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1. Objective and Applicable Scope
1.1 This procedure is established to improve CNAS service and to help certification bodies which have been granted accreditation or plan to apply for accreditation to understand CNAS accreditation specification and relevant requirements.
1.2 This procedure applies to activities of the public trainings CNAS provides to certification bodies, such as demand collection, demand summarization and analysis, plan development, activity implementation and result evaluation.

2. Reference Documents
CNAS-PD03  Procedure for Document Control
Accreditation Official Document(2014) No.198  CNAI Financial Regulation(temporary) 

3. Terms and Definitions
Nil

4. Responsibilities
4.1 Accreditation Department One is responsible for the public training of certification bodes, including the demand identification, demand collection, training plan, implementation and dissemination and record preservation.
4.2 Administrative Office is responsible for determining the training venue and issuing the dissemination document.
4.3 Financial Department is responsible for reviewing the training budget and monitoring the rationality of the cost.
4.4 Technical Department, Accreditation Department Six, Accreditation Department Seven and International Department shall participate in determining the training subject and support the training technically, including participating in the course design and training implementation.
4.5 Where needed, the field manager, research team and Specialized Committees for Certification Bodies shall support the training technically in accordance with their functions and technical specialties, e.g. raising training demands, providing training contents and recommending tutors.

5. Principles
5.1 Refuse to provide detailed suggestions, instructions or solutions for establishment or implementation of management system for certification bodies;
5.2 Training courses provide general information required by accreditation specifications, e.g. explaining the meaning and intention of accreditation specification, criteria, etc. sharing the good practice between certification bodies(non-confidential information), etc. Providing solutions for certain clients is prohibited.
5.3 Tutor qualification: Project management personnel, technical research personnel or members of Certification Body Special Committee who are responsible for research of CNAS accreditation specification and skilled in language expression. 

6. Procedures  
In accordance with the demand of accredited certification bodies for trainings and the annual key work plan of CNAS, Accreditation Department One is responsible for planning the frequency of certification body trainings annually. Generally, on-site training is held once a year.
6.1 Collect training demand information
At the end of the first quarter of a year, Accreditation Department One shall complete the collection of training demand from certification bodies and determine the theme of the training activities, which are mainly as follows:
6.1.1 Establish channels for collecting training demand
The Questionnaire for Training Demand of Certification Bodies shall be distributed and collected via meetings or website. Training demand of certification bodies may also be collected via customer satisfactory survey or other means. 
6.1.2 Determine the Training Themes
Accreditation Department One shall, via identifying and analyzing the training demand of certification bodies and the requirements of CNAS strategic development, determine the theme and time of CNAS certification body trainings annually. The theme and time shall be submitted for approval as CNAS annual work plan.
6.2 Plan Training activities
Accreditation Department One shall, within 2 months from the approval of the CNAS Annual Work Plan, complete the approval of the action plan for training of certification bodies.
6.2.1 Accreditation Department One shall, according to the activity and form of the training, organize relevant departments and personnel to plan the training, so that to ensure the rationality of the training.
The action plan shall include at least:
1) The purpose of the training;
2) The content and form of the training(the form of the training may include: onsite training,  remote training, etc.)
3) The personnel and departments of CNAS participating in the training. Where needed, technical support from the field manager, research team or members of Certification Body Special Committee shall be considered.
4) Training venue(if the training is in the form of meeting, the hotel name and address shall be identified)
5) Scope and number of participants; 
6) Time and agenda of the training;
7) Budget(strictly follow the CNAI Financial Regulation);
8) Formulate the content and time requirements of the meeting documents(where needed);
9) Arrangements of teachers(Where needed);
10) Content of training, responsible person of each section and time requirements; the IT supports shall be identified(where needed);
11) Responsible person and time requirements of the video processing(where needed).
6.2.2 Accreditation Department One is responsible for approval of the action plan. The action plan shall be circulated to the Financial Department, Administrative Office and the responsible person of the departments relevant to the training. The plan shall not the implemented until the CNAS Deputy Chief Executives in charge approve it.
6.3 Implementation of the Training
Accreditation Department One shall, in accordance with the action plan, organize relevant departments and participants to implement the training.
6.3.1 Distribution of the training action plan
Accreditation Department One shall email the approved training action plan to all the persons related to the implementation of the training, so that everyone can fulfill their responsibilities according to the timeline of the plan.  
6.3.2 Distribution of Training Notice
1) Distribution of pre-notice: the pre-notice shall be distributed via CNAS website, CB emails or other means one month in advance of the training activity. The pre-notice shall include at least: activity theme, purpose, significance, participants, access of application, cost, intended time, venue, content and agenda.
2) Distribution of formal notice: the formal notice shall be distributed 10 days in advance of the training activity, the notice shall include at least: detailed time arrangement, venue and meeting agenda, etc.
6.3.3 Preparation of Training Documents
Training documents shall, in accordance with the economical principle, be provided to the clients in electronic form as much as possible. If hardcopy is necessary, the hardcopy shall be prepared before the start of the training.
6.3.4 Follow-up the Implementation of Action Plan
Accreditation Department One shall, in accordance with the timeline of action plan, contact the implementation personnel to confirm the progress, in order to ensure the smooth implementation of the activities.
6.3.5 Implementation of Training Venue(Where necessary)
1) Confirm hotel: upon the approval of the action plan, Accreditation Department One shall communicate and verify with the hotel again, at least include: venue area, decoration requirements, equipment and infrastructure needed, marks, meal standards, etc.
2) Venue decoration and examination: in accordance with action plan, implement the meeting requirements (size, number of desks, desk shapes, name cards), infrastructure of meeting room (microphones, projectors, white boards), where necessary, banners. Implement the food and accommodation arrangements(including place and way of meals).
3) Meeting service: there should be special person to take the responsibility of checking in, distributing training documents(where necessary), allocating rooms, etc. During the training, attention shall be paid to collection of documents, e.g. leader speech, meeting photo, video, etc.
4) Arrangements after the closure of meetings: organize participants to fill-up and collect the Training Feedback Form, and Demand Survey Form; Check out in accordance with the CNAI requirements and complete the reimbursement;
6.3.6 Work Requirements after the Meeting
1) Within 5 working days after the training, Accreditation Department One or Administrative Office(where necessary) shall complete the formulation, approval and issue of the dissemination document.
2) Reimbursement of costs: In accordance with the CNAI Financial Regulations, Accreditation Department One shall, upon collecting all invoices and obtaining the approval of the Director of Accreditation Department One, submit the approval documents with the approved action plan to the Financial Department for reimbursement process.
3) Where necessary, Accreditation Department One shall organize relevant personnel to evaluate the organizer, teacher and participants of the training, in order to improve the trainings.
6.4 Filing
Accreditation Department One shall file relevant records and documents in accordance with the CNAS-PD03 Procedure for Record Control, including the hardcopy and electronic copy. A document list shall be established and a backup of all documents shall be retained.

7. Record Forms
CNAS-PD37-01-01 Survey Form for Training Demand of Certification Bodies
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