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Procedure for Special Surveillance

1 Purpose and applicable scope
1.1 This document specifies the procedure for special surveillance and is aimed at fulfilling the relevant requirements for special surveillance. 
1.2 This document applies to the special surveillances conducted by CNAS over the activities of certification, testing, calibration, inspection, or some aspects of these activities carried out by the accredited certification bodies, laboratories and inspection bodies.
2 Terms and definitions
Special surveillance: non-routine surveillance assessment conducted by CNAS in accordance with the normative requirements of accreditation over the activities of certification, testing, calibration and inspection or some aspects of these activities carried out by accredited certification bodies, laboratories and inspection bodies.
3 Referenced documents
CNAS-RC01 Rules for Accreditation of Certification Bodies
CNAS-RC02 Rules for Handling Accreditation Qualification of Certification Bodies
CNAS-RL01 Rules for Accreditation of Laboratories
CNAS-RI01 Rules for Accreditation of Inspection Bodies
CNAS-PD01 Procedure for Control of Impartiality and Confidentiality
CNAS-PD13 Procedure for Management of Accreditation of Certification Bodies 
CNAS-PD14 Procedure for Management of Accreditation Assessment of Laboratories & Relevant Associated Bodies and Inspection Bodies
4 Responsibilities 
4.1 Accreditation Department Six is responsible for planning, organizing and implementing the special surveillances.
4.2 The director of Accreditation Department Six is responsible for reviewing the special surveillance program, implementation plan and relevant documents.
4.3 The focal point Deputy Chief Executive/Chief Executive is responsible for approving the special surveillance program, implementation plan and relevant documents.
4.4 The Chief Executive/focal point Deputy Chief Executive are responsible for organizing research to determine the CAB’s for special surveillance.
4.5 The Assistant Chief Executive is responsible for reexamining the special surveillance program and assisting the Chief Executive/focal point Deputy Chief Executive to determine the CAB’s for special surveillance where necessary.  
4.6 Relevant accreditation departments shall assist in the provision of various information needed for the special surveillance activities. Relevant accreditation departments may also plan, organize and carry out special surveillance as needed. The department director of the accreditation department shall review the relevant documents in this case.
4.7 The Assessors Department is responsible for providing assessment resources.
4.8 The special surveillance assessment team is responsible for conducting the onsite assessment, summing up relevant information and submitting the special surveillance report to Accreditation Department Six.
4.9 Accreditation Department Seven is responsible for organizing the Special Committee for Appraisal to make accreditation decision.
5 Competence requirements for and evaluation of the project management staff for special surveillance
5.1 Competence requirements for the project management staff for special surveillance
5.1.1 Having a university degree or above;
5.1.2 Knowing the terms and definitions of accreditation and familiar with the procedures for accreditation management and relevant work; 
5.1.3 Having the knowledge and skills of typical management systems and generic assessment 
5.1.4 Familiar with the accreditation standards, guidance, mandatory documents and relevant accreditation requirements of corresponding accreditation schemes. 
5.1.5 Knowing the operation process of the CAB’s;
5.1.6 The special surveillance of special accreditation schemes (e.g. FSMS, ISMS) for certification bodies shall also meet the specific requirements of the corresponding accreditation scheme;
5.1.7 having the knowledge, skills and competence related to the planning and arrangement of assessment, for example: knowing the composition of a typical assessment team; able to determine the priority assessment areas according to their risks; able to provide inputs for the selection of the assessment team and assign roles and responsibilities to the assessment team;
5.1.8 For a specific special surveillance project, if one team is going to do the project planning and management, this team as a whole should have the above required competences. If the project management staff don’t have the particular competence for the corresponding accreditation scheme, the project planning and management work can be implemented jointly with the accreditation assessor(s) of the corresponding accreditation scheme. 
5.2 Competence evaluation of the project management staff for special surveillance
5.2.1 Staff of relevant positions shall fill out CNAS-PD26-21 Form for Competence Evaluation of Project Management Staff for Special Surveillance on the basis of their educational background and work & training experience and provide relevant information to demonstrate their competence. 
5.2.2 The director of Accreditation Department Six shall evaluate the competence of the project management staff.
5.2.3 The competence of the staff shall be reevaluated or confirmed when the competence requirements for project management staff or the competence of an individual in this position are changed.
6 Procedures for implementation of special surveillance
The special surveillance of certification bodies shall be implemented in accordance with the requirements of the Work Instructions for Project Management of Special Surveillance of Certification Bodies and the Work Instructions for Special Surveillance Assessment of Certification Bodies.
6.1 Criteria for special surveillance
Special surveillance of certification bodies, laboratories and inspection bodies shall be implemented in accordance with CNAS-RC01 Rules for Accreditation of Certification Bodies, CNAS-RL01 Rules for the Accreditation of Laboratories, and CNAS-RI01 Rules for Accreditation of Inspection Bodies.
6.2 Principles for sampling CAB’s for special surveillance
6.2.1 Principles for sampling certification bodies for special surveillance (including but are not limited to the followings):
1） those who are found to have serious issues or more issues than others during the national or industrial spot check;
2） those who are rated as level C in the classification of accreditation risks for certification bodies;
3） those who are found to have many problems during accreditation assessment; 
4） those who have changed their operation significantly or who have other changes that may possibly affect their accreditation qualification;  
5） those who have got significant or more complaints;
6） those whose certified organizations have more quality, safety or environment pollution accidents; 
7） those whose certificates have increased at an abnormal rate; 
8） those who have more certified organization with high-level risks; 
9） those who have accepted more transferred certificates;
10） those whose certification recourses are incompatible with their certification business workload;  
11） those who have certified more organizations that failed to pass the audit or were suspended or withdrawn by other certification bodies;  
12） those whose certification and management risks are high as reflected by other information;
13） random sampling.
6.2.2 The special surveillance for laboratories and inspection bodies shall be determined according to their actual situation.
6.3 Determination of the special surveillance program
6.3.1 Accreditation Department Six is responsible for proposing the special surveillance program and reporting it to the focal point Deputy Chief Executive for approval.
6.3.2 The Chief Executive, focal point Deputy Chief Executive, Assistant Chief Executive (when necessary), Accreditation Department Six and other relevant departments shall jointly discuss and determine the CAB’s for special surveillance.
6.3.3 Where necessary, Accreditation Department Six may conduct special surveillance check of a particular CAB with approval by the focal point Deputy Chief Executive.
6.3.4 In special cases, with the approval of Chief Executive, other accreditation departments may carry out special surveillance assessments as work required. In this case, the accreditation department shall take the responsibilities of Accreditation Department Six as specified in CNAS-PD26 Procedure for Special Surveillance.
6.4 Planning a specific special surveillance project
Accreditation Department Six shall plan the specific special surveillance projects and fill out CNAS-PD26-01 Special Surveillance Planning Form.
6.5 Preparation and appointment of special surveillance assessment team
6.5.1 Accreditation Department Six shall identify the requirements for qualification, competence and impartiality of the assessment personnel for special surveillance in accordance with the special surveillance requirements and determine the members of the assessment team for special surveillance. 
6.5.2 Accreditation Department Six shall issue CNAS-PD26-02 Special Surveillance Assignment and CNAS-PD26-01 Special Surveillance Planning Form to the special surveillance assessment team. Members of the assessment team shall fill out CNAS-PD26-14 Impartiality Statement for Special Surveillance.
6.5.3 Accreditation Department Six shall issue a written short-notice on special surveillance to the CAB and ask the CAB for confirmation.
6.6 Implementation
6.6.1 The team leader of the special surveillance assessment team shall prepare CNAS-PD26-18 Special Surveillance Assessment Plan and ask the CAB for confirmation. The special surveillance assessment personnel shall implement the special assessment activities according to the requirements of the planning program, including opening and communication meetings. The attendees shall fill out CNAS-PD26-10 Attendance Sheet. The CAB shall sign CNAS-PD26-19 Integrity and Self-discipline Statement. The assessment team members shall enter the assessment findings in CNAS-PD26-04 Form for Special Surveillance Record and retain relevant records and evidentiary materials. 
6.6.2 The special surveillance assessment team shall communicate the assessment issues and confirm the assessment findings with the CAB onsite and complete CNAS-PD26-05 Nonconformity Report for Special Surveillance. 
6.6.3 The special surveillance assessment team shall put forward the rectification requirements against the nonconformities to the CAB during the communication meeting (refer to CNAS-RC01 Rules for Accreditation of Certification Bodies/ CNAS-RL01 Rules for Accreditation of Laboratories/ CNAS-RI01 Rules for Accreditation of Inspection Bodies). 
6.6.4 After the onsite assessment, the assessment team leader or his/her appointed assessor shall follow up the corrective actions taken by the CAB and verify whether they are effective or not. In terms of the special surveillance assessment project for laboratories and inspection bodies, if the recommended conclusion is maintaining the accreditation qualification or maintaining the accreditation qualification after warning, the team leader shall fill out CNAS-PD26-20 Comments on Acceptance of the Rectification by Laboratories. 
6.7 Reporting
6.7.1 The assessment team leader for special surveillance shall prepare a preliminary CNAS-PD26-06 Special Surveillance Report based on the assessment results within 5 workdays after closing out the nonconformities and submit the report with other assessment materials to Accreditation Department Six. 
6.7.2 When the CAB being assessed has serious problems that may possibly affect its accreditation qualification, the assessment team leader shall inform Accreditation Department Six in a timely manner and submit relevant assessment materials to Accreditation Department Six within 5 workdays after the end of the onsite assessment. 
6.8 Handling of results
6.8.1 Accreditation Department Six shall review the relevant assessment materials submitted by the special surveillance assessment team, propose handling comments by taking into account of other information where necessary and fill out CNAS-PD26-07 Recommendation Sheet for the Handling of the Results of Special Surveillance.
6.8.2 When the recommendation for a project is maintaining accreditation, suspending or withdrawing part of the accreditation or suspending or withdrawing all the accreditation, Accreditation Department Six shall transfer the assessment report on special surveillance to Accreditation Department Seven for appraisal after confirming it with the assessed CAB. 
6.8.3 When the recommendation for a project is maintaining accreditation after giving written admonition/warning to the assessed CAB, Accreditation Department Six shall issue the admonition letter (applicable to the special surveillance for certification bodies) or warning letter (applicable to the special surveillance for laboratories and inspection bodies) to the assessed CAB and transfer the assessment report on special surveillance to Accreditation Department Seven for appraisal after confirming it with the assessed CAB. 
6.8.4 For special surveillance assessment projects for laboratories and inspection bodies, Accreditation Department Six shall fill out CNAS-PD14-12 Accreditation Review/Approval Form after confirming the assessment report on special surveillance with the assessed CAB and transfer the assessment materials to Accreditation Department Seven for appraisal. 
6.8.5 Every special surveillance project shall be submitted to Accreditation Department Seven for appraisal within 90 workdays after the onsite assessment is finished (time for taking corrective actions by the CAB is not included). If the project cannot be completed on time due to some special reasons, CNAS-PD26-09 Approval Sheet for the Extension of Handling Time for Special Surveillance shall be filled out and approved by the focal point Deputy Chief Executive prior appropriate extension of the deadline. 
6.8.6 Special surveillance of certification bodies shall be entered in CNAS-PD26-08 Information Transfer Sheet for Special Surveillance and the special surveillance assessment information shall be transferred to the relevant departments; the special surveillance information for laboratories and inspection bodies shall be uploaded to the laboratory/inspection body accreditation management system and transferred to relevant departments via this management system.
6.9 Restoration of suspended accreditation
Where the special surveillance results in the suspension of the accreditation qualification of a CAB, Accreditation Department Six shall determine the verification time, verification method, verification personnel and verification focus according to the actual situation after receiving from Accreditation Department Seven the application submitted to it by the suspended CAB requesting restoration of accreditation qualification. Accreditation Department Six shall fill out CNAS-PD26-11 Corrective Action Verification Program and CNAS-PD26-02 Special Surveillance Assignment, issue the written notification on assessment for restoration of accreditation to the suspended CAB and assign an assessment team to verify the corrective actions taken by the CAB. The assessment team shall fill out CNAS-PD26-12 Verification Report and Accreditation Department Six shall review the report before transferring it to Accreditation Department Seven for appraisal. Accreditation Department Six may also arrange assessments for accreditation qualification restoration in accordance with CNAS-WI14-08 Work Instructions for Laboratory Assessment Management.
7 Supporting documents 
CNAS-WI26-01 Work Instructions for Management of Special Surveillance Projects for Certification Bodies
CNAS-WI26-02 Work Instructions for Special Surveillance Assessment for Certification Bodies
8 Record forms
CNAS-PD26-01 Special Surveillance Planning Form
CNAS-PD26-02 Special Surveillance Assignment
CNAS-PD26-04 Form for Special Surveillance Records
CNAS-PD26-05 Nonconformity Report for Special Surveillance
CNAS-PD26-06 Special Surveillance Report 
CNAS-PD26-07 Comment Sheet for the Handling of the Results of Special Surveillance
CNAS-PD26-08 Information Transfer Sheet for Special Surveillance
CNAS-PD26-09 Approval Sheet for the Extension of Handling Time for Special Surveillance
CNAS-PD26-10 Attendance Sheet 
CNAS-PD26-11 Corrective Action Verification Program
CNAS-PD26-12 Verification Report
CNAS-PD26-14 Impartiality Statement for Special Surveillance Assessment  
CNAS-PD26-15 Transfer List of Special Surveillance Project Files
CNAS-PD26-18 Special Surveillance Assessment Plan
CNAS-PD26-19 Integrity and Self-discipline Statement 
CNAS-PD26-20 Comments on Acceptance of the Rectification by Laboratories
CNAS-PD26-21 Form for Competence Evaluation of Project Management Staff for Special Surveillance
CNAS-PD14-12 Accreditation Review/Approval Form
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