	[image: image3.png]Nationai Accreditati”

&




	Applicants Guide

for

Inspection Bodies
	F-01/12
Issue Date: 08/07/08
Rev No:   00


	[image: image2.jpg]



	Applicants Guide for Inspection Bodies

	F-01/12
Issue Date: 08/07/08
Rev No:   00



	PNAC

[image: image1.png]Nationai Accreditati”

&




PAKISTAN 

NATIONAL 

ACCREDITATION 

COUNCIL

Applicants Guide

for

Inspection Bodies



	CONTENTS


1.
Introduction....................................………………………………….
3
2.
Application for Accreditation
…………...…………………………...
3
3.
Appointment and Assessment Team……….…………………………
4
4.
Assessment Programme.................……………………………………
4
5.
Review of Documentation.……………………………………………
5
6.
Head office assessment – (Part 2 if required) …...……………………
6
7.
Follow up visits………………………………………………………..
6
8.
Recommendation for accreditation......................................…………..
6
9.
Post Accreditation.…............................................................................ 
6
10.
Extensions to Accredited Scope .....................................……………..
7
Introduction

The following notes will help organizations seeking accreditation to recognized international standards with PNAC. It will also help in understanding the steps involved in PNAC's assessment of their management systems and competence.

Before applying formally to PNAC the applicant body should, be familiar with the requirements of the following documents as appropriate: 

· ISO/IEC 17020:

· IAF Guide A4: 

· Specific Criteria for inspection services.

All the steps described below apply to organizations seeking accreditation based on ISO/IEC 17020, whether in Pakistan or overseas, unless specifically stated.

Application for Accreditation

A preliminary meeting at the PNAC office is recommended for the purposes of clarifying initial questions.

Applicants will be supplied with an information pack containing the following:

· Application for Inspection Body Accreditation 

(F-01/10)
· Cross reference matrix for IBs



(F-01/11)     
· Applicants Guide for Inspection Bodies   

(F-01/12)
· Agreement between PNAC and an Accredited Inspection Body (F-01/13)
· Fee schedule for Inspection Bodies


  (F-01/14)

The application form is to be completed and signed by the applicant and returned together with the following:

· Application fee

· IB's Quality Manual and procedures for review  by PNAC

· Signed Agreement (F-01/13)
Appointment of the Assessment Team

Once the Registration Documents have been approved, a PNAC officer (Plus a lead assessor) will be deployed and an initial meeting will take place at a mutually agreed location to clarify the scope of activity of the applicant Conformity Assessment Body (CAB) and to determine whether a pre-assessments was required.

Assessment Programme


The assessment process will consist of the following key stages:

· Review of the applicant Conformity Assessment Body (CAB) documentation.

· Assessment of the applicant’s management system at Head Office (part one) 

· Witnessing of assessments undertaken by the applicant inspection body which, should reflect the quality of services offered

· Completion of head office assessment (part two), if necessary.

· Confirmation of completion of corrective actions to address non-conformities raised, if necessary.

· Report of the assessors findings for the PNAC decision-making process.

· Recommendation from the decision-making process to the PNAC Director (CB/IB), including a definition of scope for accreditation.

· DG makes final decision for award of accreditation.

The number of assessor man-days required to complete the accreditation process will be decided by the Director (CB/IB) in the light of the pre-assessment report and will depend on various factors including:

· The size of the applicant organization, its range and complexity of scope.

· The length of each assessment witnessed, or post assessment audit.

· The ability of the applicant to correct non-conformities and the consequent number of follow-up meetings required.

Review of Documentation

The applicant will receive from PNAC a list of the documentation for review by the Assessment Team prior to the first part of the Head Office assessment. The documentation required will include:

· Documents listed in clause 7.0-Quality System of ISO/IEC 17020.

· Procedures for carrying out competence analysis for gathering information related to client activities Including relevant experience and qualifications of Inspectors;

· Criteria for determining appropriate levels of competence in all relevant areas.

· Procedures and methodologies used for inspections.

Head Office Assessment - (Part 2-if required)

At this stage the Assessment Team will complete the assessment of the applicant’s management system against the standard/ISO Guidelines, covering those clauses not addressed during Part 1. Any outstanding issues raised during the first part of the Head Office assessment or from the witnessed assessments will need to be followed up and resolved.

Parts 1 and 2 of the Head Office assessment may sometimes be carried out simultaneously.

Follow Up Visits

A recommendation for accreditation cannot be passed for the decision-making process until all non-conformities have been corrected satisfactorily. This may require follow up visits by the Assessment Team.

Recommendation for Accreditation

Once the assessment process is complete and the Assessment Team is content that the applicant Inspection Body (IB) conforms with the ISO/IEC 17020 Standard and all other applicable requirements, a report is submitted to the Director CB/IB who prepares a case of IB and submit before the IB Accreditation Committee of PNAC. The Committee will then give its recommendations to Director General, PNAC. On approval by the Director General the PNAC will offer accreditation for the agreed scope.
Post Accreditation

PNAC Directory 


PNAC publishes a Directory of Accredited Inspection Bodies which contains details of the accredited scope of each accredited organization. The Directory is available on PNAC website (www.pnac.org.pk).

PNAC Monitoring

Accredited organizations (Inspection bodies) will be required to provide PNAC with regular activities reports. This information will enable PNAC to determine the appropriate level of contact with the accredited organization.

PNAC Surveillance

PNAC surveillance will take place at intervals determined by PNAC to monitor the operations & range of activities of the accredited bodies.

It will normally cover a review of the records associated with assessment activities to determine continued conformity of the organisation's management system. Witnessed assessments or post-assessment audits will also be programmed.

Extensions to Accredited Scope


Accredited organizations may be able to extend the scope of their operation into activities beyond those covered by their accredited scope. Extensions to scope require a formal application using the form provided by PNAC, and will be dealt with on a case to case basis. The application will need to be accompanied by documentary evidence of competence in relation to the relevant industrial and technical activities. PNAC will advise the organization of the steps required to gain approval for the extension to the accredited scope.
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