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[bookmark: OLE_LINK7][bookmark: OLE_LINK6]Work Instructions for Research & Development and Evaluation of Certification Body Accreditation Schemes

[bookmark: OLE_LINK2][bookmark: OLE_LINK1]1. Purpose and applicable scope
1.1 Purpose
This work instruction is intended to specify the content and requirements of accreditation scheme development, strengthen the management of the research & development (R&D) process, increase the standardization, consistency and applicability of scheme research and development and reduce accreditation risks. 
1.2 Applicable scope
This work instructions is applicable to the management of research and development of accreditation schemes for businesses related to certification bodies, transformation, application and popularization of achievements and follow-up evaluation of the accreditation schemes. 

2. Referenced documents
[bookmark: OLE_LINK21]CNAS-ASC01 CNAS Accreditation Schemes System Table
CNAS-PD25 Procedure for Management of Research and Development
CNAS-PD35 Procedure for Control of Accreditation Normative Documents

3. Terms and definitions
Accreditation scheme: rules and procedures for implementation of accreditation activities and management of accreditation activities. An accreditation scheme normally consists of accreditation normative documents, quality system documents and accreditation management scheme. In the accreditation schemes system table, accreditation schemes are divided into basic accreditation scheme, specific accreditation scheme and sub-specific accreditation scheme. The accreditation schemes referred to in this work instructions are the various levels of accreditation schemes under the category of certification body accreditation.
[bookmark: OLE_LINK3]4. Responsibilities 
[bookmark: OLE_LINK24]4.1 Technical Department
1）organizing the presentation of new accreditation scheme development plan and the proposal on establishment of development project; 
2）organizing the scheme workgroups/project teams to carry out the new accreditation scheme research and development work as planned; 
3）organizing the application and popularization of the achievements of new accreditation schemes and implementation of supervision and inspection; 
4）organizing the evaluation of certification body accreditation schemes; 
5）summing up the supervision, inspection and evaluation and reporting to the focal point leader in a timely manner; 
6）collecting feedback information from related parties and continuously improving the mechanism for research and development of new accreditation schemes.

4.2 Related departments (Accreditation Department 1, Accreditation Department 6, Accreditation Department 7, Assessors Department, Quality Department and General Affairs Department)
1）each department proposes the improvement needs and requirements for increasing assessment consistency and guaranteeing accreditation quality;
2）each department in line with its assigned responsibilities cooperates with the scheme workgroups/project teams to carry out new accreditation scheme R&D, transformation, application and popularization of achievements and follow-up evaluation. 
[bookmark: OLE_LINK25]4.3 Project teams
1）organizing members of the research groups to carry out the project R&D and transformation and application of achievements in accordance with the requirements of the technological project assignment; 
2）completing the development and revision of the accreditation normative documents and quality system documents related to the new accreditation schemes; 
3）cooperating with the Assessors Department and related business departments to complete the training and evaluation of assessors and various other personnel. 
4.4 Scheme workgroups
    1）responsible for establishing the project teams and taking the lead in completing the R&D and pilot work when newly establishing or improving an accreditation scheme; 
    2）responsible for self-evaluation of an accreditation scheme and writing the self-evaluation report.
4.5 Technical advisory group
    1）a technical advisory group is made up of director of each related department, representatives from specialized committees and technical experts; 
    2）responsible for guiding the new accreditation scheme R&D project teams, giving guidance on the direction and content of the project R&D and technical issues. 
4.6 Focal point deputy chief executive
1）responsible for the overall coordination and approval of the related departments, personnel, resources, assignments and scheme arrangements involved in the new accreditation scheme R&D, application and popularization of achievements and follow-up evaluation processes; 
2）responsible for review and approval of the interim checks during the new accreditation scheme R&D processes.

[bookmark: OLE_LINK5][bookmark: OLE_LINK4]5. R&D requirements
5.1 The research content and achievement output of new accreditation scheme R&D projects shall include the following content: 
    1）accreditation market analysis, accreditation risk analysis and report on risk control measures (output at an earlier stage), which shall include the status quo analysis of national and international accreditation and standardization; 
    2）accreditation normative documents
a） Accreditation rules (which must have categorization of accreditation scopes);
b） Accreditation criteria (basic accreditation criteria or specific accreditation criteria);
c） Accreditation program (where applicable);
d） Accreditation guidance, including audit time calculation guide, certification technical area classification guide, certification personnel competence determination guide, audit guide (where applicable); 
e） Accreditation instructions (where necessary).
    3）analysis of resources demand for accreditation assessors, appraisal personnel and accreditation project management staff, including the requirements for the number of personnel and competence requirements (output at an earlier stage), evaluation criteria and training program which shall be entered in the template required by the focal point training department. 
    4）procedure documents for the accreditation work flow, work instruction documents (which must include assessment planning, assessment guidance (i.e. document/office/witness assessment KP), accreditation certificate statement) and record forms.
    5）identifying whether there is the need for amendment of the office system. 
    6）other content put forward by the project teams.
5.2 Where currently valid documents in place are used, there shall be analysis of their applicability and justifications.
5.3 The new accreditation scheme R&D project team leader shall be a person of the scheme workgroup. If the corresponding scheme workgroup has not been established at the time of project approval, the project team leader shall be appointed by the focal point deputy chief executive. 
5.4 Personnel participating in new accreditation scheme R&D projects shall include representatives from Accreditation Department 1, 6 and 7, Assessors Department, Technical Department, industry experts and certification bodies. 

6. R&D management
6.1 In order to establish good communication channels, strengthen the communication and exchange between the project teams and the departments related to the accreditation schemes, facilitate the mutual understanding among various parties and discover problems in a timely manner, the following measures have been developed.
6.2 Project communication meetings
    1）Normally a project communication meeting will be held every 6 months; the project communication meeting can be combined with project interim reporting;
    2）The Technical Department, members of the technical advisory group and key members of the project teams participate in the meeting; 
    3）The project teams report on the project progress, problems already resolved, outstanding problems and difficulties; 
    4）Relevant issues are discussed at the meeting. 
6.2 Meeting minutes	
    1）The communication meetings shall all be documented in meeting minutes, which will become the basis for resolving relevant problems; 
    2）The meeting minutes shall be drafted jointly by the Technical Department and the project teams and will be signed for issuance after being commented on by the meeting participants; 
    3）The meeting materials will be incorporated into the research files. 
6.3 Problems follow-up
    1）The problems clearly pointed out at the communication meetings shall be written into the meeting minutes with a follow-up person(s) appointed;
    2）There shall be written explanatory materials on the problem handling, which shall be reported at the next communication meeting; 
    3）The explanatory materials shall be incorporated into the research files.

7. Implementation achievement transformation and application
[bookmark: _GoBack]   Implementation of the transformation and application of project achievements is an important stage of project R&D. At this stage, the project team shall take the lead to carry out the various tasks with the cooperation of related departments. CNAS-PD25-05 Implementation Program for Project Achievement Transformation and Application shall be developed for the implementation of achievement transformation and application. 
7.1 Achievement transformation
    1）Achievement transformation mainly refers to the development or revision and issuance of accreditation normative documents, quality system documents, accreditation scheme system table and accreditation management documents related to the accreditation schemes.
    2）To ensure the necessity, integrity and validity of the issued documents and avoid disharmony among the documents, the project output documents shall be reported to the technical advisory group for their comments prior to release. 
    3）Project output documents shall be issued in synchrony.
    4）The document issuance shall follow the CNAS procedure for document control. 
7.2 Personnel training
7.2.1 Training of internal management personnel
    The Quality Department is responsible for organizing the implementation of training of internal management personnel. The training content and materials shall be provided by the project teams based on the training requirements.
7.2.2 Assessor training
    The Assessors Department is responsible for organizing the implementation of assessor training. The project teams need consult with the Assessors Department on the training time 6 months in advance and provide the teacher resources, training coursewares and test papers (when necessary) in accordance with the training program. 
    During the project R&D stage, the Assessors Department may organize training of the key targeted personnel at the request of the project team. Experience and lessons will be summed up through later pilot stage. Large-scale training of assessors will be carried out after the accreditation scheme R&D is completed. This is to improve the quality of training. 
7.2.3 Training of appraisal personnel
    Accreditation Department 7 is responsible for organizing the implementation of training of appraisal personnel. The training content and training materials shall be provided by the project teams according to the training requirements. 
7.3 Achievement application
    Applying the R&D achievement after the accreditation scheme R&D is completed is called project pilot. Relevant focal point department is responsible for completing the achievement application with technical support provided by the project teams. The project teams are responsible for timely study and settlement of the problems encountered during the achievement application process. 
7.3.1 Project acceptance
    Accreditation Department 1 is responsible for the acceptance of accreditation business with technical support provided by the project teams, specifically referencing the procedure specified CNAS-WI13-11 Work Instructions for Accreditation Assessment Against New Accreditation Schemes.
7.3.2 Project assessment
    The project teams assign people to participate in the pilot assessment and provide onsite instructions. Where necessary, the appraisal personnel shall observe the assessment process onsite. 
7.3.4 Project appraisal	
    Accreditation Department 7 is responsible for organizing the appraisal personnel to carry out pilot appraisal with technical support provided by the project teams and organizing personnel to study and settle problems encountered in a timely manner.
7.3.4 Application summary
    Upon completion of the application of project achievements, the project team is responsible for summing up the application of achievements, studying and settling problems encountered during the application process. Once various techniques mature, large-scale accreditation activities shall be carried out.

8. Accreditation scheme evaluation
8.1 Purpose of the evaluation
    To determine whether the accreditation scheme meets the needs of accreditation business development, to identify whether the technical content is sufficient and valid, whether the work procedure is reasonable and efficient and whether the resources are adequate，to recognize the risks brought about by the accreditation schemes and to provide a reference for further improvement of the accreditation schemes.
8.2 Targets of evaluation
    Accreditation schemes under the category of certification body accreditation that have been operated for over 3 years, involving basic accreditation schemes, specific accreditation schemes and sub-specific accreditation schemes. 
8.3 Content of evaluation 
    The accreditation scheme evaluation is mainly conducted from the following aspects: 
    1）Accreditation schemes shall comply with related laws and regulations, such as the certification and accreditation regulations, relevant rules and policies of AQSIQ and CNCA and other laws and regulations related to the accreditation schemes and sector rules;
    2）Whether the accreditation normative documents satisfy the needs and whether the content of documents and technical requirements are appropriate; 
    3）Whether the quality system documents, procedures and work instructions are comprehensive, whether the content is clear and whether they satisfy the actual work needs; 
    4）Whether the accreditation assessors, appraisal personnel and relevant internal personnel have received training and whether the content of training is appropriate, whether the competence meets the requirements and the personnel allocated satisfy the development needs of accreditation business; 
    5）Whether the accreditation schemes bring about certain risks to the accreditation body; at the same time, related parties shall be identified, analyzed and reported with comments put forward for corresponding improvement.
8.4 Procedure of evaluation
    The procedure of accreditation scheme evaluation includes 4 stages, initiation of the tasks, workgroup self-evaluation, meeting review and documentation of the evaluation report. 
8.4.1 Initiation of the tasks
    On the basis of the implementation of an accreditation scheme, the Technical Department initiates the accreditation scheme evaluation work, which in principle is conducted once the accreditation scheme has been implemented for 3 full years. The relevant person in the Technical Department that is responsible for the scheme shall develop the evaluation plan and organize the scheme workgroup to carry out the evaluation work. 
8.4.2 Scheme workgroup self-evaluation
    The scheme workgroup organizes relevant people to conduct self-evaluation of the accreditation scheme in accordance with the accreditation scheme evaluation plan and evaluation requirements developed by the Technical Department, write the self-evaluation report and submits it to the Technical Department. 
8.4.3 Meeting review
    The Technical Department organizes the meeting of the technical advisory group to conduct meeting review of the accreditation scheme. A review team leader shall be appointed for the meeting review, who shall organize the review team experts to deliberate on the self-evaluation materials, give review comments and arrive at the evaluation conclusion. 
8.4.4 Evaluation reporting
    The Technical Department writes the evaluation report on the basis of the meeting review. The evaluation report shall become valid after approval by the focal point leader. 
8.5 Evaluation conclusion
    After evaluation, the accreditation scheme evaluation conclusion can be one of the following: 
    1）Still valid. The evaluation concludes that the accreditation scheme can accommodate the needs of the current accreditation development with comprehensive documents, appropriate technical content and no conflict with existing laws and regulations. 
    2）Recommended improvement. The evaluation concludes that the accreditation scheme can accommodate the needs of the current accreditation development only through improvement, or with documents missing, inappropriate technical content in some areas or certain conflict with existing laws and regulations. The accreditation risk is big. 
    3）Recommended repeal. The evaluation concludes that the accreditation scheme cannot accommodate the needs of the current accreditation development. Repeal is recommended if there is no accreditation demand. 

9. Related record form
   WI25-03-01 Self-evaluation Report on Accreditation Scheme
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