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Procedures for Management of Certification Body Accreditation

1. Objectives and Applicable Scope   
1.1 This procedure is established to make sure that the CNAS management of certification body accreditation is preceded impartially, publicly and indiscriminatingly and to safeguard the effectiveness of accreditation. 
1.2 This procedure applies to the control of application, planning, assessment, etc. in the initial assessment, surveillance, reassessment, scope extension/reduction, adding key premises and abnormal assessments conducted in accordance with relevant requirements which CNAS conducted to certification bodies.
1.3 [bookmark: OLE_LINK6][bookmark: OLE_LINK7]The “certification Body” referred to in this procedure covers Greenhouse Gas(GHG) validation or verification bodies(V/VBs). The accreditation scheme of GHG V/VBs includes 3 validation/verification scopes, which are equivalent to special accreditation schemes of certification body accreditation. Scope extension assessment of GHG V/VB accreditation covers 3 categories, i.e. adding new GHG V/VB scope, adding new main sector or reducing limitation to a main sector in a scope already granted accreditation, adding key location. The 3 categories of scope extension are equivalent to special accreditation scheme extension, business scope extension and adding key location. The reaccreditation of GHG V/VB is equivalent to reassessment.  
2. References
	CNAS-R03
	Rules for Dealing with Appeals, Complaints and Disputes

	CNAS-RC01
	Rules for Accreditation of Certification Bodies

	CNAS-RC02
	Rules for Sanctions Against the Accreditation of Certification Bodies

	CNAS-RC03
	Rules for Certification Bodies to Report Information

	CNAS-RC04
	Rules for the Fees on the Accreditation of Certification Bodies

	CNAS-RC05
	Rules for the Accreditation of Certification Bodies with Multi-premises

	CNAS-RC07
	Rules for the Accreditation of Certification Bodies with Foreign Locations

	[bookmark: OLE_LINK8][bookmark: OLE_LINK9]CNAS-RC08
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK10]Rules for Accreditation of GHG Validation and Verification Bodies



3. Terms and Definitions
Nil

4. [bookmark: _GoBack]Responsibilities
4.1 Accreditation Department One is responsible for:
4.1.1 Accepting and reviewing accreditation applications from certification bodies;
4.1.2 Organizing the signing of accreditation agreements with accepted certification bodies;
4.1.3 Implementing the accreditation assessment plan;
4.1.4 Providing documents and information needed by accreditation assessment;
4.1.5 Sorting out, reviewing and transferring accreditation assessment documents;
4.1.6 Accepting and dealing with the information of major changes from accredited certification bodies;
4.1.7 Accepting appraisal result, problems found in appraisal and other necessary information from Accreditation Department Seven;
4.1.8 Accepting information on irregular surveillance, problems found in special assessment and complaints to certification bodies from Accreditation Department Six;
4.1.9 Assisting Financial Department to collect accreditation fees and calculating service charges of assessors.
4.1.10 Assisting Assessor Department to conduct management, surveillance and education of assessors. Assessor Department is responsible for providing resources for relevant accreditation schemes.
In which, director of Accreditation Department One is responsible for:
4.1.11 Approving/reviewing the accreditation applications from certification bodies(for which the attestations such as the approval document by CNCA are not needed).
4.1.12 Approving the adjustments to the assessment time and/or team composition.
4.1.13 Approving the preliminary visit to accreditation applicant.
4.1.14 Other issues which need to be approved by the director of Accreditation Department One.
4.2 Deputy Chief Executive in Charge is responsible for: 
4.2.1 Approving accreditation applications from certification bodies which do not need the attestations such as the approval documents from CNCA;
4.2.2 Signing accreditation contracts on behalf of CNAS;
4.2.3 Approving applications for delaying reassessment of accredited certification bodies;
4.2.4 Other issues which need to be decided by Deputy Chief Executive in Charge.

5. Acceptance of Application
5.1 Application
  With regard to the applications from certification bodies for initial accreditation, extending special/itemized accreditation systems, adding key premises, extending business scope, project manager shall require certification bodies to, in accordance with CNAS-RC01 Rules for Accreditation of Certification Bodies, CNAS-RC05 Rules for the Accreditation of Certification Bodies with Multi-premises, or CNAS-RC08 Rules for Accreditation of GHG Validation and Verification Bodies(where applicable) fill up relevant application information in the Accreditation Information Management System and submit CNAS-AC01 Application for Accreditation of Certification Bodies and other relevant documents.
[bookmark: OLE_LINK4][bookmark: OLE_LINK5]   Note: If an accreditation scheme has not been incorporated into CNAS accreditation ICT system, application documents in hard copy may be submitted and procedures and work instructions shall be followed in a physical way.
Accreditation Department One shall, when receiving the Application for Accreditation of Certification Bodies and relevant documents, in accordance with CNAS-RC04 Rules for the Fees on the Accreditation of Certification Bodies, assist the Financial Departments to collect application fees regarding applications for which accreditation application fees are needed.  
5.2 Application review
Project manager shall, upon receiving the complete application documents, start the application review(where applicable, the preliminary visit). Please see CNAS-WI13-01 Work Instructions for Project Management for detailed procedures and requirements.
5.3 Acceptance
Accreditation Department One shall draw a conclusion on whether to accept the application from the application review result and inform the certification body of the conclusion in written.
Certification body whose application for initial accreditation, extending special/itemized accreditation scheme, adding key premises or reassessment is accepted shall conclude Accreditation Contract with CNAS. 
Certification body holding dispute over the application review conclusion may appeal in accordance with CNAS-R03 Rules for Dealing with Appeals, Complaints and Disputes.

6. Assessment Preparation
6.1 Assessment Plan
6.1.1 Project manager shall plan document review, office assessment and witness assessment and calculate the man-days of each assessment. Please see Work Instructions for Project Management for project management requirements.
6.1.2 Please see Work Instructions for Project Management for input of assessment plan.
6.1.3 For projects which need to be witnessed, please see Work Instructions for Project Management for requirements on the selection and number of the projects to be witnessed.
6.1.4 For certification bodies to accept regular surveillance or to be reassessed, project manager shall, in accordance with the time slot which is up to the assessment cycle, discuss with the certification body to determine the date, period, key premise sample and necessary projects to be witnessed of the assessment before the senior manager for accreditation assessment formulate the assessment schedule of that time period.
6.1.5 The senior manager for accreditation assessment shall, in accordance with the information on regular assessment submitted by project managers, formulate the assessment schedule for certification bodies. The assessment schedule shall be submitted to the Deputy Chief Executive for approval after circulated to relevant departments.
6.2 Formation of Assessment Team
6.2.1 Project manager shall, in accordance with the requirements of Work Instructions for Project Management, construct the assessment team and assign assessment tasks to the team.
6.2.2 Where the assessment resources are not sufficient which might affect assessment arrangement, Accreditation Department One shall inform Assessor Department to supply assessment resources in a timely manner.
7. Implementation of Accreditation Assessment
Accreditation Department One shall organize assessment team to conduct document review, office assessment and witness assessment in accordance with requirements of assessment plan. Please see Work Instructions for Accreditation Assessment for detailed requirements on assessment.     
8. Review and Transfer of Accreditation Assessment Document
Project manager reviews assessment documents submitted by assessment team leader and transfer the conforming documents to Accreditation Department Seven for appraisal. Please see Work Instructions for Project Management for detailed requirements. 
9. Suspension, Withdrawal, Cancelation, Reduction and Recovery of Accreditation
9.1 Where accredited certification bodies apply for suspension, cancelation, reduction or recovery of accreditation on their own initiative, Accreditation Department One shall check the fact and fill in CNAS-PD20-05 Approval Form for Changes of Accreditation Status. The form shall be submitted to Accreditation Department Seven upon approved by the director of Accreditation Department One.
9.2 Where conditions of suspension or withdrawal described in CNAS-RC02 Rules for Sanctions Against the Accreditation of Certification Bodies or CNAS-RC08 Rules for Accreditation of GHG Validation and Verification Bodies occurs to accredited certification bodies, Accreditation Department One shall check the fact and recommend on the change of accreditation status. Accreditation Department One shall fill in the Approval Form for Changes of Accreditation Status and submit the form to Accreditation Department Seven upon approval of Accreditation Department One.
9.3 During the on-site assessment of surveillance or reassessment, where the assessment team found that the operation or technical competence of an accredited certification body no longer fulfill the accreditation requirements of a special/itemized accreditation system or business scope and the certification body is not able to fulfill CNAS requirements within CNAS defined time; or where assessment team checked the fact according to application for suspension, withdrawal, or reduction of accreditation submitted by the certification body, accreditation team may suggest to suspend, withdraw or reduce accreditation in assessment report. The assessment report shall be transferred to Accreditation Department Seven with other assessment documents upon approval by the director of Accreditation Department One.
9.4 Recover Accreditation
9.4.1 Where a certification body which is suspended because the address is not right or the annual fee is not paid within required time submits application for recovery of accreditation, Accreditation Department One shall analyze and verify the corrective actions taken by the certification body and recommend on the change of accreditation status. Accreditation Department One shall fill in the Approval Form for Changes of Accreditation Status and submit relevant documents to Accreditation Department Seven.
9.4.2 For certification bodies that are suspended due to reasons other than described in clause 9.4.1 and have submitted application for accreditation recovery, Accreditation Department One shall develop a plan to add a special assessment or to verify in combination of a recent surveillance. Assessment team shall suggest on whether to recover accreditation in assessment report. The assessment report shall be submitted to Accreditation Department Seven with other relevant documents upon approval by the director of Accreditation Department One.
9.4.3 Applications for recovering accreditation business scope shall be dealt with in accordance with the requirements on application of enlarging business scope from certification bodies.
10 Deal with Dispute
When there is dispute between certification body and assessment team on accreditation specification, accreditation procedure and technical issues, the dispute may be dealt with in accordance with the Rules for Dealing with Appeals, Complaints and Disputes.
11 Monitor Assessment Personnel
Accreditation Department One shall, in accordance with the demand from Assessor Department, monitor assessment personnel and feed relevant information back to Assessor Department. Please see Work Instructions for Project Management.
12 Requirements on Accreditation Work Flow and Time
Accreditation Department One is responsible for the process from application acceptance to submission of assessment documents to Accreditation Department Seven. The work sequence, interface relationship and time requirements of the above process have been defined. Relevant departments, positions and personnel shall complete the works they are responsible within defined time.
13 Supportive Documents
CNAS-WI13-01 Work Instructions for Project Management
CNAS-WI13-02 Work Instructions for Accreditation Assessment
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