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Procedure for Management of Assessment Personnel
1 Purpose and applicable scope
1.1 This document specifies the management activities for the selection, development, employment, evaluation, competence extension, monitoring and handling the qualifications of accreditation assessment personnel.
1.2 This document is applicable to the management of the accreditation assessment personnel of CNAS, including trainee, (technical) assessor, lead assessor and technical expert.
2 Referenced document
CNAS-PD03 Procedure for Control of Records
3 Terms and definitions
For the purpose of this document, the terms and definitions given in CNAS-RC01 and the following apply.
3.1 trainee: person who meets the requirements for education, work experience, personal attributes and training and who need conduct assessment activities under the guidance and help of an assessor that has demonstrated himself or herself to be competent. 
3.2 (technical) assessor: person who performs assessment of a conformity assessment body (CAB) as part of an assessment team.
Note: the above assessment personnel are called “assessors” during the accreditation activities of a certification body and “technical assessors” during the accreditation activities of a laboratory/inspection body. 
3.3 lead assessor: assessor who has satisfactory personal attributes and knowledge & skills, is able to undertake the coordinating, organizing and assessing work and take overall responsibility for particular assessment activities.
3.4 technical expert: person who provides specific knowledge or expertise with respect to the scope of accreditation under assessment.
3.5 full-time assessor: person who has signed full-time employment contract or retire-rehire agreement with CNAS and whose job responsibility is mainly accreditation assessment.
3.6 part-time assessor: person who has signed service agreement with CNAS and who performs accreditation assessment activities on a part-time basis.
3.7 CNAS online management platform for assessment personnel (“AMP” for short): referring to the management information system for assessment personnel, including the corresponding management modules for the selection, development, employment, evaluation, competence extension, monitoring and handling the qualifications of the assessment personnel.
3.8 laboratory/inspection body: including the accreditation schemes for laboratories, inspection bodies, medical labs, lab bio-safety, proficiency testing provider, reference material/reference specimen producer and laboratory animal institution.
4 Responsibilities
4.1 Leaders of the secretariat: responsible for approval of the assessment personnel development plan and where necessary, making final decision on handling of personnel that have been suspended, restored, degraded and withdrawn.
4.2 Assessors Department: responsible for the selection, development, employment, evaluation, competence extension, monitoring and handling the qualifications of the qualifications as well as everyday management of the assessment personnel.
4.3 Relevant department/office: responsible for proposing the demand for assessment resources, using the assessment personnel, assisting the Assessors Department in the performance of the management activities for the selection, development and monitoring of the assessment personnel, giving feedbacks of relevant information and providing comments on handling the qualifications of assessors where appropriate.
5 Procedure and requirements
5.1 Competence and resources
5.1.1 The Assessors Department shall ensure that the assessment personnel have appropriate knowledge and skills relevant to the accreditation schemes and geographic areas for which they assess.
5.1.2 Determination of competence criteria
The Assessors Department shall organize relevant accreditation assessment departments and scheme leaders to determine the competence criteria for the assessment personnel with respect to various accreditation schemes. The competence criteria shall be based on the requirements of each type of accreditation scheme and shall include personal attributes and competence requirements as well as the knowledge and skills necessary to perform the accreditation activities. The competence criteria shall be documented. Where supplementary competence criteria have been developed for a particular accreditation scheme, these competence criteria shall be applied.
5.1.3 Analysis of resources demand
5.1.3.1 The Assessors Department is responsible for organizing the building and improvement of the assessment personnel resources demand analysis model. It shall gather from relevant departments information that is likely to have an impact on the assessment personnel demand in the short, medium and long term, analyzing and forecasting the short, medium and long-term supply and demand of personnel for each scheme and providing input into the employment and development plan regarding assessment personnel.
5.1.3.2 Each accreditation assessment department is responsible for submitting data and information related to changes to the assessment workload and required personnel in the short term (within 1-2 years); the Technical Department is responsible for providing forecast information on medium and long-term resources demand on a regular basis in accordance with the CNAS mid-term (3-5 years) and long-term (beyond 5 years) new accreditation development plan.
5.1.3.3 The focal point Chief Executives for the related departments and offices are responsible for approving the assessor resources analysis model and relevant analysis report.
5.1.3.4 The focal point Chief Executives for the accreditation lines are responsible for reviewing and making decision on the assessor resources analysis model and relevant analysis report related to their respective accreditation line.
5.1.3.5 Specific requirements for the resources demand analysis are written into CNAS-WI10-01 Work Instructions for Analysis of Assessor Resources Demand.
5.2 Selection and development of assessors
5.2.1 Determination of candidates
Candidates refer to those that are going to be trainees, (technical) assessors or lead assessors. The Assessors Department shall determine the assessor candidates for various levels jointly with each accreditation assessment department based on the results of resources demand analysis.
The assessor candidates shall satisfy the needs of CNAS accreditation development and meet the requirements for the personal attributes and competence of assessors.
Specific requirements for the candidates of the certification body accreditation line are written into CNAS-WI10-02 Work Instructions for Management of Qualifications of Certification Body Assessment Personnel; specific requirements for the candidates of the laboratory accreditation line are written into CNAS-WI10-03 Work Instructions for Management of Qualifications and Technical Competence Evaluation of Laboratory/Inspection body Accreditation Assessment Personnel.
5.2.2 Development
 Normally, the Assessors Department prepares the assessor development plan jointly with relevant departments in accordance with the results of resources demand analysis and the needs of relevant departments based on candidate list. Content of the development plan includes the qualifications intended for development or promotion, time requirements, necessary training requirements and assessment practice requirements.
Those who are not listed in the development plan but have been evaluated and met the assessor requirements of a certain level can also be granted the corresponding qualifications.
5.2.2.1 Trainees
The Assessors Department shall organize the implementation of initial assessor training, shortlist those that meet the trainee requirements and have them fill in the assessor employment application form and submit relevant evidence information to the Assessors Department. Where necessary, the Assessors Department shall organize relevant departments to conduct evaluation. A part-time assessor applicant shall be granted the title of CNAS trainee after passing evaluation. A full-time assessor applicant shall be granted the title of CNAS trainee after passing the initial training and evaluation by the Personnel Department, Assessors Department and relevant accreditation assessment department.
5.2.2.2 (Technical) assessor
The Assessors Department, together with each accreditation assessment department, shall arrange trainees to participate in necessary assessment activities, such as document review, office assessment or witness assessment, in accordance with the development plan. When assessment assignments are arranged, an instructor shall be appointed, who shall be a lead assessor in most cases.

Specific development requirements for assessors of the certification body accreditation line are written into CNAS-WI10-02, Work Instructions for Management of Qualifications of Certification Body Assessment Personnel; specific development requirements for assessors of the laboratory accreditation line are written into CNAS-WI10-03 Work Instructions for Management of Qualifications and Technical Competence Evaluation of Laboratory/Inspection body Accreditation Assessment Personnel.
5.2.2.3 Lead assessor
A (technical) assessor shall have participated in trainee team leader training and have completed necessary assessment activities before participating in assessment as a trainee team leader.
The Assessors Department, together with the accreditation assessment departments, shall arrange an assessor to participate in necessary assessment activities, such as document review, office assessment or witness assessment, in the capacity of a trainee team leader in accordance with the development plan. When assessment assignments are arranged, an instructor shall be appointed, who shall be a lead assessor in most cases.

Specific development requirements for lead assessors of the certification body accreditation line are written into CNAS-WI10-02, Work Instructions for Management of Qualifications of Certification Body Assessment Personnel; specific development requirements for lead assessors of the laboratory accreditation line are written into CNAS-WI10-03 Work Instructions for Management of Qualifications and Technical Competence Evaluation of Laboratory/Inspection body Accreditation Assessment Personnel.
5.2.2.4 Extension
Extension of an assessor’s competence consists of extension of category, generic scheme, sector specific scheme and sub-scope accreditation scheme described in the accreditation scheme system chart and extension of technical scopes (competence codes).
One of or a combination of the means of training, performance appraisal, practice and evaluation can be applied to extension.
5.3 Assessor employment
5.3.1 On the basis of the evaluation results, the CNAS Secretariat shall enter into relevant work or service agreement with the people that meet requirements. Full-time assessors shall sign CNAS-PD10-15 Full-time Assessor Work Agreement. Part-time assessors shall sign the Service Agreement (contained in the assessor application form).
5.3.2 Assessors shall promise to observe relevant requirements and sign with CNAS Secretariat such documents as the Impartiality and Confidentiality Statement (contained in the assessor application form) and Code of Conduct for Assessment Personnel (see Appendix 2). 

Note: Those applying to be certification body accreditation assessors shall complete CNAS-PD01-01 Application Form for Certification Body Assessor; those applying to be laboratory/inspection body accreditation assessors shall complete CNAS-PD01-02 Application Form for Laboratory/Inspection Body Assessor.
5.3.3 The Assessors Department shall notify relevant departments and the employed people of the employment results (including competence scopes) through the AMP, emails, or other means. Meanwhile, the Assessors Department shall establish personal files for the employed people. The Assessors Department shall complete the above activities within 45 workdays after receiving the information.
5.4 Assessor evaluation and qualification
    The Assessors Department shall organize evaluators (or evaluation team) to carry out conformity evaluation of the candidates against the qualification requirements.
5.4.1 Initial review
    Assessor candidates of each level shall satisfy the following initial requirements:
5.4.1.1 Basic conditions
a) Abiding by national statutory and regulatory requirements, without any record of misconduct;
b) 60 years old or younger, healthy, with regular features and without impairment that can possibly affect normal assessment work;
c) Education background: undergraduate or above, intermediate or above technical title in the relevant discipline, or other technical title of the same level;
Note: In the field of certification body accreditation, where a candidate has strong technical background, junior college is acceptable.
d) Work experience: 4 years or above work experience for a person with an undergraduate diploma; 3 years or above work experience for a person with a postgraduate or above diploma.
5.4.1.2 Personal attributes
a) ethical, i.e. fair, reliable, faithful, honest and discreet;
b) open-minded, i.e. willing to consider alternative ideas or points of view;
c) diplomatic, i.e. tactful in dealing with people;
d) observant, i.e. actively observing the surroundings and activities;
e) perceptive, i.e. aware of and able to understand the context;
f) resilient, i.e. readily adapted to different circumstances;
g) tenacious, i.e. persistent in achieving objectives.
h) decisive, i.e. able to reach timely conclusions based on logical reasoning and analysis;
i) self-reliant, i.e. able to act and function independently whilst interacting effectively with others;
j) acting with fortitude, i.e. able to take responsible and reasonable actions, even though these actions may be unconventional and may sometimes result in disagreement or dispute;

k) changing with the times, i.e. willing to learn and working hard to get better assessment results;
l) culturally sensitive, i.e. observant and respectful of the culture of the assessed party;
m) collaborative, i.e. communicating effectively with others, including assessment team members and personnel of the assessed party;
n） safety awareness, i.e. knowing safety hazards and taking actions to prevent accidents.
5.4.1.3 General competence
Assessors shall demonstrate the following knowledge and skills:
a) Knowledge of the rules, procedures and requirements of accreditation, requirements of accreditation schemes and relevant guidance and application documents;
b) Knowledge of the principles, practices and techniques of assessment and general management system principles & tools, skills to apply such knowledge to assessment practice and ability to maintain consistency and systematicness of assessments when these knowledge and skills are applied to different assessments;
c) Requirements of conformity assessment schemes and other procedures and methods used by the conformity assessment body (CAB);
d) Organizational scale, structure, functions and interrelations of CAB’s;  
e) Relevant knowledge of risk-based assessment principles;
f) Knowledge of basic regulatory requirements related to conformity assessment activities;
g) Knowledge of the practices and processes of the CAB’s business environment;
h) Skills for communicating with all levels of personnel within the CAB.
i) Note-taking and report-writing skills;
j) Opening and closing meeting skills;
k) Interviewing skills;
l) Assessment management skills;
m) Knowledge relevant to the geographic areas of the accreditation assessment.
5.4.1.4 Technical competence
Assessors shall demonstrate the knowledge and skills for assessing a particular accreditation scheme (technical scope).
The technical competence requirements for assessors of the certification body accreditation line are written into CNAS-WI10-02, Work Instructions for Management of Qualifications of Certification Body Assessment Personnel; the technical competence requirements for assessors of the laboratory accreditation line are written into CNAS-WI10-03 Work Instructions for Management of Qualifications and Technical Competence Evaluation of Laboratory/Inspection body Accreditation Assessment Personnel.
5.4.1.5 Management competence
The lead assessor shall be competent for:
a) planning the assessment and making effective use of resources in assessment; 
b) leading the assessment team to work effectively;
c) providing guidance to assessors, trainees and technical experts;
d) preventing and resolving conflicts;
e) making objective decisions related to assessment;
f) leading the assessment team to reach assessment conclusions;
g) communicating with the management team of the assessed party on behalf of the assessment team;
h) drafting, coordinating and submitting the assessment report, which enables CNAS and the assessed organization to take follow-up actions and decisions.
5.4.2 Evaluation and qualification
5.4.2.1 The initial competence evaluation of assessors shall include determination of the ability to apply the required knowledge and skills to assessment. It shall be assured that the evaluation methods can effectively demonstrate the competence of the personnel of the accreditation body.
5.4.2.2 Instructor's evaluation of candidates
The Assessors Department and each accreditation assessment department shall arrange trainee assessors or trainee team leaders to participate in necessary assessment activities in accordance with the development plan. When assessment assignments are arranged, the Assessors Department shall appoint an instructor, who would be a lead assessor in most cases. The instructor shall evaluate the various assessment activities of the trainee assessor and trainee team leader through the means of document review and on-site witness. The instructor shall fill in relevant evaluation forms and submit the evaluation information to the Assessors Department within the specified time. 

Specific evaluation requirements for assessors of the certification body accreditation line are written into CNAS-WI10-02, Work Instructions for Management of Qualifications of Certification Body Assessment Personnel; specific evaluation requirements for assessors of the laboratory accreditation line are written into CNAS-WI10-03 Work Instructions for Management of Qualifications and Technical Competence Evaluation of Laboratory/Inspection body Accreditation Assessment Personnel.
5.4.2.3 Evaluator’s (team) evaluation
a) Where application documents are considered eligible through the review and it is necessary to evaluate the applicant's technical competence, the Assessors Department shall appoint an evaluation team consisting of suitable people to review the applicant's documents. Relevant records shall be entered in the evaluation form.  Normally, every application shall be evaluated by at least two people in terms of the technical scopes requested in the application. When necessary, the Assessors Department shall organize appropriate interview or test to further verify the qualification and competence of the applicant.

Members of the evaluation team shall have the required competence for implementing the evaluation. The competence scope of the evaluation team shall cover the scopes requested by the applicant. If not, judgments can be made with the assistance of registered technical experts.
    Evaluators for laboratory/inspection body assessment personnel shall be managed in accordance with CNAS-WI10-09 Work Instructions for Management of Competence Evaluators for Laboratory/Inspection Body Assessment Personnel..
b) Candidates for promotion to lead assessors shall be interviewed and tested as appropriate.
5.4.2.4 Evaluation by focal point staff of the Assessors Department
Upon receiving complete application information from various candidates, the focal point staff of the Assessors Department shall review the information, including its integrity and the result of the instructor’s evaluation.
5.4.2.5 Granting qualification
Prior to performance of an activity of the accreditation process by an assessor, he or she shall be approved by the head of the Assessors Department. CNAS shall grant this person the assessor qualifications and issue the assessor certificate to him or her. Relevant evaluation records shall be retained. 
The accreditation assessment departments and relevant assessors shall be informed of the approval result through AMP, e-mail or other means.
5.5 Use of Assessors 

Relevant departments shall use the assessors in accordance with the information on assessor qualifications provided by the Assessors Department.
5.6 Assessor monitoring and qualification handling
5.6.1 Monitoring
To evaluate the performance of assessors, the Assessors Department shall organize the monitoring of assessors’ competence and performance based on their frequency of participation and the level of possible risks of their activities, particularly evaluate and record the competence of assessors per their performance and take corrective actions as necessary. Relevant departments shall monitor the assessors in the process of using them, keep relevant records and give feedbacks.
With regard to the inaction of assessors during certification body assessment activities, please refer to CNAS-WI10-11 Work Instructions for Management of Inactions of Certification Body Assessors for detailed requirements.
5.6.1.1 Monitoring plan
    With respect to each accreditation scheme, the Assessors Department shall monitor the performance of every authorized assessor. The Assessors Department shall prepare an annual monitoring plan in accordance with the needs of accreditation, for example, witness plan, file review plan, etc.
5.6.1.2 Monitoring methods
    There are mainly the following four ways to monitor assessors:  

a) On site witness;
b) File review;
c) Information feedback from staff, CAB’s or other interested parties;
d) Where necessary, special checks on the work status and work quality of assessors.
5.6.1.2.1 Onsite witness
Assessors must be witnessed at least once every 3 years unless there is sufficient evidence showing that he or she has continuously maintained his or her competence. If it is beyond 3 years, appropriate justification shall be given. Furthermore, the Assessors Department shall increase the frequency and (or) content of the witness for some assessors in accordance with the information obtained about their work quality.
Generally, (technical) assessors shall be witnessed by a lead assessor in the same team. A lead assessor shall be witnessed by a person assigned by the Assessors Department or two lead assessors in the same team verify each other. Where the Assessors Department assigns a witness person, it shall issue CNAS-PD10-03 Assignment for Onsite Witness of Assessment Personnel to that person.

Based on accreditation needs, the Assessors Department can prepare a witness plan every year and formulate CNAS-PD10-04 Table of Work Plan for Witness of Assessment Personnel. Relevant departments shall assist the Assessors Department to make witness arrangements. Witness personnel shall seriously complete corresponding work during the assessment process and submit relevant records to the Assessors Department upon completion of all work.
a) Assessors for certification bodies: the witness personnel shall complete CNAS-PD10-05 Evaluation Report on the Assessment Performance of Assessors for Certification Bodies when witnessing assessment team leader/member. 

b) Assessors for laboratories/inspection bodies: the witness personnel shall complete CNAS-PD10-06 Evaluation Form on the Assessment Experience of Laboratory/Inspection Body Assessment Personnel when witnessing assessment team members and shall complete CNAS-PD10-07 Report on On-site Witnessing of Laboratory/Inspection Body Assessment Team Leaders when witnessing assessment team leaders.
The Assessors Department shall track the implementation of the witness plan through AMP.
Witness of laboratory/inspection body assessment personnel shall follow the requirements of CNAS-WI10-08 Work Instructions for Onsite Witness of Laboratory/Inspection Body Accreditation Assessment.
5.6.1.2.2 File review
The Assessors Department shall organize the file review activities, assisted by relevant departments as necessary.  Generally, files shall be reviewed by lead assessors or personnel with the corresponding competence. The file review people shall complete the file review records, such as CNAS-PD10-08 Record Form on Review of Files Completed by Certification Body Assessors and CNAS-PD10-09 Record Form on Review of Files Completed by Laboratory/Inspection Body Assessors.
5.6.1.2.3 Information feedback from related parties
a) Information feedback from related parties includes test results of on-going training, comments from assessed parties, information feedback from relevant departments, assessors’ peer monitoring and complaints (including informant reporting), etc.  On the basis of the feedbacks, the Assessors Department or relevant functional departments/offices shall investigate and verify through various means.
b) Comments from the assessed party can be solicited through the following means: 

① Generally, comments of the assessed party (CAB) on assessors can be solicited with the implementation of each assessment. Relevant departments shall clarify in the assessment plan or assessment notice that the assessed party is asked to download and complete the survey form on assessor's on-site behavior from CNAS website and submit the completed form to the Assessors Department. Certification bodies should fill in CNAS-PD10-10 Survey Form on On-site Behavior of Certification Body Assessment Personnel and laboratories/inspection bodies should fill in CNAS-PD10-11 Survey Form on On-site Behavior of Laboratory/Inspection Body Assessment Personnel. 

② Where necessary, the Assessors Department or relevant functional departments/offices shall organize visits to related parties to solicit comments.
c)  Feedback from relevant departments can be solicited through the following 2 ways: 

① The Assessors Department shall periodically collect the completed forms of CNAS-PD10-12 Information Feedback Form on the Performance of Assessment Personnel;
② Relevant departments shall inform the Assessors Department of issues found in everyday works at any time.

5.6.1.2.4 Special checks
The Assessors Department shall organize inspection teams to conduct unnoticed check of assessors while they are carrying out assessment to assess the work competence and work quality of assessors in their normal conditions.
5.6.2 Qualification handling
CNAS shall handle assessors' qualifications in accordance with the output of monitoring and training activities.
5.6.2.1 Types of qualification handling
Qualification handling is a way of dealing with assessor qualifications in accordance with their fulfillment of assessor management requirements.
The types of assessors’ qualification handling can include maintaining, suspending, degrading and withdrawal of qualifications. Please refer to Appendix 3 Classification of Assessor Qualification Handling for details.
5.6.2.1.1 Maintaining
Maintaining is a status in which evaluation shows that an assessor continually fulfills assessor management requirements. 

5.6.2.1.2 Suspension 
a) Suspension
Suspension is a temporary restriction on an assessor’s qualification because evaluation shows that the assessor fails to fulfill assessor management requirements. In common conditions, a suspension shall not exceed 12 months.
During the suspension period, the suspended person cannot participate in assessment activity in the capacity of the suspended qualification.
b) Restoration
A suspended person can have his or her assessor qualifications restored after he or she conducts effective correction and has been evaluated as fulfilling assessor management requirements..
5.6.2.1.3 Degradation
Degradation refers to the qualification handling which degrades a lead assessor to (technical) assessor because he/she fails to fulfill lead assessor management requirements but fulfills (technical) assessor management requirements. 

5.6.2.1.4 Withdrawal
Withdrawal refers to the qualification handling which disqualifies an assessor because he/she fails to fulfill assessor management requirements.

5.6.2.2 authority of handling
    Suspension, restoration and degrading shall not come into force until they have are approved by the Assessor Department Director. Withdrawal shall not come into force until it is approved by Chief Executive/Deputy Chief Executives. 
5.6.2.3 Dismissal
The Assessors Department shall process the dismissal formalities for those assessors whose all qualifications are withdrawn or who breaches work agreement/service agreement. Employed assessors shall be dismissed in accordance with related documents.
5.6.2.4 Notification of the qualification handling results
Dismissal takes effect from the date of approval. The Assessors Department shall mark in the AMP the results and time of the handling.
5.7 Technical expert
5.7.1 Conditions
Technical experts shall satisfy the requirements of the corresponding accreditation scheme (competence scope) for assessors in terms of basic conditions, personal attributes and technical competence. 
Note: Based on the accreditation demand, the age requirements for technical experts may be relaxed as appropriate depending on the actual situation.
5.7.2 Application and registration
5.8.2.1 Application
5.7.2.1.1 CNAS adopts the means of self-recommendation or recommendation by others for the registration and management of technical experts.
5.7.2.1.2 An applicant shall complete CNAS-PD10-13 Application Form for Technical Expert Registration and sign relevant documents with the CNAS secretariat to promise to abide by relevant requirements, including the Impartiality and Confidentiality Statement (contained in the Application Form for Technical Expert Registration) and Code of Conduct for Assessment Personnel (refer Appendix 2). Meanwhile, the applicant shall submit relevant evidence information to the Assessors Department in accordance with the requirements of the Application Form for Technical Expert Registration.
5.7.2.2 Acceptance and evaluation
Before a technical expert performs any activity in the accreditation process, the Assessors Department shall have the focal point staff evaluate the details and accuracy of the received application information and where necessary, interview the applicant. After passing the evaluation by the focal point staff, the technical expert shall be evaluated for technical competence by an evaluator (team), using the same evaluation method as applies to assessors.
5.7.2.3 Registration
After approval by the head of the Assessors Department or his or her authorized staff, those meeting the requirements shall be registered into the CNAS technical expert pool. The Assessors Department shall notify relevant departments and registered technical experts of the registration results (including the competence scopes) through the AMP, emails or other means. Meanwhile, the Assessors Department shall establish personal files for the registered personnel. The Assessors Department shall complete the above activities within 45 workdays after receiving the application information. In the laboratory accreditation line, technical experts who have already been qualified as accreditation assessors shall be canceled from the technical expert registration.
5.7.3 Requirements
5.7.3.1 Before participating in the first assessment task, a registered technical expert shall learn about relevant CNAS accreditation processes and accreditation policies and be trained by the assessment team leader/assessor(s) in the same team on relevant knowledge.
5.7.3.2 Every time after a technical expert attends an assessment, the assessment team leader/assessor(s) in the same team shall complete an evaluation record to comment on his or her performance. CNAS-PD10-14 Evaluation Record on Use of Technical Expert for Certification Body Assessment applies to the certification body accreditation line and CNAS-PD10-06 Evaluation Form on the Assessment Experience of Laboratory/Inspection Body Assessment Personnel to the laboratory accreditation line.
5.7.4 Monitoring
The Assessors Department shall determine the extent that a technical expert matches the work requirements based on feedbacks from the assessment team leader or relevant departments. The one that doesn’t meet requirements or violates the code of conduct for assessment personnel shall be withdrawn from the registration.
5.8 Reimbursement of travel expenses
The travel expenses of the assessment and witness by assessor trainees shall be reimbursed in accordance with CNAS-WI10-05 Work Instructions for Reimbursement of Travel Expenses of Assessment/Witness by Assessor Trainees.
5.9 Files and records
5.9.1 CNAS shall retain and update in a timely manner the files of all assessors and technical experts. Control of files and records shall meet the requirements of CNAS-PD03 Procedure for Control of Records.
5.9.2 The personal records of assessors and technical experts include their relevant qualifications, training, competences, monitoring results, experience, professional qualifications and membership of academic societies, e.g.:
a) name and address;
b) job title, and the job title of external assessors and experts in their own organization;
c) educational level and professional status, including qualification certificates;
d) work experience;
e) training in management system(s), assessment and conformity assessment activities;
f) ability to undertake particular assessment tasks;
g) assessment experience and periodic monitoring results.
The files of laboratory/inspection body assessment personnel shall accord with CNAS-WI10-10 Work Instructions for Filing and Management of the Records of Laboratory/Inspection Body Assessment Personnel.
5.9.3 The Assessors Department shall periodically ask assessors and technical experts to update their relevant personal information, e.g. changes to employer, work experience, professional title, training, address, etc. and where necessary, to provide evidence information. The assessors update their relevant personal information via the AMP themselves and the management staff of the Assessors Department shall review the changed information and evidences. 

Note: The above records can be seen in the AMP and in the management files of the assessment personnel.
Entrusted by competent authorities, the GLP inspection personnel shall be managed in accordance with CNAS-WI10-04 Work Instructions for Management of GLP Compliance Inspection Personnel.
The process flow for management of assessors is specified in Appendix 1 Procedure for Management of Assessment Personnel.
6 Supporting documents
CNAS-WI10-01 Work Instructions for Analysis of Assessor Resources Demand
CNAS-WI10-02 Work Instructions for Management of Qualifications of Certification Body Assessment Personnel
CNAS-WI10-03 Work Instructions for Management of Qualifications and Technical Competence Evaluation of Laboratory/Inspection Body Accreditation Assessment Personnel
CNAS-WI10-04 Work Instructions for Management of GLP Compliance Inspection Personnel 
CNAS-WI10-05 Work Instructions for Reimbursement of Travel Expenses of Assessment/Witness by Assessor Trainees
CNAS-WI10-08 Work Instructions for Onsite Witness of Laboratory/Inspection Body Accreditation Assessment
CNAS-WI10-09 Work Instructions for Management of Competence Evaluators for Laboratory/Inspection Body Assessment Personnel
CNAS-WI10-10 Work Instructions for Filing and Management of the Records of Laboratory/Inspection Body Assessment Personnel
CNAS-WI10-11 Work Instructions for Management of Inactions of Certification Body Assessors for detailed requirements
7 Record forms
CNAS-PD10-01 Application Form for Certification Body Assessor
CNAS-PD10-02 Application Form for Laboratory/Inspection Body Assessor
CNAS-PD10-03 Assignment for Onsite Witness of Assessment Personnel
CNAS-PD10-04 Table of Work Plan for Witness of Assessment Personnel
CNAS-PD10-05 Evaluation Report on the Assessment Performance of Assessors for Certification Bodies
CNAS-PD10-06 Evaluation Form on the Assessment Experience of Laboratory/Inspection Body Assessment Personnel 
CNAS-PD10-07 Report on On-site Witnessing of Laboratory/Inspection Body Assessment Team Leaders
CNAS-PD10-08 Record Form on Review of Files Completed by Certification Body Assessors
CNAS-PD10-09 Record Form on Review of Files Completed by Laboratory/Inspection Body Assessors
CNAS-PD10-10 Survey Form on On-site Behavior of Certification Body Assessment Personnel
CNAS-PD10-11 Survey Form on On-site Behavior of Laboratory/Inspection Body Assessment Personnel
CNAS-PD10-12 Information Feedback Form on the Performance of Assessment Personnel
CNAS-PD10-13 Application Form for Technical Expert Registration
CNAS-PD10-14 Evaluation Record on Use of Technical Expert for Certification Body Assessment
CNAS-PD10-15 Full-time Assessor Work Agreement
Appendix 1 Assessment Personnel Management Flowchart
Appendix 2 Code of Conduct for Assessment Personnel
Appendix 3 Classification of Assessor Qualification Handling 
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Appendix 2：

Code of Conduct for Assessment Personnel
1. Behavioral requirements:
a) Abiding by national laws and regulations and safeguarding national interests; 
b) Abiding by CNAS’s assessment rules and procedures and safeguarding the interest of CNAS;
c) Fulfilling the obligations of CNAS’s assessment personnel with devotion to duty and adherence to principles;
d) Observing the requirements of CNAS in the Impartiality and Confidentiality Statement.
2. Disciplinary requirements
    a) Conduct assessments in strict accordance with the assessment procedures, do not be absent from duty without permission nor reduce the content, process and time of assessment without authorization;
b) Do not take advantage of assessments for undue personal or other’s interest;
c) Do not accept any benefit from organizations or individuals who have relations with the assessment;
d) Do not take any commission from any stakeholders other than the service fees paid by CNAS; 
e) Do not undertake any profit-oriented activities related to assessments privately without permission, e.g. providing consultancy or training to the assessed party;
f) Do not accept gift, negotiable securities, banquet, sightseeing or entertainment activities provided by the assessed party;
g) Do not seek reimbursement for private expenses from the assessed party;
h) Do not drink alcohol during assessment;  
i) Take the initiative towards the monitoring by CNAS and actively cooperate with relevant staff in the investigation of any violation of this Code;
j) When violation of this Code happens, I voluntarily accept relevant disciplinary actions from CNAS.
I understand and promise to abide by this Code of Conduct for Assessment Personnel in assessments.
Signature of undertaker (by hand)_______________  Date_____________

Appendix 3：
Classification of Assessor Qualification Handling
	No.
	Requirements/Problems
	Type of Handling
	Criteria Documents
	Comments

	
	
	Maintain
	suspend
	Degrade
	Withdraw
	
	

	
	
	
	Suspend
	Restore requirements
	
	
	
	

	Requirements for Qualification Maintaining

	1
	1. Complete necessary assessment activities corresponding to his/her qualification. Detailed requirements are as follows:
① For certification body accreditation
Generally, assessor(i.e. assessor or lead assessor) shall complete at least 2 on-site assessments(including office assessment, witness, validation audit, special surveillance, etc.) for each special(itemized) accreditation scheme each year. 

② For laboratory accreditation
Technical/trainee assessor shall take part in at least 1 on-site assessment for each basic accreditation scheme. Lead assessor shall, as team leader, take part in at least 1 on-site assessment each year. Where an assessor fails to fulfill the assessment frequency requirements because of specialty or geographical limitations, their qualification may be maintained   with relevant explanations from business departments.
2.Participate in on-going trainings and pass examination;

3.No discovery of non-conformance of assessor requirements in surveillance activities.
4.Fulfill assessor contract/agreement requirements.
	√
	
	
	
	
	
	At the beginning of each year, Assessor Department determines requirements on assessment experience necessary for maintaining assessor qualifications, based on resource analysis and inform assessor and relevant departments of these requirements. 


	Problem/Behavior
	
	
	
	

	1
	Accept any improper fees provided by any interested party besides CNAS service fees. 
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	2
	Seek reimbursement of personal expenditure from the assessed CAB
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	3
	Accept expensive gifts/portfolio from  assessed CAB 
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	4
	Accept travel/entertainment activities arranged by assessed CAB
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	5
	Fail to assess strictly in accordance with assessment procedures, absent without leave or reduce assessment content, process or time without permission. 

	
	√
	1、 1.Effective corrective actions/plans
2、 2.Self-declaration
	
	√（Second breach）
	Code of Conduct for Assessment Personnel
	

	6
	alcohol consumption during assessment
	
	√
	Self-declaration
	
	√（Second breach）
	Code of Conduct for Assessment Personnel
	

	7
	Make use of assessment to seek improper benefits for self or others, e.g. promoting products, books or services. 
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	8
	Accept any benefits from any organization/personnel who has an interest in the assessment 
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	9
	Privately conduct profit-making activities which may affect the impartiality of assessment, e.g. conduct consultancy or trainings to the assessed party.
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	10
	Has conflict of interest with the assessed party which may affect accreditation impartiality, but hasn’t disclosed to CNAS which lead to adverse effect to accreditation impartiality.  
	
	　
	　
	
	√
	Code of Conduct for Assessment Personnel
	

	11
	Privately or forcibly take away documents of the assessed party without permission by the assessed party, which lead to harmful impact.
	
	√
	1.Return Documents
2.Self-declaration and promise to keep the information of the assessed party confidential and take the legal liability of  disclosing these information.
	
	√（Second breach）
	Code of Conduct for Assessment Personnel
	

	12
	Illegal behavior conducted by assessment personnel lead to serious effects. 
	
	　
	　
	
	√
	
	

	13
	Demand accommodation/transportation beyond the maximum limit 
	
	√
	1.Return the expenses beyond limit
2.Self-declaration
	
	√（Second breach）
	CNAS-WI10-05 Evaluation Report on the Assessment Performance of Assessors for Certification Bodies
	

	14
	Breaches CCP disciplines or relevant laws, regulations, rules or policies but has not been sentenced. 
	
	√
	Self-declaration
	
	
	
	

	15
	Breaches CCP disciplines or relevant laws, regulations, rules or policies and has been sentenced. 
	
	
	
	
	√
	
	

	Problem description/Competence
	
	
	
	

	16
	Lead assessor who cannot fulfill the management competence requirements but fulfills technical competence requirements 
	
	
	
	√
	
	
	

	Problem description/Competence
	
	
	
	

	17
	In common conditions, assessor cannot finish necessary assessment activities corresponding to his/her quality

	
	√
	1.Business departments raise demand
2.First assessment shall be observed
3．Observed as qualified 
	
	
	
	Applicable to LB Assessment Personnel

	
	
	
	√
	1．Assessor contact business department
2.First assessment shall be observed

3．Observed as qualified
	
	
	
	Applicable to CB Assessment Personnel

	18
	Slightly breaches CNAS policies or procedures, which has been complained or fed back in other ways and has been proved via investigation. 
	
	√
	Effective corrective actions/plan
	
	
	
	

	19
	Lead assessor cannot fulfill requirement of being witnessed once every 3 years. 
	
	√
	1．First assessment shall be observed
2. Observed as qualified
	
	
	
	If this term is extended, appropriate reasons shall be stated unless there is sufficient evidence which can confirm the assessor keeps the competency continually.

	20
	Absence of on-going training or  failure to exam 
	
	√
	1.Paticipate in on-going training

2.Pass exam
	
	
	
	

	21
	Lead assessor 
	
	
	
	√
	
	
	If the application is submitted by the assessor him/herself and has been confirmed by Assessor Department, the assessor may be degraded as (technical) assessor.

	22
	Suspended persons fail to make effective corrections within defined time.
	
	
	
	
	√
	
	

	23
	Cannot participate in normal assessment activities because of personal reasons(e.g. apply by the assessor him/herself, resident abroad, die, etc.)
	
	
	
	
	√
	
	

	24
	Seriously breaches CNAS policy or procedures.
	
	
	
	
	√
	
	


Note：1.Requirements for lifting：Besides requirements in this form, assessors shall also fulfill other relevant requirements of assessor management, including competence requirements.
2.Laboratory assessor management database in AMP: The laboratory assessor management database of AMP includes 3 talent pools, i.e. pool A, B and C. Pool A are assessors who can be normally used, including assessors maintained, lifted or degraded. Pool B are assessors who can be used under conditions, including assessors who are suspended. Pool C are assessors who cannot be used, including assessors who are withdrawn. 
3.Assessor Department is responsible for handling assessors who cannot fulfill assessor management requirements and inform the assessors who are handled and the relevant departments of the handling result. Relevant departments shall inform Assessor Department of assessor’s non-conformance to this document which are discovered during assessment or relevant investigation results. 
Date of Issue: 1 May 2018                                                     Date of Application: 1 May 2018
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Assessor Department


Accreditation Departments

Accreditation                         Accreditation
Department Seven                      Department 
                                      One-Six


Functional Departments
（Administration Office、Personnel Department、Office for Discipline Supervision and Inspection, Technical Department, Quality Department）


Organize the formulation of assessment personnel qualification criteria


1. Participate in criteria formulation;
2. Comment on assessment personnel qualification criteria;


1. Participate in criteria formulation;
2. Comment on assessment personnel qualification criteria;


1. Establish and improve the model for  analyzing assessment personnel demand;
2. regularly collect and analyze relevant information;
3. Issue analysis report on supply and demand fulfillment. 


Technical Department:
Regularly report the change of assessment workload within the future 3-5 years and the data and information of the demanded personnel.  



Regularly report the change of assessment workload within the future 1-2 years and the data and information of the demanded personnel.  


5.1 Qualification and Resources


Organize the selection of fulltime/part time assessors 


Participate in the recommendation and selection of part time assessment personnel.


Personnel Department: Fulltime assessor recruitment


Accreditation Department One and Six participate in recommendation and selection of fulltime assessors.


Technical Department:
1. Participate in criteria formulation of newly developed fields;
2. Comment on assessment personnel qualification criteria


Development: 
1. Formulate the development plan for assessors;
2. Organize the implementation of development plan;


1. Participate in formulation of development plan;
2. Share responsibilities in development plan implementation, training and arrangement of tasks for assessor trainees.


Recommend Part-time assessment personnel


Recommend part-time assessment personnel


5.2 Selection and Development of Assessors


Organize the part time/fulltime assessors who has been evaluated as qualified to sign the work agreement and the “Confidentiality and Impartiality Statement”  


Personnel Department:
Organize fulltime assessors to sign the employment agreement of CNAI.


5.3 Employment of Assessor


5.4 Evaluation and 
Qualification Granting


Organize the evaluation and qualification granting of part time/ fulltime assessors. 


Technical Department, office for discipline supervision and inspection: share responsibility in training implementation;
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Procedure for Assessment Personnel Management-PD10�

Assessor Department


建立评审人员档案


Accreditation Departments

Accreditation                         Accreditation
Department Seven                      Department 
                                      One-Six


Functional Departments
（Administration Office、Personnel Department、Office for Discipline Supervision and Inspection, Technical Department, Quality Department）


Provide qualification information of assessors


Use assessors


5.5 Use of Assessors


1.Submit the feedback form for assessment personnel performance；
2.Where necessary, check and verify；


Formulate supervision plan


Comment on the supervision plan


Propose for disposal;


Organize on-site witness


Organize file review


1. Solicit information from related parties;
2. Where necessary, check and verify;


Organize special check


Execute supervision


Coordinate in execution of witness 


1.Submit the feedback forms for assessment personnel performance；
2.Deliver survey form for assessment personnel performance to team leaders;；
3.Where necessary, check and verify;


Where necessary, provide assistance


Organize registration of technical experts;


Participate in the nomination


Office for Discipline Supervision and Inspection: report information from related parties;


Use assessors


Participate in the nomination


Propose for disposal;


Organize the disposal


Propose for disposal;


5.6 Supervision and Disposal of Assessors


5.7 Notification of the 
result of disposition


5.8 Technical Expert


5.9 Records and Files


Establish files for assessment personnel


Administration Office: Retain files for assessment personnel 


1.Update the database;
2.Inform the assessor to be disposed and relevant departments；
3.Inform Personnel Department when fulltime assessors are disposed。



