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ABOUT THIS DOCUMENT 
(delete this page before issue the document)
This document is based on IAF/ILAC A3:01 IAF/ILAC Multi-Lateral Mutual Recognition Arrangements: Narrative Framework for Reporting on the Performance of an Accreditation Body (AB) - A Tool for the Evaluation Process.
How the natural accreditation body is to use this document

Prior to the on-site peer evaluation, the NAB should firstly conduct self-evaluation by using this document as a framework, and provide information, facts and figures in relevant places (as indicated by “Instructions to the NAB”) of this document according to its self-evaluation.

Note: IAF/ILAC A3 provides specific explanations under certain clause numbers of ISO/IEC 17011 to assist the AB (NAB) to provide information.  These explanations are all copied into this document (see green boxes under corresponding clause numbers of ISO/IEC 17011).

The NAB shall complete this document and submit it to the i-NAF Secretariat for distribution to the evaluation team at least three months before the on-site evaluation.

How the i-NAF Evaluation Team is to use this document
1. Document review
When the evaluation team received the document completed by the NAB, it reviews the information and the related/referenced documents provided by the NAB and determine whether the NAB conforms to the relevant requirements.  The evaluation team revises or add comments on the information in the document, as appropriate, to produce the document review.

2. On-site evaluation
The peer evaluation team prepares the evaluation plan which is included in Appendix of this report before the on-site evaluation.
During the on-site peer evaluation, the peer evaluation team explores whether the information provided by the NAB is evident in the records and other evidence they encountered.  Accordingly, the peer evaluation team provides comments on the information prepared by the NAB, based on the evidence found during the evaluation, and/or make further amendments and additions to the information.  The final amended information becomes part of peer evaluation report.
The evaluation team prepares the Evaluation Summary Report and Findings in Part 1 of this document for presentation at the closing meeting.
3. After on-site evaluation

The evaluation team prepares the draft Evaluation Report as Parts A and B of this document.
Legend for findings for the document review

	N
Nonconformity
	C
Complies

	CN
Concern
	T
To Address at Evaluation

	CM
Comment 
	N/A
Not Applicable


Note: A team leader who is technically out of scope with respect to a particular finding should not seek to remove or over-rule that finding but may identify the finding in the Summary Report as an ‘unresolved issue’ for resolution by the Ad-hoc review Group or MLA-C if required.
PART 1 - EVALUATION SUMMARY REPORT AND FINDINGS
(Date: )
Applicant

NAB
Dates of the evaluation

Dates
Pre-evaluation

Please make a clear statement on whether or not a pre-evaluation was requested by the applicant NAB, evaluation team or MLA-C.
Evaluation Team (insert details below as applicable)
Name
Team Leader (Program)
email
NAB
Name 
Team Member (Program)
email
NAB
Name 
Team Member (Program)
email
NAB
Name
Trainee Team Member (Program)
email
NAB
Evaluation sites

	Office evaluation
	Address
	Dates

	Witnessed assessment

[write accreditation programme and the type of assessment]
	NCAB name and,address:
	Dates:

	Witnessed assessment

[write accreditation programme and the type of assessment]
	
	

	Witnessed assessment

[write accreditation programme and the type of assessment]
	
	


Note 1:
For the witnessed assessment, please ensure that the evaluation team will have the opportunity to witness all of the relevant level 3 and Level 5 criteria being assessed.

Note 2:
For each witnessed assessment, please provide the evaluation team with a copy of:

· The accreditation certificate and schedule where applicable.
· The assessment plan (with copies of any schemes that may be applicable)

· The most recent assessment report as well as the previous initial/reassessment report if applicable.
· The resume’s for the assessment team members

Scope of evaluation

This report covers the evaluation of (NAB name) for (admission / re-admission) to the i-NAF MLA for the natural accreditation of (insert program).

Evaluation criteria
As stated in the Evaluation Plan at Appendix of this report.
Applicant organization

Please provide a brief description of the natural accreditation body (below)

4.1
Legal responsibility

	Narrative response to IAF/ILAC A3, clause 4.1

Governmental ABs shall describe the Ministries and/or Departments of which it is part, describe its legal status and structure as formally documented by government, and reference the Acts, Regulations or other statutory instruments that describe the authority under which the AB operates.

Private sector ABs shall describe their legal status under the local laws; whether they are not-for-profit or profit-returning; who the owners are; and the documents that prescribe the authority under which they operate.

Non-Governmental ABs shall also describe their relationship with Government, such as any legal or contractual arrangements, memoranda of understanding, recognition by regulatory authorities, etc.

In case the accreditation body is a separate legal entity within or owned by a larger body, the related bodies should be identified (see 4.3.7).

Multi-economy ABs (as defined in the S2-ILAC Rules) shall describe their relationship with the relevant economies’ governments and where applicable, Regional Group.




Instructions to the NAB:

· Please describe your operations in regards to 4.1 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


4.2
Structure

4.2.1
Organisational structure
	Narrative response to clause 4.2.1 and insert org chart at Appendix 1
A document (e.g. an organization chart) describing the AB structure and place within a larger entity, if applicable, shall be provided as Appendices.


Instructions to the NAB:

· Please describe your operations in regards to 4.2.1 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any;

· Please insert your organizational chart in Appendix 1 to this Part.

	Finding & comments
	


4.6
Accreditation activity

4.6.1/4.6.2
Normative documents, application and guidance documents

	Narrative response to IAF/ILAC A3, clauses 4.6.1/4.6.2
The information provided by the AB shall contain (but should not be limited to) the following:
· The scopes of the Arrangement in which the AB accredits; The types of accreditation programs offered, i.e. the type of CAB activity it accredits, and when these programs were launched; 

· The fields within each program in which accreditation is offered and how they relate to the scopes of the Arrangements;
· The set of criteria that is used in each program or field;

· Accreditation criteria which are not consistent with or in additional to those listed in Appendix 6; 

· The number of CABs in each program and field, including the current number of active accreditations and the number of applicants;

· The current rate of growth e.g. statistics such as the number of new accreditations in each field since the last evaluation or since inception for a new applicant;

· Which accreditation activities (particularly fields) the AB considers to be part of the Arrangement, and which fields are not.


Instructions to the NAB:

–
Please describe your operations in regards to 4.6.1 and 4.6.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any;
· Please insert relevant information in the table below.
	Accreditation programs or field where applicable. Please provide as an attachment if more convenient
	Launch date
	Number of NCBs
	Number of applicants

	Product
	
	
	
	



· Please insert relevant information in the table below.
	Finding & comments
	


6.1
Personnel associated with the accreditation body

6.1.1
Sufficient number of competent personnel
	Narrative response to IAF/ILAC A3, clause 6.1in general and specifically clause 6.1.1

A brief overview of the role of each position within the accreditation process (Section 7) shall also be provided.
Staff - A summary of the level of competence of key managerial and supervisory staff, and the number of staff, including any staff changes since the last full evaluation, shall be provided.




Instructions to the NAB:

–
Please describe your operations in regards to 6.1.1 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.
	Finding & comments
	


6.1.2
Sufficient number of assessors
	Narrative response to IAF/ILAC A3, clause 6.1.2

The total number of currently qualified assessors and experts, broken down by accreditation programs and broken down by internal/own staff and external/contracted staff shall be provided.


Instructions to the NAB:

Please describe your operations in regards to 6.1.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any
	Number of Assessment personnel
	Product

	
	Staff
	C’tract

	Lead assessors
	
	

	Assessors
	
	

	Trainee assessors
	
	

	Technical Experts
	
	

	
	
	


	Finding & comments
	


7.9
Decision making and granting accreditation

7.9.2
The NAB’s decision
	Narrative response to IAF/ILAC A3, clause 7.9.2

The accreditation decision-making process shall be described, including:
- The effective separation of the assessment team and the decision maker(s);

- The accreditation decision making process for surveillance activities and reassessments.


Instructions to the NAB:

· Please describe your operations in regards to 7.9.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


Member obligations under the i-NAF MLA
Program to promote the arrangement and the equivalence of other MLA signatories
Investigate all complaints by participating bodies relating to certificates issued by the NAB

Notify all other participating bodies of significant changes to the NAB’s status or operations
Contribute to i-NAF General Assemblies and Committees
Provision of assessors to support and expand the MLA
Cross Frontier Accreditation in accordance with IAF MD12 and IAF Resolution
Findings of evaluation team
(NAB name) was found to have the following strengths:

Follow-up on the findings from the last evaluation

· Conclusions that can be drawn from the follow-up of findings from the previous evaluation – were the implemented corrective actions found to be effective?

· Are there any trends in findings when compared to the previous evaluation?
Areas of activity where nonconformities were identified

Areas of activity where concerns were identified

Remaining unresolved issues at the conclusion of the final report
Evaluation team conclusions and recommendations

	Name
Team Leader Product
Date
	

	Name
Team Member Product
Date
	

	Name
Team Member Product
Date
	


Next steps in the process
The draft Evaluation Report is prepared by the evaluation team and submitted to the Secretariat for review by an Ad-hoc Group Team Leader appointed by the MLA Committee.

With the agreement of the Ad-hoc Group Team Leader, the final Evaluation Report can then be sent to the NAB for comment.

The NABs should respond with the proposed and implemented corrective actions at the earliest opportunity to enable the completion of Draft Final Evaluation Report.

When all findings have been appropriately addressed, the Ad-hoc Review Group shall prepare an Evaluation Summary Report to be submitted to the Secretariat for the MLA-C to review and approve for distribution to the MLA Group for a decision.
AD-HOC GROUP SUMMARY REPORT AND RECOMMENDATIONS
How the i-NAF Ad-Hoc Review Group should use this document

The team leader of the Ad-Hoc group is to review the findings in the report to confirm that they have been appropriately classified.  

The team leader should also ensure that the evaluation report refers to:

· evidence of implemented corrective actions used to justify the closure of nonconformities.  

· acceptable proposed corrective actions and timeframe for implementation.

The Convener of the Ad-Hoc Group is to complete the Ad-Hoc Group Summary Report and Recommendations page in Part 1 excluding Appendix 2, 3 and 4 which are summarized in the Statement of closeout of nonconformities and concerns.

Date

Conclusions

Statement on closeout of nonconformities and concerns

Areas of activity where nonconformities were identified

1.


2.


Areas of activity where concerns were identified

1.


2.


Remaining unresolved issues at completion of report
Recommendations

Ad-Hoc Group Convener

Name

NAB

Ad-Hoc Group Team Leader

Name

NAB

Ad-Hoc Group, MLA Group Member

Name

NAB

Appendix 1 – Organisational Chart

Appendix 2 – Nonconformities
Non-conformity: Finding where the NAB does not meet a requirement of the applicable standard (ISO/IEC 17011), its own management system and the Arrangement requirements.  The evaluation team must review and accept evidence of implemented corrective actions prior to closing nonconformities.

	No.
	Clause no.
	Nonconformity
	Proposed Corrective Actions and Date
	PE Team’s Comments/Closure and Date

	1
	
	
	
	


Note: Where the applicant is unable to agree with statements or findings of the team, these issues shall be classified as unresolved issues for consideration by the Ad-hoc Review Group or MLA-C.
Appendix 3 – Concerns
Concern: Finding where the NAB’s practice may develop into a nonconformity.  For each concern, the evaluation team must review and accept the corrective action plan and time frame for implementation.

	No.
	Clause no.
	Concern
	Proposed Corrective Actions and Date
	PE Team’s Comments/Closure and Date

	1
	
	
	
	


Note: Where the applicant is unable to agree with statements or findings of the team these issues shall be classified as unresolved issues for consideration by the Ad-hoc Review Group or MLA-C.

Appendix 4 – Comments
Comment: Finding about documents or NAB’s practices with a potential of improvement; but still fulfilling the requirements. The evaluated NAB is encouraged to respond to comments.
	No.
	Comment

	
	


PART 2 – EVALUATION REPORT
4.
Natural Accreditation Body
4.1
Legal responsibility - Refer to Part 1.
4.2
Structure

4.2.1
Organizational chart - Refer to Part 1.
4.2.2
Authority and responsibility for decisions
M.4.2.2.1
Instructions to the NAB:

· Please describe your operations in regards to 4.2.2 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


4.2.3
Description of legal status
Instructions to the NAB:

· Please describe your operations in regards to 4.2.3 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


4.2.4
Document duties, responsibilities and authorities of top management
Instructions to the NAB:

· Please describe your operations in regards to 4.2.4 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


4.2.5
Identification of Top Management
	Narrative response to IAF/ILAC A3, clause 4.2.5

Names of top management shall be provided, i.e. who has overall authority and responsibility and who has been assigned day-to-day management responsibilities (for each of the items under 4.2.5 and 5.2.3, and where authorities and responsibilities may be held by more than one individual).


Instructions to the NAB:

· Please describe your operations in regards to 4.2.5 in appropriate detail by referring to above explanations, and make reference to your documents or procedures if any.

	Finding & comments
	


4.2.6
Access to Expertise for Advising the NAB
	Narrative response to IAF/ILAC A3, clause 4.2 in general and specifically 4.2.6

The AB shall describe the mechanisms by which it accesses its expertise. This should be a description focused on the expertise to provide policy advice to the AB.
The AB shall describe how it identifies the need for technical expertise; how this expertise is recruited, and how it is managed and used in establishing accreditation criteria (for both existing and new accreditation programs) and advising the AB. The commentary should provide some indication of the expertise available to advise the AB in type, range and volume of the accreditation services offered.

If applicable, a list of the committees currently in place and a brief overview of the role that they play should also be described.


Instructions to the NAB:

· Please describe your operations in regards to 4.2.6 in appropriate detail by referring to above explanations, and make reference to your documents or procedures if any.

	Finding & comments
	


4.2.7
Rule for appointment, terms of reference and operation of committees
Instructions to the NAB:

· Please describe your operations in regards to 4.2.7 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


4.2.8
Entire structure documented, showing lines of authority and responsibility - Refer Appendix 1
4.3
Impartiality

4.3.1
Safeguard objectivity and impartiality
4.3.2
Structure to provide opportunity for effective involvement by interested parties
	Narrative response to IAF/ILAC A3, clause 4.3 in general and specifically clause 4.3.2

The AB shall provide an explanation for why the structure is considered to provide effective involvement by interested parties in a balanced way.


Instructions to the NAB:

· Please describe your operations in regards to 4.3.1 and 4.3.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


4.3.3
Non-discriminatory and accessible
Instructions to the NAB:

· Please describe your operations in regards to 4.3.3 in appropriate detail, and make references to your documents or procedures if any.

4.3.4
Free from undue pressures
Instructions to the NAB:

· Please describe your operations in regards to 4.3.4 in appropriate detail, and make references to your documents or procedures if any.

4.3.5
Competent accreditation decisions
Instructions to the NAB:

· Please describe your operations in regards to 4.3.5 in appropriate detail, and make references to your documents or procedures if any.

4.3.6
Provision of other services which affect impartiality

Instructions to the NAB:

· Please describe your operations in regards to 4.3.6 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


4.3.7
Activities of related bodies and identification and analysis of relationship with related bodies
M.4.3.7.1
	Narrative response to IAF/ILAC A3, clause 4.2 in general and specifically clause 4.3.7

The AB shall identify the types of related bodies, the types of risk and how the AB has mitigated the potential for conflict of interest.


Instructions to the NAB:

· Please describe your operations in regards to 4.3.7 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


4.4
Confidentiality

Instructions to the NAB:

· Please describe your operations in regards to 4.4 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


4.5
Liability and financing

4.5.1
Arrangements to cover liabilities
Instructions to the NAB:

· Please describe your operations in regards to 4.5.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


4.5.2
Adequate financial resources
	Narrative response to IAF/ILAC A3, clause 4.5 in general and specifically clause 4.5.2

The AB shall describe how it receives funds for undertaking its accreditation and other activities, and provide an overall indication of how these funds are allocated.


Instructions to the NAB:

· Please describe your operations in regards to 4.5.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


4.6
Accreditation activity

4.6.1
Normative documents - Refer to Part 1.
4.6.2
Application and guidance documents - Refer to Part 1.

4.6.3
Procedures for extending its activities
	Narrative response to IAF/ILAC A3, clause 4.6.3

The AB shall give an overview of the policies and processes for extension of the described scope – both into the accreditation of new conformity assessment activities, and extending current programs into new fields of technology.
The description should include, where applicable:
- Use of national and international guides for the operation of CABs;

- Co-operation with other ABs (e.g. by joint assessments, use of assessors);

- Compliance with international harmonized decisions on what may be accredited and what should not be accredited; and

- Examples of extension into new areas in the last four years


Instructions to the NAB:

· Please describe your operations in regards to 4.6.3 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


5.
Management

5.1
General

5.1.1
Establishment of a management system
5.1.2
Documented procedures
	Finding & comments
	 


5.2
Management system

5.2.1
Documented policies and procedure understood and implemented
Instructions to the NAB:

· Please describe your operations in regards to 5.2.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	 


5.2.2
Operate a management system that is accessible its personnel and ensure effective implementation
Instructions to the NAB:

· Please describe your operations in regards to 5.2.2 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.2.3
Management system representative appointed
Instructions to the NAB:

· Please describe your operations in regards to 5.2.3 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.3
Document control

Instructions to the NAB:

· Please describe your operations in regards to 5.3 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.4
Records

5.4.1
Procedures for record keeping
Instructions to the NAB:

· Please describe your operations in regards to 5.4.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.4.2
Procedures for retaining records
Instructions to the NAB:

· Please describe your operations in regards to 5.4.2 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.5
Nonconformities and corrective actions.

Instructions to the NAB:

· Please describe your operations in regards to 5.5 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.6
Preventive actions

Instructions to the NAB:

· Please describe your operations in regards to 5.6 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.7
Internal audits

5.7.1
Procedure for internal audit
Instructions to the NAB:

· Please describe your operations in regards to 5.7.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.7.2/5.7.3
Internal audit schedule, process and results
	Narrative response to  IAF/ILAC A3, clauses 5.7.2 & 5.7.3

The AB shall provide a summary of the internal audit program and the activities for the last two years.


Instructions to the NAB:

· Please describe your operations in regards to 5.7.2 and 5.7.3 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


5.8
Management review

5.8.1
Procedure for management review
Instructions to the NAB:

· Please describe your operations in regards to 5.8.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


5.8.2/5.8.3
Input and output to management review
	Narrative response to IAF/ILAC A3, clauses 5.8.2 & 5.8.3

The AB shall provide a summary of the management review process and the main outputs for the last two years.


Instructions to the NAB:

· Please describe your operations in regards to 5.8.2 and 5.8.3 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


5.9
Complaints

M.5.9.1, M.5.9.2

	Narrative response to IAF/ILAC A3, clause 5.9

The AB shall provide a summary of the complaint process including numbers of total complaints, those considered valid and major reasons for the complaints.


Instructions to the NAB:

· Please describe your operations in regards to 5.9 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


6.
Human resources

6.1
Personnel associated with the accreditation body

6.1.1
Sufficient number of competent personnel - Refer to Part 1.

6.1.2
Sufficient number of assessors - Refer to Part 1.
6.1.3
Extent and limit of responsibilities for each person
Instructions to the NAB:

· Please describe your operations in regards to 6.1.3 in appropriate detail, and make references to your documents or procedures if any

	Finding & comments
	


6.1.4
Commitment to confidentiality, and conflict of interest avoidance
Instructions to the NAB:

Please describe your operations in regards to 6.1.4 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


6.2
Personnel involved in the accreditation process

6.2.1
Description of each accreditation activity
	Narrative response to IAF/ILAC A3, clause 6.2.1

The AB shall provide a description of the mechanisms for ensuring the competence of each of the groups of personnel.  Such mechanisms may include how individuals are selected and trained (both initially and on-going). Examples of such a commentary may include the following:
Staff

Training processes (initial and on-going) for operational staff involved in the accreditation process.

Committees

Where relevant, how committee members are recruited, trained (initially and on-going) and qualified


Instructions to the NAB:

· Please describe your operations in regards to 6.2.1 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


6.2.2
Procedures for recruiting, training, qualifying assessors and experts
	Narrative response to IAF/ILAC A3, clause 6.2.2

Procedures for recruiting, training, qualifying assessors and experts.
Assessors

- How assessors are selected, trained and qualified, including the qualification for the technical scopes they are deemed competent to assess;

- An overview of assessors’ technical and assessment qualifications, training and experience; and

· On-going training of assessors.

Experts

- As relevant, the same commentary as for Assessors; and

- The mechanisms for supervision of experts by qualified assessors during the assessment process


Instructions to the NAB:

· Please describe your operations in regards to 6.2.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


6.2.3
Identifying competence of assessors by scope
Instructions to the NAB:

· Please describe your operations in regards to 6.2.3 in appropriate detail, and make references to your documents or procedures if any.

	

	Finding & comments
	


6.2.4
Assessor familiarity with accreditation documents
Instructions to the NAB:

· Please describe your operations in regards to 6.2.4 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


6.3
Monitoring

6.3.1
Procedure for monitoring competence of assessors, experts and decision makers
M.6.3.1.1
	Narrative response to IAF/ILAC A3, clause 6.3.1

Procedure for monitoring competence of assessors, experts and decision makers particularly where committees and individuals are involved in the accreditation decision, the AB should describe how they are monitored, and what actions are taken when training needs are identified.


Instructions to the NAB:

· Please describe your operations in regards to 6.3.1 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


6.3.2
Monitoring assessors
	Narrative response to IAF/ILAC A3, clause 6.3.2

- How assessors and experts are systematically monitored, and what actions are taken when training needs are identified
- Other forms of monitoring and feedback that ensure the on-going competencies of assessors


Instructions to the NAB:

· Please describe your operations in regards to 6.3.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


6.4
Personnel records

6.4.1
Record maintenance
6.4.2
Content of personnel records
Instructions to the NAB:

· Please describe your operations in regards to 6.4.1and 6.4.2 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.
Natural accreditation process

7.1
Accreditation criteria and information

7.1.1 
General criteria
Instructions to the NAB:

· Please describe your operations in regards to 7.1.1 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.1.2
Publicly available information
Instructions to the NAB:

· Please describe your operations in regards to 7.1.2 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.2
Application for natural accreditation

7.2.1
Application content
Instructions to the NAB:

· Please describe your operations in regards to 7.2.1 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.2.2
Other NCAB information (NCAB services; natural accreditation requested; quality manual)
Instructions to the NAB:

· Please describe your operations in regards to 7.2.2 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.2.3
NAB review of adequacy of NCAB information
Instructions to the NAB:

· Please describe your operations in regards to 7.2.3 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.3
Resource review

7.3.1
Review of ability to carry out the assessment
7.3.2
Carry out in timely manner
Instructions to the NAB:

· Please describe your operations in regards to 7.3.1 and 7.3.2 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.4
Subcontracting

7.4.1
Subcontracting policy and agreements
Instructions to the NAB:

· Please describe your operations in regards to 7.4.1 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.4.2/ 7.4.3
Subcontracting process and list of subcontractors
	Narrative response to IAF/ILAC A3, clause 7.4.2 and 7.4.3
The AB should describe the conditions under which subcontracting takes place and how it meets the requirements of this clause. 

Where applicable, the AB should also provide the list of organizations with which it has a subcontract agreement.


Instructions to the NAB:

· Please describe your operations in regards to 7.4.2 and 7.4.3 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


7.5
Preparation for any assessment

7.5.1
Preliminary visit
Instructions to the NAB:

Please describe your operations in regards to 7.5.1 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.5.2
Selection of the assessment team
	Narrative response to IAF/ILAC A3, clause 7.5.2

The AB should provide information on the policies/mechanisms for deciding on the team composition.


Instructions to the NAB:

· Please describe your operations in regards to 7.5.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


7.5.3
Impartiality of the assessment team
Instructions to the NAB:

Please describe your operations in regards to 7.5.3 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.5.4
NCAB objections to the assessment team
Instructions to the NAB:

Please describe your operations in regards to 7.5.4 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.5.5
Defining the assignment for the assessment team
Instructions to the NAB:

Please describe your operations in regards to 7.5.5 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.5.6
Sampling of the scope
	Narrative response to IAF/ILAC A3, clause 7.5.6

The AB should provide information on the policies for sampling of the scope for all assessment types (e.g. initial, surveillance and reassessment) and how the AB demonstrates fulfilment of these policies and ISO/IEC 17011.


Instructions to the NAB:

· Please describe your operations in regards to 7.5.6 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


7.5.7
Assessing key activities for initial assessments
M.7.5.7.2 (definition of key activities)
Instructions to the NAB:
· Please describe your operations in regards to 7.5.7 in appropriate detail, and make references to your documents or procedures if any..

	Finding & comments
	


7.5.8
Premises assessed in surveillance and reassessments
Instructions to the NAB:
· Please describe your operations in regards to 7.5.8 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.5.9
Setting the assessment date
M.7.5.9.1
Instructions to the NAB:

· Please describe your operations in regards to 7.5.9 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.5.10
Provisions for the assessors
Instructions to the NAB:

· Please describe your operations in regards to 7.5.10 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.6 Document and record review

7.6.1
Assessors’ document review
M.7.6.1.1
Instructions to the NAB:

· Please describe your operations in regards to 7.6.1 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.6.2
Nonconformities reported to NCAB
7.7
On-site assessment
7.7.1
Opening meeting
	Finding & comments
	


7.7.2
Conduct of the assessment
	Narrative response to IAF/ILAC A3, clause 7.7.2

The AB shall provide a description of the steps of the on-site assessment.


Instructions to the NAB:

· Please describe your operations in regards to 7.7.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.
	Finding & comments
	


7.7.3
Witnessing the performance of conformity assessment activities
	Narrative response to IAF/ILAC A3, clause 7.7.3

The AB shall provide the policies for determining the amount of conformity assessment services to witness, and which criteria for selecting the CAB locations are used.


Instructions to the NAB:

· Please describe your operations in regards to 7.7.3 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.
	Finding & comments
	


7.8
Analysis of findings and assessment report

7.8.1
The assessment team’s analysis of documents and information
Instructions to the NAB:

· Please describe your operations in regards to 7.8.1 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.8.2
Assessment team’s referral back to the NAB
Instructions to the NAB:

· Please describe your operations in regards to 7.8.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.8.3
NAB’s reporting procedures
M.7.8.3.1
M.7.8.3.2
Instructions to the NAB:

· Please describe your operations in regards to 7.8.3 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.8.4
NAB retains responsibility for the assessment report
Instructions to the NAB:

· Please describe your operations in regards to 7.8.4 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.8.5
Resolution of the nonconformities
	Narrative response to IAF/ILAC A3, clause 7.8 in general and specifically clause 7.8.5

A description of the following should be provided by the AB:
- How findings are graded

- How nonconformities with accreditation criteria are communicated to the assessed CAB;

- How these findings are to be addressed by the CAB and assessed and cleared by the AB, including any involvement by the assessment team;

- How such actions are used in the accreditation decision making; and

- What actions are taken on unsatisfactory resolution.


Instructions to the NAB:
· Please describe your operations in regards to 7.8.5 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.
	Finding & comments
	


7.8.6
Information provided for the NAB’s decision makers
Note: Requirements for participation in proficiency testing is normally limited to accreditation of laboratories but could be applicable where a scheme specifically mandates participation in proficiency testing.

Instructions to the NAB:

· Please describe your operations in regards to 7.8.6 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.9
Decision making and granting accreditation

7.9.1
Confirmation that requirements have been met
Instructions to the NAB:

· Please describe your operations in regards to 7.9.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.9.2
The NAB’s decision - Refer to Part 1.
7.9.3
Using results from assessment by another NAB
Instructions to the NAB:

· Please describe your operations in regards to 7.9.3 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.9.4
Content of the natural accreditation certificate
M.7.9.4.1
Instructions to the NAB:

· Please describe your operations in regards to 7.9.4 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.9.5
Natural accreditation certificate content for different types of NCABs
Instructions to the NAB:

· Please describe your operations in regards to 7.9.5 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.10
Appeals

7.10.1/7.10.2
Procedure to address appeals and details of the appeals process

	Narrative response to IAF/ILAC A3, clauses 7.10.1 and 7.10.2

The AB shall provide a summary of the appeals process including numbers of appeals and of appeals considered valid since the last full evaluation/4 years for initial evaluation.


Instructions to the NAB:

· Please describe your operations in regards to 7.10.1 and 7.10.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


7.11
Re-assessment and surveillance

7.11.1 & 7.11.2
Reassessment is similar to an initial assessment and procedures and plans for carrying out periodic surveillance
M.7.11.2.1
	Narrative response to IAF/ILAC A3, clauses 7.11.1 and 7.11.2

The AB shall describe its surveillance and reassessment program for its accredited CABs, including the term of accreditation, and whether or not expiry dates are used.


Instructions to the NAB:

· Please describe your operations in regards to 7.11.1 and 7.11.2 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


7.11.3
Surveillance and reassessment plans
	Narrative response to IAF/ILAC A3, clauses 7.11.3

The AB shall describe its surveillance and reassessment plan for its accredited CABs, including:
- The reassessment frequency;

- The nature, frequency and scope of surveillance activities, with particular emphasis on on-site surveillance and the associated sampling of sites, personnel, and the scope of accreditation;

- The information on the policy for sampling premises from which one or more key activities are performed; 

- How the AB responds to the operation of the CAB in more than one site or whether it operates cross-frontier; and

- Use of witnessing of testing, calibration, inspection and certification activities in surveillance and reassessment, if applicable.


Instructions to the NAB:

· Please describe your operations in regards to 7.11.3 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.
	Finding & comments
	


7.11.4
Planning surveillances and taking account of other surveillance activities
	Narrative response to IAF/ILAC A3, clauses 7.11.4

The AB shall describe how it judges the proven stability that the services of the CAB have reached in its decision on the intervals for the surveillances and reassessments.


Instructions to the NAB:

· Please describe your operations in regards to 7.11.4 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


7.11.5
Corrective action time limits for surveillances and reassessments
Instructions to the NAB:

· Please describe your operations in regards to 7.11.5 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.11.6
Continuation of natural accreditation based on surveillances and reassessments results
Instructions to the NAB:

· Please describe your operations in regards to 7.11.6 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.11.7
Conducting extraordinary assessments
Instructions to the NAB:

· Please describe your operations in regards to 7.11.7 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.12
Extending natural accreditation.

Instructions to the NAB:

· Please describe your operations in regards to 7.12 in appropriate detail, and make references to your documents or procedures if any.
	Finding & comments
	


7.13
Suspending, withdrawing or reducing natural accreditation

7.13.1
Procedure for suspension, withdrawal or reduced natural accreditation
	Narrative response to IAF/ILAC A3, clauses 7.13.1

The AB shall detail the number of non-voluntary suspensions and withdrawals over the last four years.


Instructions to the NAB:

· Please describe your operations in regards to 7.13.1 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


7.13.2
Decision to suspend or withdraw based on persistent failure by NCABs in meeting requirements
· Please describe your operations in regards to 7.13.2 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.13.3
Decision to reduce natural accreditation based on persistent failure by NCABs in meeting requirements
· Please describe your operations in regards to 7.13.3 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


7.14
Records on NCABs

7.14.1
Maintenance of records on NCABs
7.14.2
Confidentiality of record keeping 

7.14.3
Content of NCAB records
Instructions to the NAB:
· Please describe your operations in regards to 7.14 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8
Responsibilities of the natural accreditation body and the NCAB

8.1
Obligations of the NCAB

8.1.1
NAB’s requirements of the NCAB
Instructions to the NAB:
· Please describe your operations in regards to 8.1.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.1.2
NAB’s requirements that the NCAB report significant changes

Instructions to the NAB:
· Please describe your operations in regards to 8.1.2 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.2
Obligations of the natural accreditation body

8.2.1
Information publicly available
Instructions to the NAB:
· Please describe your operations in regards to 8.2.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.2.2
Information on obtaining traceability of measurements
Instructions to the NAB:
· Please describe your operations in regards to 8.2.2 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.2.3
Information on international arrangements
Instructions to the NAB:
· Please describe your operations in regards to 8.2.3 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.2.4
Alerting NCABs to changes in the AB’s requirements
Instructions to the NAB:
· Please describe your operations in regards to 8.2.4 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.3
Reference to natural accreditation and use of symbols

8.3.1
NAB policy governing protection and use of the natural accreditation symbol
M.8.3.1.1
Instructions to the NAB:
· Please describe your operations in regards to 8.3.1 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.3.2
Measures to ensure NCAB conforms with rules for claiming natural accreditation
M.8.3.2.1
Instructions to the NAB:
· Please describe your operations in regards to 8.3.2 in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


8.3.3
Action taken by NAB
	The AB shall describe the action taken in the case of misuse of the accreditation and/or the accreditation symbol.


Instructions to the NAB:

· Please describe your operations in regards to 8.3.3 in appropriate detail by referring to above explanations, and make references to your documents or procedures if any.

	Finding & comments
	


Use of i-NAF MLA Mark
Instructions to the NAB:

· Please describe your operations in regards to use of i-NAF MLA Mark in appropriate detail, and make references to your documents or procedures if any.

	Finding & comments
	


ADDITIONAL REQUIREMENT:
Also consider the OIC / SMIIC 3 standard for halal NAB.

Evaluation of the performance of assessors
Please provide an overview of the witnessed assessments.

APPENDIX 5 – PRODUCT & SYSTEM WITNESS
Product & System Assessment Witness Evaluation Report

	Individual:


Role:

	Organisation:


Date:


	Type of Assessment:



	Assessment Length/Day:




	Normative Requirements (Level 3):



	Sub-scope (Level 5):

:

	Client Name, Location:


	


EVALUATION
(Key: Y = Acceptable; N = Nonconformity; O = Observation; A = verbal advice, N/A not observed)

	Criteria
	Key
	Comment

	Effective planning, preparation and briefing
	
	

	Conduct of opening meeting

· introductions

· confirmation of the plan including objectives, scope & criteria

· Anything of particular significance that needs to be followed up during the assessment

· method of reporting and grading of findings

· nomination of guides to support the team

· ask for questions
	
	

	Ongoing communications and team meeting:

· ensure scope covered

· consolidate findings

· agree on audit conclusions classification of findings

· collect positive comments

· identify follow-up activities and any proposed changes to the scope of accreditation
	
	

	Relationship with team
	
	

	Relationship with client
	
	

	Closing meeting

· Introductory comments & overview of the assessment

· evidence based on sampling

· Findings clearly explained with requirements for responses.

· Method & timeframe for reporting

· Complaints & appeals
	
	

	Reporting clear and concise

· orally and in writing
	
	

	Compliance with procedures
	
	

	Coverage and interpretation of the normative requirements (Level 3)
	
	As follows below:

	

	Coverage and interpretation of the normative requirements for the sub-scope (Level 4)
	
	As follows below:

	The TA covered the following programs:



	Technical knowledge & skills: 

· remained in scope

· ability to apply appropriate knowledge and skills to complex operations.

· questioning techniques include cross-checks, depth, persistence

· conclusions are based on objective evidence
	
	

	Conclusions and positive feedback



	i-NAF Evaluator


	i-NAF Technical Expert


	Date:




APPENDIX 6
PEER EVALUATION PLAN
INITIAL / RE-EVALUATION OF (NAB)
Evaluation Team:
Name (………………)
Team Leader (…………….Program)
email :
(NAB)



Name (………………)
Team Member (……………Program)
email :
(NAB)



Name (………………)
Team Member (……………Program)
email :
(NAB)



Name (………………)
Trainee Team Member (……Program)
email :
(NAB)



Introduction:
This evaluation plan covers the evaluation of (name of NAB) for re/admittance to the i-NAF MLA for the accreditation of Natural Product/System Certification Bodies(NCBs).

(Name of NAB) currently accredits (number) natural product certification bodies (insert program details as appropriate).

Locations for This Peer Evaluation:
Head Office
Address
Other locations

Address where applicable

Management Representative: 
(Name)
EVALUATION CRITERIA
This evaluation was conducted in accordance with the procedures specified in IAF/ILAC A2 and/or SMIIC 3 or Regional Body Procedure XXX (<<insert date of issue). <<insert acronym of NAB>> was evaluated to confirm compliance with the criteria listed in the annex prepared by the Team Leader.  Requirements are specified on the web sites of IAF, ILAC, IHAF and regional groups and include all relevant IAF, ILAC, SMIIC requirements documents and GA resolutions and the regional specific requirements.
Pre-evaluation Meeting (Evaluation Team Only)
Day and Date:
Time and Place
Office Evaluation

Day and Date 

Address
· Name of PE interpreter (if applicable)
Witnessing (Complete for each witness activity)
Date
Natural Accreditation / Reaccreditation Assessment of a (insert program) Natural Certification Body

NCB Name and Address
· Name (Assessor, team Leader)
· Name (Assessor)
· Name (Technical expert)
· Name(PE Team Leader)
· Name (Trainee PE Team Member)
· Name of PE Interpreter (if applicable)
Finalise office evaluation, report writing and closing meeting

Day and Date 

· Name of PE interpreter (if applicable)
Notes:

1. This evaluation will be conducted in accordance with the evaluation plan with each team member having responsibility for their assigned evaluation criteria.

2. Outstanding issues from the document review and previous evaluation (where applicable) will be followed-up with the planned evaluation of the relevant criteria.

3. The evaluation team will meet at the hotel on the Sunday before the evaluation and regularly throughout the evaluation, to review progress and consider any necessary changes to the evaluation plan. The evaluation team will also meet in the evenings to discuss the day’s results and begin development of the report and evaluation findings.

4. The evaluation plan includes a column for each team member with their assigned evaluation criteria and timing however some flexibility may be required.

5.
(NAB name) is requested to:

· Provide an office (and other relevant administrative support) for the evaluation team to meet, discuss and to prepare the report during the evaluation.

· Provide a briefing to the evaluation team after the opening meeting on the issues listed under general requirement in the evaluation plan and including an introductory presentation about the organization.
· Please limit this briefing to less than 30 minutes.

· Arrange for the staff with direct responsibility for the areas subject to evaluation to be available for discussions at the approximate times listed in this evaluation plan.

(revise as appropriate)
	Office Evaluation Plan

	Date
	Monday 
Date
	Tuesday 
Date
	Friday
Date

	Opening Meeting
	09:00
	09:00
	09:00

	Final team meeting & consolidation of findings
	
	
	14:30

	Closing Meeting
	
	
	16:30


Monday
	ISO/IEC17011 Standard Clauses
	Product (…………….)

	General requirements
	

	Brief presentation / interview with management to discuss:

· Presentation by (insert NAB name)

· Significant changes since the last evaluation

· Responses to findings raised during document review

· Status of findings from the previous evaluation 
	AM

	4. Natural Accreditation Body
	

	4.1
	Legal responsibility
	AM

	4.2
	Structure
	AM

	4.3
	Impartiality
(Interview with the Chairman of the Impartial Committee)
	AM

	4.4
	Confidentiality
	PM

	4.5
	Liability & financing
	PM

	4.6
	Natural accreditation activity
	PM

	Other Requirements
	

	i-NAF Resolutions

i-NAF NPG 2 - Use of i-NAF Mark
i-NAF NMG 1 - Cross Frontier Natural Accreditation
	PM

	5. Management
	

	5.1
	General
	

	5.2
	Management system
	

	5.3
	Document control
	

	5.4
	Records
	

	5.5
	Non-conformities and Corrective actions
	

	5.6
	Preventive actions
	

	5.7
	Internal audits
	

	5.8
	Management reviews
	

	5.9
	Complaints
	


Tuesday
	ISO/IEC17011 Standard Clauses
	Product (……………)

	6. Human Resources
	

	6.1
	Personnel associated with natural accreditation body
	AM

	6.2
	Personnel involved with the natural accreditation process
	AM

	6.3
	Monitoring
	AM

	6.4
	Personnel records
	AM

	7. Natural Accreditation Process
	

	7.1
	Natural accreditation criteria and info
	PM

	7.2
	Application for natural accreditation
	PM

	7.3
	Resource review
	PM

	7.4
	Subcontracting the assessment
	PM

	7.5
	Preparation for assessment
	PM

	7.6
	Document and record review
	PM

	7.7
	On-site assessment
	PM

	7.8
	Analysis of findings and assessment report
	PM


Friday

	ISO/IEC17011 Standard Clauses & OIC/SMIIC 3 Standard Clauses
	Product (………..)
	T Prod
(………..)

	7. Accreditation Process
	
	

	7.9
	Decision making and granting natural accreditation
	AM
	AM

	7.10
	Appeals
	
	AM

	7.11
	Reassessment and surveillance
	AM
	AM

	7.12
	Extending accreditation
	AM
	AM

	7.13
	Suspending, withdrawing, or reducing natural accreditation
	
	AM

	7.14
	Records on NCABs
	Throughout
	Throughout

	8. Responsibilities of NAB & NCABs
	
	

	8.1
	Obligation of NCABs
	
	AM

	8.2
	Obligation of natural accreditation body
	
	AM

	8.3
	Reference to natural accreditation and use of symbols
	
	AM

	OIC/SMIIC 3 Standard Clauses Requirements
	
	


- Any economies outside of their own in which the AB provides accreditation and the number of the respective accreditations.  A description of the AB’s cross frontier accreditation policy shall be provided.





Narrative response to IAF/ILAC A3, clause 4.3.6 


The AB shall provide a description of all other activities it is involved in outside of accreditation.
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