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	CYPRUS ORGANIZATION FOR THE PROMOTION OF QUALITY

	
	CYPRUS ACCREDITATION BODY



PROCEDURE 2
Recruitment, Qualifications and Training of Lead Assessors, Assessors, Technical Assessors and Technical Experts 
Abbreviations:

Cyprus Accreditation Body (CYS-CYSAB)

Accreditation Body (AB)

Assessor (AS) 

Board of Governors (BoG)
Conformity Assessment Body (CAB)
Director (DIR)

Lead Assessor (LA)

Quality Manager (QMA)

Technical Assessor (TA)

Technical Expert (TE)

1. Scope
This document describes the procedure involved in selecting, training, authorizing, monitoring the performance and identifying the needs for ongoing training of LAs, ASs, TAs and TEs.

2. Responsibilities

The DIR is responsible for:  
· Ensuring that all LAs, ASs, TAs and TEs receive appropriate training.
· Approving the qualifications of LAs, ASs, TAs and TEs.
· Authorizing of LAs, ΑSs, TAs and TEs.
· Evaluating the performance of LAs, ASs, TAs and TEs.

The QMA is responsible for: 
· Keeping records for the personnel.
· Evaluating the performance of LAs, ASs, TAs and TEs.
· Monitoring the performance of LAs, ASs, TAs and TEs.

LAs and ASs are responsible for informing the DIR about needs for further training. LAs and ASs have the responsibility for updating their personal records (eg. CV, participation in trainings, etc). LAs also have the responsibility for updating the records of the TAs or TEs they use (eg. CV). Furthermore, it is also the responsibility of LAs to inform external ASs, TAs and TEs for Cyprus Legislation and/or CYS-CYSAB requirements (Form F 02.04).
3. Process
3.1 General   
Candidate LAs, ASs, TAs and TEs shall submit an application form to CYS-CYSAB (F 02.01). Herein, competence of all LAs, ASs, TAs and TEs is documented, followed by a CV. External partners from other ABs (MLA signatory for the scope), document their competence by only submitting their CV. CVs shall be updated.
Competency criteria for LAs, ASs, TAs and TEs are described in Annexes 1, 2 and 3. Authorization of LAs, ASs, TAs and TEs by the DIR is documented in form F 02.01.

The need for initial training as well as on-going training is decided by the DIR on the basis of information recorded in forms F 02.01 and F 02.02a or F 02.02b, as appropriate, or based on requirements/ guides from organizations like EA, ILAC, regulators, etc.
LAs, ASs and TAs should participate in trainings, workshops, conferences etc. provided by CYS-CYSAB or others as considered necessary to meet the assessment needs. The training programme is specified in each case by CYS-CYSAB.
Training records for LAs and ASs are maintained in an appropriate template (F 02.03). For TAs and TEs training records are maintained in their updated CVs.
On-going monitoring for all personnel is described in sections 3.2, 3.3 and 3.4 and is documented in forms F 02.02a, F 02.02b and F 02.05.   
All LAs, ASs, TAs and TEs must sign a Code of Ethics which refers to their obligations in terms of confidentiality and impartiality and commitment to comply with rules and criteria defined by CYS-CYSAB (Reference ΚΩΔ 02.01).
All personnel (LAs, ASs, TAs, TEs) have to sign the form F 02.04 “Information given to CYS-CYSAB LAs, ASs, TAs and TEs regarding Cyprus Legislation and/ or CYS-CYSAB requirements” (F 02.04). Whenever there is a change of this information, TAs and TEs involved in an assessment, shall sign the updated form F 02.04 provided by each responsible LA. LAs and ASs are informed of any changes through the QMA.
TAs or TEs from Cyprus or other ABs are informed about the abovementioned documents prior to the assessment of a specific sector (either by hard copies or electronic format).  
All documents shall be recorded and filed according to Procedure OP 07.

3.2 Lead Assessors
The LA assessing laboratory activities shall fulfil all the demands required for an Assessor. Furthermore, the LA should have preferably passed a Lead Auditor course on assessment of Quality Systems as well as a comprehensive course for ISO 17011.
To qualify as a LA, an Assessor needs to successfully participate in two (2) assessments as a Trainee LA, under the surveillance of a qualified LA.
To qualify as LA in further sectors (inspection bodies and certification bodies are considered as two different sectors) it is needed to attend at least one (1) assessment as Observer in this sector followed by a successful participation in one (1) assessment as a Trainee LA, under the surveillance of a qualified LA.

Based on the relevant reports (F 02.02a) by qualified LAs on the assessments carried out, as above, the DIR authorises the candidate to perform the function of the LA.
The performance of LAs over time shall be regularly monitored based on the frequency of their involvement and the level of risk linked to the activities they perform. The performance is evaluated by the DIR or the QMA.  An evaluation plan (F 02.05) that covers on-site observation and assessment of CABs’ files for each LA is prepared by the QMA. In case where on-site observation of a LA exceeds three (3) years, a relevant justification is documented on Form F 01.07 (“Identification and Handling of Risks”). When organizing on-site assessments, if the LA was part of a peer evaluation witnessing and the LA performs satisfactorily, then priority is given to monitor first LAs that were not part of the peer evaluation. Moreover, an ad-hoc evaluation is performed whenever there are valid complaints or any other major issues during the assessment procedure.
Form F 02.02a is used to record the outcome of the auditor. Forms F 03a.19 (“Assessment Checklist”) and F 01.04 (“Internal Audit Notes and Findings”) can also be used, but are not mandatory. The auditee LA is informed of the outcome and if relevant, appropriate actions shall be taken.
The DIR or QMA can also delegate responsibility to a qualified LA to perform the evaluation.
3.3 Assessors
An AS shall pass an assessor training course that complies with ILAC G3.
An AS who has not passed the training course mentioned above can only work under surveillance of a LA or another AS.
To qualify as an AS, satisfactory participation in three (3) assessments as Observer/ Trainee AS, under surveillance of a qualified LA, is needed.
Based on the relevant reports (F 02.02a) by qualified LAs on the assessments carried out, as above, the DIR authorises the candidate to perform the function of the AS.
The performance of the AS shall be evaluated by the DIR or the QMA or a qualified LA in the same way as the LAs (Forms F 02.02a and F 02.05).
Furthermore, whenever there are valid complaints or any other major issues during the assessment, an evaluation form for each AS is filled in by the LAs, who have been served by him/ her and are assessed by the DIR or the QMA (Forms F 02.02a and F 02.05).
3.4 Technical Assessors and Technical Experts
TAs and TEs can only be allowed to function in technical areas where they are competent according to their qualifications/ expertise. In the case of the TA, he/ she shall pass an assessor training course that complies with ILAC G3. In the case of the TE, the LA is responsible for supervising him/ her at all times during the assessments. TAs and TEs from other ABs shall only be allowed to function in technical areas where they have been approved and monitored by their AB.
For each assessment the relevant evaluation form (Form F 02.02b) will be filled in for each TA or TE by the LA involved and is assessed by the DIR or the QMA. This will be the case for the first critical period, namely either two (2) years or five (5) times (whatever reflects the lower figure) as members of assessment teams. After that, form F 02.02b will be filled in by the LA involved every year (at least once) when the TA or TE is a member of an assessment team and is assessed by the DIR or the QMA in order to monitor the performance over time.
Furthermore, whenever there are valid complaints or any other major issues during the assessment, an evaluation form for each TA or TE is filled in by the LA, who have been served by him/ her and are assessed by the DIR or the QMA (Form F 02.02b).
3.5 External partners (LAs, ASs, TAs, TEs) from Cyprus or other ABs (MLA signatory)
External partners (LAs, ASs, TAs, TEs) from Cyprus or other ABs (MLA signatory) sign a contract with CYS-CYSAB making a reference to the Code of Ethics and to the compensation as decided by the BoG accordingly (not in the case when CYS-CYSAB hires services from ESYD where a MoU is signed and not in the case when CYS-CYSAB uses TAs and/ or TEs from Cyprus). 
3.6 Evaluation of performance

As mentioned above, LAs, ASs, TAs and TEs are evaluated by qualified LAs based on relevant reports (F 02.02a and F 02.02b). The evaluation is based on a rating of 1-5 where 1: Inadequate and 5: Very Good. Upon completion of the rating, the DIR evaluates the entire score. 
When the score is 80% and above (i.e. 60 points for LAs, ASs, 56 points for TAs, TEs and 4 points for file completeness), it is considered as a successful evaluation and the process continues normally. When the score is less than 80%, the DIR may decide that the assessor should:
· Participate in another assessment, or

· Continue the training and then participate in an assessment, or

· Not to continue the cooperation with CYS-CYSAB (only in the case of an external partner).
4. Annexes
Annex 1: Qualification profile of LAs
Annex 2: Qualification profile of ASs 
Annex 3: Qualification profile of TAs and TEs
5. Forms
Application for approval of LA, AS, TA and TE (F 02.01)
Evaluation of the performance of LAs and ASs (F 02.02a)
Evaluation of the performance of TAs and TEs (F 02.02b)
Training records for LAs and ASs (F 02.03)
Information given to CYS-CYSAB LAs, ASs, TAs, TEs regarding Cyprus Legislation and/ or CYS-CYSAB requirements (F 02.04)
Plan for monitoring of LAs and ASs (F 02.05)

ANNEX 1

Required Qualifications for Lead Assessors

Α. Basic Qualifications
1.  Assessor (the compliance with all the demands required for an Assessor is obligatory).
2. Excellent knowledge of the provisions of the Accreditation System, as well as the procedures and relevant criteria.  
3.  Sufficient knowledge and experience in the scientific scope in which he/ she will activate.
4. Participation in two (2) assessments of CABs as a Trainee LA under the 
      surveillance of a qualified LA.

Β. Additional Requirements 
1. The internal and external LA shall accept the CYS-CYSAB’s Code of Ethics, which he/ she signs primarily during the submission of his/ her application (Form F 02.01) and/ or CV.
The Code of Ethics is further signed before each assessment (when preparing the assessment plan) and before sharing confidential information regarding the CAB. The internal and external LA shall provide guaranties for impartiality, objectiveness as well as personal commitment that he/ she is not involved in any activities (commercial, financial) that could negatively affect all the above.
In the case of an external LA, the Code is further signed at the beginning of each year through his/ her contract, listing all CABs which are assigned to him/ her.
2. LAs from Cyprus or other ABs (MLA signatory) have to sign the form F 02.04 “Information given to CYS-CYSAB LAs, ASs, TAs, TEs regarding Cyprus Legislation and/ or CYS-CYSAB requirements” (see also 3.1).
3. LA shall have the knowledge of practices and processes of the conformity assessment body business environment.
4. LA shall have communication skills appropriate to interact with all levels within the conformity assessment body.
5. LA shall have note-taking and report-writing skills, opening and closing meeting skills, interviewing skills and assessment-management skills.
6. LA shall participate in at least one (1) assessment every year in order to maintain his/ her status.
7. Based on the relevant CYS-CYSAB’s procedure, the LA is continuously educated on accreditation matters, methodology, assessment techniques and any other relevant issues.
8. Successful evaluation based on the form F02.02a.
ANNEX 2

Required Qualifications for Assessors

Α. Basic Qualifications

1. University degree.
2. Attendance of an assessor training course (approved by CYS-CYSAB).
3. Sufficient knowledge of the provisions of the Accreditation System, as well as the 
      Procedures and relevant criteria.
4. Sufficient knowledge and experience in the scientific scope in which he/ she will activate.
5. Participation in three (3) assessments of CABs as an Observer/ Trainee AS, under the surveillance of the LA.
6. Very good knowledge of the Greek and good knowledge of the English language.
Β. Additional Requirements
1. The AS shall accept the CYS-CYSAB’s Code of Ethics, which he/ she sings primarily during the submission of his/ her application (Form F 02.01) and/ or CV. 

The Code of Ethics is further signed before each assessment (when preparing the assessment plan) and before sharing confidential information regarding the CAB.

The ASs shall provide guaranties for impartiality, objectiveness as well as personal commitment that he/ she is not involved in any activities (commercial, financial) that could negatively affect all the above.
2. ASs from Cyprus or other ABs (MLA signatory) have to sign the form F 02.04 “Information given to CYS-CYSAB LAs, ASs, TAs, TEs regarding Cyprus Legislation and/ or CYS-CYSAB requirements” (see also 3.1).
3. AS shall have the knowledge of practices and processes of the conformity assessment body business environment.
4. AS shall have communication skills appropriate to interact with all levels within the conformity assessment body.
5. AS shall have note-taking and report-writing skills, opening and closing meeting skills, interviewing skills and assessment-management skills.
6. AS shall participate in at least one (1) assessment or in two (2) Review Committees each year, to maintain his/ her status.
7. Based on the relevant CYS-CYSAB’s procedure, the AS is continuously educated on accreditation matters, methodology, assessment techniques and any other relevant issues.
8. Successful evaluation based on the form F02.02a.
ANNEX 3

Required Qualifications for Technical Assessors and Technical Experts

Α. Basic Qualifications
1. University degree.
2. Specialist with documented expertise in the accreditation scope of a laboratory/ body and excellent knowledge of the assessment methods.
3. Very good knowledge of the Greek or the English language.
B. Additional Requirements
1. The TA and TE shall accept the CYS-CYSAB’s Code of Ethics, which he/ she sings primarily during the submission of his/ her application (Form F 02.01) and/ or CV. 
The Code of Ethics is further signed before each assessment (when preparing the assessment plan) and before sharing confidential information regarding the CAB.
The TA and TE shall provide guaranties for impartiality, objectiveness as well as personal commitment that he/ she is not involved in any activities (commercial, financial) that could negatively affect all the above.
2. TAs and TEs from Cyprus or other ABs (MLA signatory) have to sign the form F 02.04 “Information given to CYS-CYSAB LAs, ASs, TAs, TEs regarding Cyprus Legislation and/or CYS-CYSAB requirements” (see also 3.1).
3. TAs and TEs shall have the knowledge of practices and processes of the conformity assessment body business environment. 
4. TAs and TEs shall have communication skills appropriate to interact with all levels within the conformity assessment body.

5. TAs and TEs shall have note-taking and report-writing skills, opening and closing meeting skills, interviewing skills and assessment-management skills.
6. Successful evaluation based on the form F02.02b.

C. Additional Requirements for Technical Assessors:
1. Attendance of an assessor training course (approved by CYS-CYSAB).
2. Sufficient knowledge of the Accreditation System’s provisions as well as the Procedures and relevant criteria.
3. The TA shall participate in at least one (1) assessment or in two (2) Review Committees each year, to maintain his/ her status.
4. Based on the relevant CYS-CYSAB’s procedure, the TA is continuously educated on accreditation matters, methodology, assessment techniques and any other relevant issues.

See following Table:

	A/A
	Required Qualifications and General Requirements
	Lead Assessor
	Assessor
	Technical Assessor
	Technical Expert

	1.
	University degree
	√
	√
	√
	√

	2.
	Attendance of a training course
	On the corresponding Accreditation Standard and preferably on ISO 17011 and a Lead Auditor Course
	On the corresponding Accreditation Standard
	On the corresponding Accreditation Standard
	*

	3.
	Knowledge of the Accreditation System’s provisions as well as the Procedures and relevant criteria
	Excellent
	Sufficient
	Sufficient
	-

	4.
	Participation in assessments
	Two assessments as a Trainee Lead Assessor
	Three assessments as an Observer/ Trainee Assessor
	-
	-


	5.
	Knowledge and experience in the scientific scope in which he/ she will activate
	Sufficient
	Sufficient
	Excellent
	Excellent

	6.
	Knowledge of the assessment methods
	-
	-
	Excellent
	Excellent

	8.
	Knowledge of the Greek and English language
	√
	√
	Greek or English  language
	Greek or English  language 

	9.
	CV
	√
	√
	√
	√

	10.
	Contract                                  (except: permanent staff, TAs/ TEs based in Cyprus and when CYS-CYSAB hires services from ESYD)
	√
	√
	√
	√

	11.
	Code of Ethics
	√
	√
	√
	√

	12.
	F 02.01                                    (except external partners from other ABs - MLA signatories for the scope)
	√
	√
	√
	√

	13.
	F 02.04                                     
	√
	√
	√
	√

	14.
	F 02.02a or F 02.02b                             
	√
	√
	√
	√

	15.
	Trainings and Workshops specified by CYSAB
	√
	√
	√
	

	*The attendance of a training course on the corresponding Accreditation Standard is preferable; in such a case, the TE may be appointed as a Technical Assessor.
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