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Work Instructions for Management of Accreditation Appraisal of Certification Bodies
1 Purpose and applicable scope
1.1 This Work Instructions is developed to regulate the management of certification body accreditation appraisal and to ensure the quality and timely service of the management of accreditation appraisal. 
1.2 This Work Instructions is applicable to the pre-appraisal review of the relevant materials of the certification bodies, the planning and implementation of accreditation appraisal, the approval of the results of the accreditation appraisal and the filing away of the appraisal materials.
2 Referenced documents
2.1 CNAS-J05 Work Rules for the Appraisal Special Committee
2.2 CNAS-PD19 Procedure for Accreditation Appraisal and Approval 
2.3 Form of the Roles and Responsibilities, Personnel Competence Requirements and Job Qualifications of Accreditation Department 7
3 Definitions
None
4 Competence and responsibilities
4.1 Competence requirements 
4.1.1 Accreditation appraisal assistant (assistant hereafter): In addition to satisfying what is in the Form of the Roles and Responsibilities, Personnel Competence Requirements and Job Qualifications of Accreditation Department 7, shall also have knowledge of the certification body accreditation process, and be familiar with the management procedures and work instructions regarding the accreditation of certification bodies; 
4.1.2 Accreditation appraisal supervisor (supervisor hereafter): In addition to satisfying what is in the Form of the Roles and Responsibilities, Personnel Competence Requirements and Job Qualifications of Accreditation Department 7, shall also have knowledge of the accreditation criteria and the management processes regarding the certification body accreditation business, be familiar with the management procedures of Accreditation Department 7 and qualified as a certification body accreditation assessor;
4.1.3 Accreditation appraisal senior supervisor (senior supervisor hereafter): In addition to satisfying what is in the Form of the Roles and Responsibilities, Personnel Competence Requirements and Job Qualifications of Accreditation Department 7, shall also have knowledge of the accreditation criteria and the management processes regarding the certification body accreditation business, be familiar with the management procedures of Accreditation Department 7 and qualified as a certification body accreditation lead assessor;
4.1.4 Focal point department leader: In addition to satisfying what is in the Form of the Roles and Responsibilities, Personnel Competence Requirements and Job Qualifications of Accreditation Department 7, shall also have knowledge of the accreditation criteria and the management processes regarding the certification body accreditation business, be familiar with the management procedures of Accreditation Department 7 and qualified as a certification body accreditation lead assessor;
4.2 Responsibilities
4.2.1 The assistant is responsible for sorting out and classifying the appraisal materials submitted and confirms that the appraisal materials submitted by the relevant department are complete; assist the supervisor to organize accreditation appraisal, the making of accreditation certificates and the publicizing of accreditation information. 
4.2.2 The supervisor is responsible for planning the accreditation appraisal and composing the appraisal working group.
4.2.3 The senior supervisor is responsible for coordinating and organizing the accreditation appraisal, summarizing and analysing the major appraisal findings or generic recommendations.  
4.2.4 Appraisal committee members are responsible for performing effective appraisal of the materials submitted and arriving at an appraisal conclusion and verification of any issues that may affect the appraisal conclusion.
4.2.5 The focal point department leader is responsible for the approval of the already appraised project within his/her authorization.
5 Pre-appraisal review of materials
5.1 Reception of materials 
The assistant is responsible for receiving the assessment materials submitted by relevant personnel of the relevant departments. In case of any irregular situation, inquiries may be made of the relevant personnel of the relevant department regarding the amount of assessment materials. 
5.2 Sorting out and verification of integrity and completeness of appraisal materials
Within 2 workdays of receiving the appraisal materials submitted by the relevant department, the assistant shall sort out and classify them and verify their integrity and completeness according to the CNAS-PD13-23 List of Certification Body Accreditation Assessment Materials, and then submit them to the supervisor.  
6 Accreditation appraisal 
6.1 Planning 
6.1.1 Information input into planning
The result of the check of the appraisal project materials, the areas/schemes covered, number of projects, special points of attention in the project, special requirements for the project, special time limit requirements for the completion of the appraisal, competence needed of the appraisal committee members, impartiality; 
6.1.2 Composing the appraisal working group
Within 2 work days, the supervisor shall perform appraisal planning and compose an appraisal working group in light of the result of the check of the appraisal project materials, the areas/schemes covered, number of projects, competence needed of the appraisal committee members and according to the principles specified in Clause 5.2.1 of PD19 Procedure for Accreditation Appraisal, Approval and Accreditation Certificate Management. And when necessary, the number of times of appraisal can be increased. 
6.1.3 Notice of appraisal task 
The assistant notices the relevant members of the appraisal working group by means of telephone, WeChat and other means. 
6.2 Control of the appraisal process
6.2.1 Preparation
Prior to the appraisal, the appraisal planning staff shall brief the appraisal group about the appraisal task, assist the appraisal group leader to complete the allocation of the appraisal task, organize and provide the relevant forms and documents. When necessary, put forward the requirements for the use of special documents. 
6.2.2 Conducting the appraisal
The appraisal shall be conducted within 2 work days by competent appraisal committee members in accordance with CNAS-J05 Working Rules for the Appraisal Special Committee and CNAS-PD19 Procedure for Accreditation Appraisal, Approval and Accreditation Certificate Management. In principle, the number of appraisals conducted by a appraisal committee member will not exceed 6. An appraisal committee member shall fill in CNAS-WI19-02-03 Record for Certification Body Accreditation Appraisal and turn it into electronic form, and put forward initial conclusion or recommendation. 
6.2.3 Appraisal findings and handling
The management staff of Accreditation Department 7 shall participate in the discussion about the findings of the appraisal working group. CNAS-WI-05 Work Instructions for Certification Body Accreditation Appraisal and Handling of the Findings shall be referenced when determining and handling the findings.
6.3 Summary and analysis of appraisal findings
6.3.1 The senior supervisor identifies and registers the generic problems or major recommendations put forward by the appraisal working group. When timely feedback is needed, the CNAS-PD19-19 Appraisal Information Flow Card shall be filled in within 5 work days of the appraisal and feedback to the relevant department subject to the approval by the focal point department leader. 
6.3.2 The senior supervisor summarizes the appraisal results by the quarter, including issues that affect the appraisal conclusion as well as the generic issues or major recommendations raised by the appraisal working group, which subject to the approval of the focal point department leader and solicitation of comments from relevant departments when necessary shall be submitted to the focal point leader of the secretariat.
6.3.3 To meet the needs for continual training of the assessors, the senior supervisor by the quarter or in the specified time frame summarizes and classifies the issues arising from the assessment practices, usually including document review, assessment process, assessment NCRs and their closing, assessment reports, subject to the verification of the appraisal committee member and the focal point department director, formulate training cases for the use of the assessors. 
7 Approval of the accreditation appraisal results
7.1 The approval of the appraisal results shall be concluded within three work days, usually by the Chief Executive or the authorized leader of Accreditation Department 7; regarding the appraisal findings that may affect the appraisal conclusion, within 3 work days of the appraisal committee member’s verification of their closure, the chief executive or the Accreditation Department 7 leader whom (s)he authorizes approves the accreditation appraisal conclusion within the defined time limit. Regarding the appraisal findings that do not affect the appraisal conclusion, within 2 work days of the supervisor’s or senior supervisor’s verification of their closure, the chief executive or the Accreditation Department 7 leader whom (s)he authorizes approves the accreditation appraisal conclusion within the defined time limit. When applicable, the approval shall specify the effective date of the relevant accreditation document. 
8 Filing away of the appraisal materials 
8.1 When the accreditation documents are issued, the assistant is responsible for keeping a copy, which together with the assessment and appraisal materials is listed in the file contents and subject to verification by relevant functions is submitted to the Accreditation File Centre to be filed away. The process shall be completed within 2 months.
9 Relevant records 
CNAS-WI19-02-03 Record for Certification Body Accreditation Appraisal
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