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Guidance on the Application of Accreditation Criteria for the Competence of Forensic Units in the Field of Document Examination
China National Accreditation Service for Conformity Assessment
(CNAS)
Foreword
Document examination is one of the accreditation fields of CNAS for forensic units (hereinafter referred to as examination unit). It is also called document inspection and suspicious document examination etc. In document examination, the examiner applies the theory and method of document inspection science to make professional judgment on the writer, tools, materials, making mode and time, forming mode and process, document state and nature regarding the suspicious documents through observation and judgement and where necessary by comprehensive analysis of measurement and test results. 
This application guidance is developed by CNAS as a further explanation of CNAS-CL08:2018 “Accreditation Criteria for the Competence of Forensic Units” in light of the characteristics of document examination. It neither adds to nor reduces the requirements of this Criteria. This document is laid out in a way that application guidance is presented against specific clauses of CNAS-CL08:2018 “Accreditation Criteria for the Competence of Forensic Units”. Therefore, the chapter numbers are not consecutive.
This document shall be used in parallel with CNAS-CL08:2018 “Accreditation Criteria for the Competence of Forensic Units”.
This application guidance replaces CNAS-CL48:2014 “Guidance on the Application of Accreditation Criteria for the Competence of Forensic Units in the Field of Document Examination”.
Guidance on the Application of Accreditation Criteria for the Competence of Forensic Units in the Field of Document Examination
1 Scope
This application guidance applies to CNAS accreditation of all forensic units engaged in document examination activities.
2 Normative references
This application guidance mainly refers to the relevant contents of CNAS-CL08:2018 “Accreditation Criteria for the Competence of Forensic Units”.

3 Terms and definitions
This application guidance uses relevant terms and definitions given in CNAS-CL08:2018 “Accreditation Criteria for the Competence of Forensic Units”. In document examination, the following terms and definitions are adopted to describe the test contents:
Sample: document used for comparing and contrasting
Exhibit: document to be examined
4 General requirements
4.1 Impartiality
4.2 Confidentiality
4.3 Independence
5 Structural requirements
6 Resource requirements
6.1 General
6.2 Personnel
6.2.1 The examination unit shall have a procedure to define the requirements for the evaluation and selection of external experts for provision of comments regarding their specialized technical competence and experience and shall conduct effective training of external experts who are employed temporarily for providing technical support during examination activities prior to their use. The records on the evaluation and confirmation of the technical competence of external experts shall be retained. The examiners shall review the comments provided by the external experts and take responsibility for the suitability of these comments.
6.2.2 The examiner shall have a bachelor or better degree in the document examination specialty or other relevant specialty, or 10 or more years’ examination experience in this specialty. The examiners of other relevant specialty shall have the systematic technical training experience in document examination. 
The authorized signatory shall have senior technical title or 5 or more years’ continuous work experience in this specialty after acquiring the intermediate technical title.

The supervisor shall be familiar with the examination methods, procedures, purposes and result evaluation and have intermediate or better technical title for this specialty.
6.2.5 The examination unit shall retain all records related to the authorization, competence, education and technical qualifications, training, skills and experience of all the personnel related to document examination, which shall include but not limited to the following contents:
——education record on the specialty related to document examination, such as diploma/degree certificate and professional training certificate;
——records of evaluation of technical knowledge and technical skill training and test, including retraining records;
——records on acquisition of relevant technical experience, e.g. the experience of doing document examination under the guidance of an experienced examiner, competence evaluation, result of participation in proficiency testing and experience of technical support work;
——technical title, qualifications or job certificate;
——records of the technical competence test, evaluation and authorization.
6.2.7 The examination unit shall develop pertinent training plan on the basis of personnel posts. The content of the training shall at least include (but not limited to) relevant laws and regulations, work discipline, management system, quality control and supervision method; knowledge on the professional theories of document examination and related discipline; operation of main testing instruments for document examination technical testing and the result analysis and judgement, and such key technical competence as the making of the feature comparison table of individualism and comprehensive judgement of handwriting features, impressed character features and printing features.
Under the following circumstances, the examination unit need re-train the relevant examination personnel:

——taking up a new job;
——having left the examination post for more than 1 year;
——changes to the examination methods and key equipment.
Ways for verifying the effectiveness of the training activities include (but not limited to):

——proficiency testing results;

——internal quality control results;
——internal audit;
——identification of nonconforming work;
——complaints from interested parties;
——personnel ongoing monitoring and evaluation.
6.2.8 The examination unit shall conduct at least one onsite witness of examiners and personnel involved in the examination work every 2 years. Taking into account of the work post, the content of onsite witness shall involve (but not limited to) operation of main testing instruments for document examination technical testing and the result analysis and judgement, and such key technical processes as the making of the feature comparison table of individualism and comprehensive judgement of handwriting features, impressed character features and printing features.
6.3 Facilities and environmental conditions
6.4 Equipment
6.4.4 The instrument and equipment used for document examination can be divided into testing and analysis equipment and functional test equipment. Testing analysis equipment (e.g. measuring tool, electronic balance and various spectrometer, chromatograph and energy spectrometer) that have important impact on the results shall be calibrated. There shall be corresponding verification procedure for the functional test equipment that have important impact on the results (such as microscope, document retrieval instrument, indented marks electrostatic developing apparatus and specific image comparison and analysis software) and the above testing analysis equipment that cannot be calibrated to ensure the equipment or software is in perfect state and meet the requirements of corresponding test standards, technical specifications or test methods.
6.4.12 The functional test equipment (such as the document retrieval instrument, indented marks electrostatic developing apparatus and microscope with special performance) and testing analysis equipment (such as various spectrometer, chromatograph and energy spectrometer) with high technical requirements shall be operated by authorized personnel to prevent the equipment from accidental adjustment leading to invalid results.
6.4.13 The examination unit shall retain the records on main equipment and their software. Apart from what is listed in this clause of the criteria, the records shall also include equipment use, confirmation of equipment calibration, verification of functional equipment, configuration of equipment software and hardware and software upgrading etc.
6.5 Measurement traceability
6.6 Externally provided product and service
7 Process requirements
7.1 Contract review
7.1.1 f) If it is necessary to extract/prepare the sample for experiment on the spot, the extracting person/preparing person, people concerned or other eyewitness on the scene shall sign for confirmation.
7.1.4 If it is confirmed on the spot that samples need be supplemented, the examination unit shall negotiate with the client on the requirements for supplementation of samples and note it down in the acceptance agreement. If the client has supplied reference sample, the examination unit shall conduct detailed review of its source, name (or original label) quantity and status and note it down in the acceptance agreement. 
7.1.6 After the work has started, if samples need to be supplemented, the examination unit shall communicate with the client in a timely manner to negotiate and confirm the requirements and record the relevant situation.
7.1.8 During the examination process, if there is possible loss, damage and breaking of the exhibits/samples, the entrusting party shall be informed and its confirmation shall be recorded.
7.2 Method selection, verification and validation
7.3 Sampling
7.3.4 When the examination work involves sampling (including the exhibits/samples), the examination unit shall have documented requirements for sampling in the absence of a technical standard for the examination sampling.
7.4 Handling of exhibits/samples
7.4.1 The examination unit shall avoid destructive testing of the exhibits/samples as far as possible. If destructive testing is needed, the written consent of the entrusting party shall be acquired.
7.4.2 The examination unit shall ensure that the supplemented exhibits/samples are not confused during reception, transfer and handling process and are continuously and effectively identified.
7.5 Records/files
7.5.1 The technical records of document examination shall include adequate information to provide effective support to the examination comments and ensure that the test process of every examination can be effectively traceable under conditions as close to the original as possible. Apart from the contents listed in this clause of the criteria, there shall also be record on the comments of the examiner’s independent examination and the process of joint discussion by the examiners. In particular, when there are differences among the examiners, there shall be record on the comments of different examiners and the process for making the final examination comments.
The technical records of document examination shall also include various feature comparison tables (such as handwriting feature comparison table and impressed character feature comparison table) in addition to instrument inspection/testing graphics, maps and data. The feature comparison table shall contain sufficient information to support the examination comments, including the feature label or explanation, preparation person and date and reviewing person.
7.6 Evaluation of measurement uncertainty
7.7 Ensuring the validity of results
7.7.1 During document examination activities, every examination shall be conducted by at least 2 examiners together. One of them has the intermediate or better technical title for document examination.
Examiners shall conduct independent examination first and then joint discussion.
The examination unit shall document provisions on the handling of differences in the opinions of the examiners.
When differences arise among the examiners and joint discussion fails to arrive at consensus, the method of adding examiners or replacement of examiners shall be adopted to assure the objectivity and correctness of examination comments. 
7.7.2 During the validity of the accreditation certificate, the proficiency testing activities attended by the examination unit shall cover the examination items/parameters within the accredited competence scope, and if the item/parameter is unable to participate in proficiency testing, it shall at least do one interlaboratory comparison.
7.8 Examination document
7.8.1.2 The examination document shall be pertinent to the entrusted matter and accurately arrive at science-based examination comments on the basis of the examination results and professional judgement. The examination comments shall be broken down into bullet points.
7.8.2.1 Apart from the contents listed in the criteria, the information in the examination document shall also include:
a) description of the exhibit/sample shall ensure effective identification under any circumstances.
b) explain the sampling person, time and location if sampling (including exhibits and samples) is involved;
c) key technical materials supporting the examination comments.
7.8.7.2 When the results in the examination document (including comments and interpretations) are not easily understandable or likely to cause ambiguity, the examination unit shall have measures to prevent misuse of the results, e.g. additional notes to further elaborate on the results.
7.9 Complaints
7.10 Nonconforming work
7.11 Control of data and information management
8 Management system requirements
8.1 Options
8.2 Management system documentation (option A)
8.3 Control of management system documents (option A)
8.4 Control of records (option A)
8.5 Actions to address risks and opportunities (option A)
8.6 Improvement (option A)
8.7 Corrective action (option A)
8.8 Internal audit (option A)
8.9 Management review (option A)
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