal audit, etc. or take actions to minimize such risks to an acceptable level. 
5.2.3Relevant departments shall identify the risks to impartiality, record how the risks are eliminated and minimized, retain evidence material and record residue risk via filling in the Form for Analysis of Risk to Impartiality. Evidence material includes potential risks identified, whether they arise from within CNAS or form the activities of other persons, bodies or organizations. Residue risk may be eliminated in time or discussed in combination with business line meetings regularly, in which actions to eliminate the causes shall be determined and shall be inputted to internal audit or management review. 
5.2.4 CNAS Quality Department shall, via activities such as internal audit and management review, organize evaluation of residue risks to impartiality, formulate analysis conclusion of impartiality risk. Management review shall determine if it is within the level of acceptable risk.

5.2.5 If unacceptable risk to impartiality which can not be reduced to an acceptable level is identified during identification, CNAS Secretariat would not provide accreditation service. If compensation is led by the risk, Analysis Report on Accreditation Risk Fund and CNAS-PD33 Procedures for Dealing with Legal Affairs shall be followed. 
5.2.6 General Affairs Department shall, in accordance with the impartiality risk identified during management review, summarizes impartiality risk analysis , formulate Form for Analysis on Risks to Impartiality, to further improve the relevant procedures on risk prevention and control and on impartiality. 
5.2.7 Every year, CNAS Secretariat reports the identification of risk to impartiality and their treatment to the Board or Executive Committee. Meanwhile, the Board reviews Report on Analysis of Risk to Impartiality and Analysis Report on Accreditation Risk Fund.

5.2.8 If conditions as follows happen, the suitability and adequacy of Form for Analysis on Risk to Impartiality and Analysis Report on Accreditation Risk Fund shall be reviewed, where necessary be reviewed:

1) changes to CNAS accreditation or interested parties;

2) required by laws, regulations, standards, development of new accreditation scheme;

3) conditions which might affect accreditation impartiality is discovered via internal audit/management review;

4) the Board considers necessary after deliberation;

5) major appeal, complaint or lawsuit;

6) others;

5.3 Confidentiality Requirements 
5.3.1 CNAS shall be responsible through legally enforceable agreements for the management of all information obtained or created during the accreditation process. All CNAS personnel related to the accreditation work, including members of the Board and special committees (including specialized committees), staff of the Secretariat, assessors, technical experts and other personnel involved in accreditation activities, applicants and contracting parties shall take the responsibility for management of information obtained or generated from the accreditation process that is related to CNAS and its clients. All information obtained from the accreditation process shall be deemed as proprietary information and shall be kept confidential. If it plans to release information to the public, CNAS shall inform the client(s) in advance. All documents and information that need be kept confidential shall be managed properly and shall not be accessed by anyone who doesn’t have direct work relationship. Confidential documents and information shall be stored separately and kept by assigned staff to prevent leakage.  
5.3.2 When CNAS is required by law or authorized by contractual arrangement to release confidential information, CNAS shall, unless prohibited by law, inform the conformity assessment body of the information to be provided.
5.3.3 Information that needs be kept confidential includes:
a) information and documents of accreditation application;
b) information obtained from accreditation assessment;
c) client files 
d) other information required to be kept confidential by clients;
e) information on accreditation assessors and technical experts;
f) CNAS records including records on handling of appeals and complaints, internal audits and corrective actions; 
g) information that need be kept confidential for laboratories participating in proficiency testing activities;
h) client information obtained through other legal channels (e.g. complaints, regulatory bodies) shall not be disclosed to clients without approval from information providers;
i) Other internal information required by CNAS to be kept confidential.
5.3.4 Confidential information can be disclosed under the following circumstances;
a) authorized release by contractual agreement or written consent of or contractual agreement with accredited CAB’s;   
b) performing legal liabilities;
c) CNAS internal information approved by the Chief Executive for release. 
When disclosing confidential information for the performance of legal liabilities, CNAS shall inform the affected CAB’s in advance. 
5.3.5 The following information is regarded as public information:
      CNAS shall make publicly available through publications, electronic media or other means, without request, and update at adequate intervals, the following:
a) information on the accreditation of CABs accredited by CNAS(where the accreditation name is different from the name of its legal entity, the name of its legal entity shall also be noted), meanwhile, including the fact of granting, refusing, deferring accreditation, suspending or withdrawing accreditation qualification and expanding or reducing accreditation scopes, accreditation scopes and detailed information on premises (including accreditation certificates or other appropriate means, e.g. electronic media. In exceptional cases, access to certain information can be limited upon the request of the conformity assessment body, e.g. for security reasons); 
b) information that has been released or shall be released by applicants or accredited CAB’s; 
c) public information relevant to applicants or accredited CAB’s obtained by CNAS through other legal channels; 
d) information released through CNAS publications, electronic medias or other means, including authorized information, logo, statement of rights and obligations, basic information on means of financial support, information on participation in international recognition agreements and information on other activities apart from accreditation activities; 
e) information of CNAS accreditation process, including accreditation program, accreditation assessment and the referenced documents of the accreditation processes and accreditation requirements, accreditation fees, statement of the rights and obligations of CAB’s, procedure for lodging and handling of complaints and appeals, use of accreditation marks or claim of accreditation. 
5.3.6 CNAS shall give timely notification on any changes to accreditation requirements and shall ask for comments from the interested parties before it decides on the specific format of changes and the effective date. 
5.3.7 After CNAS has made the decision and released the changes to accreditation requirements, it shall confirm whether the accredited CAB’s conform to the changed requirements. 
5.4 Check of impartiality and confidentiality rules
5.4.1 The relevant departments shall ensure that personnel within the scope of 5.1.4 have all signed the Statement of Impartiality and Confidentiality and shall check strictly according to the relevant requirements. The Board and special committees shall change the personnel that violate the rules in accordance with the CNAS Constitution and relevant work rules. The Personnel Department and Assessors Department shall assist the Chief Executive to give warnings to or dismiss staff and assessors who violate the rules. 
5.4.2 Quality Department will check the implementation of the above requirements in accordance with CNAS-PD04 Procedures for Internal Audit and Management Review and conduct the relevant treatment.
6 Related record forms
CNAS-PD01-01 Statement of Impartiality and Confidentiality
CNAS-PD01-02 Form for Analysis of Risk to Impartiality
CNAS-PD01-03 Report on Analysis of Accreditation Risk Fund
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