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Work Instructions for Management of Scheme Workgroup
1. Purpose and applicable scope
1.1 Purpose
To track and manage the composition of the accreditation scheme workgroups and their main work content, coordinate and manage the technical research and information tracking work of the workgroups. 
1.2 Applicable scope
This document is applicable to the establishment and change of the accreditation scheme workgroup and coordination and management of the routine research work of the workgroups. 
2. Referenced documents
CNAS-PD02 Procedure for Document Control
CNAS-PD25 Procedure for Management of Research and Development
3. Terms and definitions
3.1 Scheme workgroup
Specific workgroups established pertinent to the various accreditation activity schemes carried out by CNAS or specific workgroup established separately based on the needs of business development and technical issue R&D. The scheme workgroup is classified into two types, technical scheme workgroup and coordination scheme workgroup. There is a team leader, a deputy team leader and a number of members in each scheme workgroup. The team leader organizes the workgroup to carry out various technical work.
3.2 Technical scheme workgroup
A scheme workgroup that tracks and studies an accreditation scheme applicable to a corresponding particular industry or a certain type of accreditation activities 
3.3 Coordination scheme workgroup
A scheme workgroup that keeps in touch with a number of technical scheme workgroups, tracks and studies the common technical requirements of a number of related or close technical scheme workgroups and coordinates the common technical information of related technical scheme workgroups.
3.4 The focal point department (office) for the scheme workgroups
Every scheme workgroup has a focal point department. Normally the department where the scheme workgroup leader works is the focal point department. (If the workgroup leader doesn’t belong to any department, the leader(s) of the Secretariat will appoint the focal point department).
4. Responsibilities 
4.1 Chief Executive
The Chief Executive is responsible for approving the program for the setup of a scheme workgroup and take overall charge of the operation of the scheme workgroup policies. 
4.2 Focal point Deputy Chief Executive
The focal point Deputy Chief Executive is responsible for planning the structure of the workgroup related to his/her responsibilities and coordinating the personnel assignment for the related scheme workgroup. 
4.3 Technical Department
The Technical Department is responsible for organizing and coordinating each scheme workgroup in the implementation of relevant work and organizing the implementation and application of the relevant work results of the workgroups.
4.4 Focal point department
The focal point departments are responsible for giving personnel and work time support to the scheme workgroups and supervising and urging the scheme workgroups to carry out relevant work according to plan and taking responsibility for the work quality of the scheme workgroups. 
4.5 Related departments and offices
Cooperating in the concrete work of the scheme workgroups and implementing the work proposals put forward by the scheme workgroups according to CNAS arrangements. 
4.6 Scheme workgroup
a) Identify, track and study such external documents as international standards, national standards, technical specifications and laws & regulations applicable to this scheme;
b) Track and participate in the research work of international or domestic technical organizations related to this scheme; 
c) Collect, study and deal with the technical and policy issues of this scheme, sum up practical experience and put forward improvement suggestions;
d) Study and development/revision of the particular accreditation normative documents and accreditation notes applicable to this scheme;
e) Notify the focal point department and Technical Department of the technical information of this scheme; 
f) Scientific research subjects and R&D work on new accreditation business of this scheme; 
g) Apart from undertaking the above work responsibilities, the coordination scheme workgroup is also responsible for coordinating and communicating common technical information of the technical scheme workgroups it is in contact with. 
4.7 Scheme workgroup leader and deputy leader
With the coordination by the focal point leader, Technical Department and focal point department, the workgroup leader is responsible for organizing the workgroup to fulfil its work responsibilities, including development of the priority work plan of the workgroup, development and revision of corresponding normative documents, implementation of the technical study of the workgroup, follow-up analysis of relevant technical information and participation in relevant technical activities. 
The deputy leader is responsible for assisting the workgroup leader to fulfil relevant tasks and undertaking the responsibilities of the leader under special circumstances when the leader is unable to organize the workgroup activities effectively.
5. Personnel requirements
Members of the scheme workgroups shall have knowledge of the following:
a) Rules and processes of the accreditation body;
b) Accreditation requirements, accreditation program requirements and relevant guidance and application documents;
c) Requirements of the conformity assessment schemes and other procedures and methods used by the conformity assessment bodies; 
d) Risk-based assessment principles;
e) Requirements of basic laws and regulations related to conformity assessment activities.
6. Work content
The coordination and management of the scheme workgroup includes the coordination and management of the setup and composition of the workgroup and the coordination and management of the workgroup in its technical work.
6.1 Management of the setup and change of the scheme workgroup
6.1.1 Setup of the workgroup
CNAS sets up and classifies the scheme workgroups based on the needs of its accreditation work.
The departments and offices can put forward proposals on the setup and composition of main members of a scheme workgroup. The Technical Department sums up these proposals and reports to the leaders of the Secretariat for review and approval and where necessary to the Chief Executive for approval. 
The Technical Department works out CNAS-WI25-01-02 the Information Form of the Scheme Workgroup based on the approval of the leaders of the Secretariat and publicizes it within the Secretariat. 
6.1.2 Change of the workgroup
Every half year, the Technical Department reminds the scheme workgroups to fill in CNAS-WI25-01-01 Information Notification Form of the Scheme Workgroup, which includes the content of their main work and the need for change of main members. After completing the form, the workgroup will upon the consent of the focal point department submit it to the Technical Department. The Technical Department will sum up the relevant information on change of main workgroup members and work content and enter the information in CNAS-WI25-01-03 Application for Change of the Information Form of the Scheme Workgroup. The completed form is submitted to the leaders of the Secretariat for deliberation and approval and where necessary to the Chief Executive for approval. 
Based on the needs of work, the scheme workgroup can also separately submit the Information Notification Form of the Scheme Workgroup, applying for change of the workgroup members or work content. The Technical Department fills in the Application for Change of the Information Form of the Scheme Workgroup and submits it to the focal point Deputy Chief Executive for review and approval and where necessary to the Chief Executive for approval. 
The Technical Department keeps updating the Information Form of the Scheme Workgroup and publicizes it inside the Secretariat on the basis of the information change of the scheme workgroups. 
6.2 Work plan of the scheme workgroup
The scheme workgroups shall develop annual priority work plan and carry out such specific work as technical information tracking, study of technical issues, development and revision of technical documents and participation in the activities of technical organizations. While carrying out specific technical work, the workgroups shall take the initiative to utilize the technical resources of related technical committees, listen to the extensive suggestions of the technical committees on technical issues and use communication with the relevant technical committees as a main channel for obtaining technical information. 
6.2.1 Every October, the Technical Department will gather the annual work summaries of each scheme workgroup and their suggestions on the priority work plan for the following year. The content of the work summary shall include: completion status of the priority work plan and collection and analysis of technical information, study of technical issues and tacking and participation in the activities of technical organizations in the current year. The scheme workgroups shall prepare their respective next-year work plans in December and report to the focal point leader for review and approval. 
6.2.2 The scheme workgroups carry out their work according to the annual plan, give timely feedback on their work progress and related information and shall notify the Technical Department of major changes to their work plan. The Technical Department shall report such changes to the focal point leader for review and approval. 
6.2.3 In light of the semi-annual information notification or based on the requirements of the work tasks, the Technical Department shall check the completion of the plan of the scheme workgroups. 
6.3 Study of the technical information and technical issues from inside CNAS
6.3.1 Presenting the technical information and technical issues
Based on their work needs, every department of CNAS may report the technical information or technical issues they are concerned about to the focal point deputy Chief Executive for approval and then to the Technical Department for recording and transmitting to the scheme workgroups for study. The presentation of technical issues shall include an overview of the issues and relevant clues, proposed mode and time of information feedback by the workgroup and specific advice on which scheme workgroup shall undertake the research work. 
The focal point deputy Chief Executive may designate specific technical information or technical issues, which shall be recorded and transmitted by the Technical Department to the workgroup for research.
6.3.2 Recording and transmitting the technical information and technical issues by the Technical Department
After receiving the technical issues presented by the departments or designated by the focal point deputy Chief Executive, the Technical Department shall centrally gather and register them in CNAS-WI25-01-05 Register of Technical Information and Issues of the Workgroup and transmit them to the relevant scheme workgroup. 
6.3.3 Feedback comments and work proposals of the workgroups
After studying relevant issues, a scheme workgroup gives feedback comments or work proposals, which will be reviewed by the focal point department of the workgroup and then submitted to the Technical Department. 
6.3.4 Handling of the feedback comments and work proposals of the workgroups
After receiving the feedback comments or work proposals of the scheme workgroups, the Technical Department submits them to the focal point deputy Chief Executive for review and approval. After approval, those involving the development and revision of accreditation normative documents or system documents will be implemented in accordance with CNAS-PD02 Procedure for Control of Documents. The work proposals regarding relevant departments will be transferred to relevant departments by the Technical Department. 
If the specific research work of a scheme workgroup need be established as a CNAS R&D project, the requirements of CNAS-PD25 Procedure for Management of Research and Development shall be followed. 
6.4 Study of technical information and technical issues from outside CNAS 
The scheme workgroups can carry out autonomous research based on the technical information or technical issues they are concerned about, e.g. tracking study of relevant information on policies and regulations of the scheme, tracking study of the documents of related international and domestic technical organizations, and tracking study of related domestic and foreign standards. If the content of the autonomous research of the workgroups involves reporting to the Secretariat or proposing to CNAS to take corresponding actions, the workgroup can fill out the Information Notification Form of the Scheme Workgroup separately, which will be reviewed by the focal point department, summarized by the Technical Department and reported to the focal point deputy Chief Executive for review and approval. After approval, if development and revision of accreditation normative documents or system documents is involved, CNAS-PD02 Procedure for Control of Documents will be followed. The work proposals regarding relevant department will be transferred to relevant departments by the Technical Department.
If the specific research work of a scheme workgroup need be established as a CNAS R&D project, the requirements of CNAS-PD25 Procedure for Management of Research and Development shall be followed.
6.5 Reporting and recording information on the tracking of and participation in the activities of related technical organizations
The scheme workgroups shall provide CNAS-WI25-01-07 Information Notification Form of Activities of Technical Organizations and the whole set of relevant technical materials to the Technical Department for recording within 15 workdays after their participation in activities of international/domestic technical organizations. 
The scheme workgroups shall sum up the international/domestic technical organizations and relevant technical information they are responsible for tracking when entering the annual information in the Information Notification Form of the Scheme Workgroup, making a summary of the work content for participation in the activities of technical organizations and tracking technical information and putting forward the work proposals of their scheme. The focal point departments shall conduct review and give feedback to the Technical Department. 
6.6 The Technical Department will suggest to the CNAS leaders for adjustment of relevant people of the scheme workgroups if they are unable to carry out their work responsibilities earnestly. 
7. Relevant records forms
CNAS-WI25-01-01 Information Notification Form of the Scheme Workgroup
CNAS-WI25-01-02 Information Form of the Scheme Workgroup
CNAS-WI25-01-03 Application for Change of the Information Form of the Scheme Workgroup
CNAS-WI25-01-05 Record of Registration of the Technical Information and Issues of the Scheme Workgroup
CNAS-WI25-01-07 Information Notification Form of Activities of Technical Organizations
8. Supporting documents
（N/A）

9. Attached tables
Attached table 1 Routine work flow of the scheme workgroup
Attached table 2 Work flow of the scheme workgroup for dealing with technical issues
Attached table 1 Routine work flow of the scheme workgroup







Attached table 2 Work flow of the scheme workgroup for dealing with technical issues 











Technical Department:


Gathering and reporting work plans to the leaders for approval;


Gathering and reporting the technical information/work proposals to the leaders for approval prior to organization of implementation;


Reporting to the leaders the proposal on adjustment of workgroup member and task prior to making the adjustment;


Issuing the work plans of the scheme workgroups;


Issuing the work tasks established by the leaders;


Checking the operation of scheme workgroups and proposing commendations of workgroups and focal point departments.





Scheme workgroup


（October）


Annual work summary；


Proposing work plan of the following year;


Notification on technical information/work proposal;


Proposal on adjusting workgroup member and task.





Scheme workgroup:


（Middle of the following year, generally June）


Report on completion of mid-year work plan;


Notification on technical information/work proposal；


Proposal on adjusting workgroup member and task.





Scheme workgroup:


（October the following year）1) Report on completion of annual work plan；


Next-year work plan proposal；


Notification on technical information/work proposal;


Proposal on adjusting workgroup member and task.





Issue plan and work task, check work operation





Submit technical information and work output, propose adjustment





Providing support, supervising and urging work and reviewing work output





Focal point departments:


Providing staff and work time support to the scheme workgroups;


Reviewing the work output of the scheme workgroups;


Supervising and urging the scheme workgroups to carry out work according to plan.





Reporting work content and work support needs, submitting work results for review





Focal point leaders:


Examine and approve the research output of workgroups





Focal point leaders:


Determine the technical issues or specific tasks of the scheme workgroups





Technical Department:


Inspecting the work progress of the workgroups;


Recording the work outputs of the workgroups;


Submitting the work outputs of the workgroups for approval and organizing implementation.





Technical Department:


Recording the tasks of the workgroups;


Issuing work tasks.





Focal point departments:


Providing work support to workgroups;


Supervising and urging workgroup research;


Reviewing work information of workgroups.





Scheme workgroups:


Organizing research according to the requirements of the work tasks;


Submitting the research arrangements to the focal point departments;


The work outputs are submitted to the focal point department for review before submission to the Technical Department.








Date of Issue: 1 May 2018                                            Date of Application: 1 May 2018

