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1. SCOPE
The procedure defines the criteria and steps for selecting, approval, training and monitoring of DAK’s personnel (internal and external) involved in accreditation. 

2. REFERENCES
· Law Nr. 05/L-117 on accreditation

· Regulation (MTI) Nr. 04/2017 on Accreditation Council
· ISO/IEC 17011:2017 Conformity assessment – Requirements for accreditation bodies accrediting conformity assessment bodies. 

· ISO 19011:2018 Guidelines for auditing management systems

· ILAC-G11:07/2006 ILAC Guidelines on qualification and competence of assessors and technical experts 

3. RESPONSIBILITIES

This procedure is applicable to all DAK personnel (internal and external) involved in accreditation (including initial accreditation, surveillance, extension of accreditation, reassessment), i.e. to persons having functions in the following accreditation activities: application review and selection of assessment team members, document review, assessment, reviewing assessment reports and making decisions on accreditation, management of accreditation schemes. 

4. GLOSSARY AND ABBREVIATIONS

4.1 Glossary

a) Competence: ability to apply knowledge and skills to achieve intended results. 

b) Lead assessor: assessor who is given the overall responsibility for the management of an assessment (called team leader in ISO/IEC 17011:2017)
c) Assessor: person assigned by DAK to perform, alone or as part of an assessment team, an assessment of a CAB 

d) Technical Assessor: an assessor, assigned by DAK, who conducts the assessment of the technical competence of the CAB for specific area(s) of the desired scope of accreditation

e) Technical Expert: person assigned by DAK working under the responsibility of an assessor, who provides specific knowledge or expertise with respect to the scope of accreditation to be assessed and does not assess independently
f) Observer: person who accompanies the assessment team but doesn’t act as lead assessor, assessor, technical assessor or expert. Examples of observers are: a trainee assessor or trainee technical assessor, representative of an authority, DAK’s representative, person from EA Evaluation Team etc. 

g) Accreditation Council: advisory board to DAK in the decision-making on accreditation 

h) General Director of DAK: Head of DAK, being responsible for decision-making on accreditation
i)    Director for Accreditation and Development: internal staff member of DAK heading the Accreditation and Development Direction 

j)    File Manager: internal staff member of DAK being responsible for managing file and other accreditation activities as detailed in clause 5.1.1.
4.2 Abbreviations

A 
Assessor
CA
Conformity assessment 
DADD 
Director for Accreditation and Development of DAK
EA

European co-operation for Accreditation
GD

General Director of DAK
LA 

Lead assessor

PEC

Persons Evaluation Committee

QM 

Quality Manager

TE 

Technical expert 

TA 

Technical assessor

5. TASKS AND AUTHORITIES OF PERSONNEL INVOLVED IN ACCREDITATION 

5.1 DAK’s internal staff

The tasks and authorities of DAK’s internal staff related to the accreditation activities are laid down in MC-01-Annex 5, in DAK’s relevant procedures and the job descriptions of the staff.
The tasks and authorities of the Director of Accreditation and Development (DADD) are:
a) resolve the issues raised during the application review and make recommendation to the General Director on refusing the application or progress with the application,
b) composition of the assessment team and assigning their responsibilities in the accreditation, surveillance and extension processes,
c) making recommendation to the General Director, in agreement with the lead assessor, on the termination of the assessment process after the preliminary assessment,
d) making recommendation to the General Director, at any point in the application or initial assessment process, in agreement with the lead assessor, to reject the application or terminate the assessment process if there is evidence of fraudulent behaviour of the CAB, if the CAB intentionally provides false information or if the CAB conceals information
The tasks and authorities of the General Director (GD) are as follows: 

a) appointing the members of the Accreditation Council from the list approved by the minister (MC-01-Annex 3) for the meetings to cover the scopes of the CABs discussed in the meetings,
b) making decision, based on the recommendation of the Director of Accreditation and Development, on rejecting the application or termination of the assessment process, 

c) making decision on accreditation (granting, refusing, reduction, extension, maintaining, suspension, lifting of suspension, withdrawal) based on the recommendation of the Accreditation Council, in the initial assessment, re-assessment and scope extension processes of CABs and in the surveillance except in case mentioned in point c) below,
d) making decision on maintaining of accreditation, on the recommendation of the assessment team, if the scope of accreditation is not modified, 

e) singing and issuing the accreditation documents (certificate).

The tasks and authorities of the File Managers (FM) are as follows: 

a) reviewing the information supplied by the CAB to determine the suitability of the application for accreditation to initiate an assessment,
b) reviewing DAK ability to carry out the assessment of the applicant CAB, in terms of DAK’s policy and procedures, DAK’s competence and availability of personnel suitable for the assessment activities and decision-making, carrying out the initial assessment in timely manner, and informing DADD in case there are any issues to be solved,
c) preparation of cost estimate of the assessment,

d) continuous contact keeping with the members of the assessment team, coordination of points of time/visits in the course of the process, 

e) monitoring the deadlines in the process,

f) management and control of documents prepared in the process.
5.2 Assessors and experts

DAK appoints an assessment team for each accreditation, surveillance and re-assessment process. The assessment team consists of a lead assessor (team leader), a suitable number of assessors, technical assessors and/or technical experts for the scope to be assessed.

The tasks and authorities of assessment team members are as follows:

	Function
	Lead assessor
	Assessor
	Technical Assessor
	Technical Expert

	Document review of management system documents
	MA
	OA
	
	

	Document review of technical procedures etc.
	
	
	MA
	MA

	Conduct assessment of technical competence in specific scopes of testing, 
calibration and inspection
	
	
	MA
	

	Conduct assessment of management system 
	MA
	OA 
	
	

	Lead and coordinate activities among members of the assessment team 
	MA
	
	
	

	Provides technical expertise 
	
	
	
	MA

	Conduct assessment with technical experts
	OA
	MA
	OA
	


 Where: MA – Main activity; the respective position is responsible to carry out the activity  

  OA – Other activities (according to the team assignment)
5.3 Accreditation Council

The tasks and authorities of the Accreditation Council are as follows:
After completion of the assessment part of the initial accreditation, extension of scope, re-assessment or surveillance process (except when the scope of accreditation is not modified) 
a) examine the records of the accreditation file;

b) request additional information from the assessment team, if necessary, in order to make an informed conclusion;

c) record its conclusions related to the accreditation file;

d) make a recommendation to the GD on granting, refusing, extending, reducing, renewal, suspending and lifting of suspension, and withdrawal of accreditation.

6. COMPETENCE REQUIREMENTS
6.1 General requirements 
DAK established the requirements related to education, knowledge, skills, professional experience for all personnel having accreditation functions.

All persons having accreditation functions are required to:
· perform activities without discrimination, in an impartial manner, free from all economic and other influences,
· keep information obtained in the process confidential, they cannot be disclosed to third parties, unless it is stipulated in legislation and DAK General Director gives special permission to do so,
· Perform the tasks to the best of their knowledge, with substantial competence in their special field.
DAK classifies the competence requirements in 3 groups:
a) Knowledge: acquired (professional) knowledge, possessed by the given person - at different levels,  

b) Skills: skills to apply the acquired knowledge; fundamental competences that ensure the fulfilment of the given physical and intellectual tasks,  

c) Personal attributes/characteristics: professional competences, like managerial skills and organising skills, as well as psychological/physical characteristics and responses given to situations, information.

The following table shows the knowledge and skills requirements for performing accreditation activities:

	Knowledge and skills
	Accreditation activities

	
	Applica-tion review

(File Manager)
	Selection of assessment team member

(DADD)
	Document review

(Assessment team)
	Assessment

(Assessment team)
	Reviewing assessment reports and recommendation for accreditation

(Accreditation Council)
	Making accreditation decisions based on the recommenda-tion
(General Director and QM)
	Management of accreditation schemes

(DADD)

	Knowledge of DAK’s rules and processes
	X
	X
	X
	X
	X
	X
	X

	Knowledge of assessment principles, practices and techniques
	
	
	X
	X
	X
	X
	

	Knowledge of general management principles and tools
	
	
	X
	X
	X
	
	

	Knowledge of accreditation scheme requirements and relevant guidance and application documents
	X
	X
	X
	X
	X
	X
	X

	Knowledge of conformity assessment scheme requirements,
	X
	X
	X
	X
	X
	
	X

	Knowledge if risk-based assessment
	
	
	
	X
	X
	
	X

	Knowledge of practices and processes of the CAB business environment
	
	
	X
	X
	
	
	

	Knowledge of general regulatory requirements related to the conformity assessment activities
	
	
	X
	X
	X
	X
	X

	Communication skills appropriate to all levels within CAB
	
	
	
	X
	
	
	

	Note-taking and report-writing skills
	
	
	X
	X
	
	
	

	Opening and closing meting skills
	
	
	
	X
	
	
	

	Interviewing skills
	
	
	
	X
	
	
	

	Assessment management skills
	
	
	
	X
	
	
	


6.2 Requirements for DAK’s internal staff
The competence requirements for DAK’s internal staff, i.e. DADD, File Managers and General Director: 
6.2.1 Knowledge requirements: 

· university degree 

· knowledge of accreditation and ISO/IEC 17011:2017

· knowledge of management system of DAK and the quality manual

· knowledge of DAK’s policies, procedures, regulations, instructions, related forms

· knowledge of the accreditation scheme requirements (e.g. ISO/IEC 17025, ISO/IEC 17020) and guidance and application documents (DAK, EA, ILAC) relevant for the fields of his/her duties. 
6.2.2 Skill requirements:

· good organising, coordinating skill
· good communication skills in writing and verbally
· tolerance to stress and conflict management
· logical thinking and systematic approach
· good situational awareness
· skills to apply knowledge in practice in the procedures of DAK

· basic computer skills. 
6.2.3 Personal attributes/behaviour requirements:
· proper mental state 
· ethical
· open-minded
· objective

· self-confident, polite attitude.
6.3 Requirements for assessors and experts
6.3.1 Knowledge requirements 
	Requirement
	Lead assessor
	Assessor
	Technical assessor
	Technical expert

	Education
	University degree in relevant technical field
	University degree in relevant technical field
	University degree in relevant technical field
	University degree in relevant technical field

	Work experience
	Min. 4 years in the relevant field of CA, including 2 years related to management system
	Min. 3 years in the relevant field of CA, including 1 year related to management system
	Min. 3 recent years in the last 5 years in the relevant CA and in the respective specific technical field 
	Min. 2 recent years in the last 5 years in the relevant CA and in the respective specific technical field 

	Knowledge of DAK’s rules and procedures
	DAK policies and procedures related to assessment and relevant to CAB
	DAK policies and procedures related to assessment and relevant to CAB
	DAK policies and procedures related to assessment and relevant to CAB
	

	Knowledge of assessment principles, practices and techniques
	ISO/IEC 17011

ISO 19011
	ISO/IEC 17011

ISO 19011
	ISO/IEC 17011
	

	Knowledge of general management system principles and tools
	Management system of the accreditation scheme standard* or ISO 9001
	Management system of the accreditation scheme standard* or ISO 9001
	
	

	Knowledge of accreditation scheme requirements and relevant guidance and application documents
	Testing laboratories:

ISO/IEC 17025 and relevant documents of DAK, EA and ILAC
	Testing laboratories:

ISO/IEC 17025 and relevant documents of DAK, EA and ILAC 
	Testing laboratories:

Relevant parts of ISO/IEC 17025 and documents of DAK, EA and ILAC; 

specialized standards and regulations related to testing
	Testing laboratories:

specialized standards and regulations related to testing

	
	Calibration laboratories:

ISO/IEC 17025 and relevant documents of DAK, EA and ILAC
	Calibration laboratories:

ISO/IEC 17025 and relevant documents of DAK, EA and ILAC
	Relevant parts of ISO/IEC 17020 and documents of DAK, EA and ILAC;

specialized standards and regulations related to calibration 
	Calibration laboratories:

specialized standards and regulations related to calibration

	
	Inspection bodies:

ISO/IEC 17020 and relevant documents of DAK, EA and ILAC
	Inspection bodies:

ISO/IEC 17020 and relevant documents of DAK, EA and ILAC
	Relevant parts of ISO/IEC 17020 and documents of DAK, EA and ILAC; 

specialized standards and regulations related to inspection
	Inspection bodies:

specialized standards and regulations related to calibration

	Knowledge of conformity assessment scheme requirements, other procedures and methods used by the CAB
	conformity assessment scheme requirement related to management system and operation of CAB
	conformity assessment scheme requirement related to management system and operation of CAB
	conformity assessment scheme requirement related technical fields
	conformity assessment scheme requirement related technical fields

	Knowledge if risk-based assessment
	risk-based assessment
	risk-based assessment
	
	

	Knowledge of practices and processes of the CAB business environment
	practices and processes of the CAB business environment
	
	
	

	Knowledge of general regulatory requirements related to the conformity assessment activities
	general regulatory requirements related to the conformity assessment activities
	
	
	


* ISO/IEC 17025, ISO/IEC 17020
Specific knowledge requirements for technical assessors and technical experts of testing laboratories, calibration laboratories and inspection bodies are found in PT-02-Annex 1.

6.3.2 Skills requirements 

	Requirement
	Lead assessor
	Assessor
	Technical assessor
	Technical expert

	Communications skills appropriate to all level within CAB
	x
	x
	x
	x

	Note-taking and report-writing skills
	x
	x
	x
	

	Opening and closing meting skills
	x
	
	
	

	Interviewing skills
	x
	x
	x
	x

	Assessment management skills
	x
	
	
	


In addition, the lead assessor, shall have additional knowledge and skills including: 

· Preparing the assessment plan and making effective use of resources during the assessment; 

· Leading the assessment team; 

· Providing direction and guidance to trainee assessors and technical experts; 

· Preventing and resolving conflicts; 

· Making decisions relating to the assessment; 

· Leading the assessment team to reach conclusions; 

· Representing the assessment team with the management of the CAB; and 

· Drafting, coordinating and submitting the assessment report in such a way that it allows DAK and the assessed CAB to take actions and decisions. 

6.3.3 Personal attributes/behaviour requirements:
· open minded and mature and willing to consider alternative ideas or points of view; 

· possess sound judgment, analytical skills, and tenacity; 

· ability to perceive situations in a realistic way to understand complex operations from a broad perspective and to understand the role of individual units within an organization; 

· able to distinguish crucial or essential points from less important ones; 

· ethical – fair, truthful, sincere, honest and discreet; 

· diplomatic – tactful in dealing with people; 

· observant – actively aware of physical surroundings and activities and habits; 

· tenacious – persistent, focused on achieving objectives; 

· decisive – reaches timely conclusions based on logical reasoning and analysis; and 

· self-reliant – acts and functions independently while interacting effectively with others.
6.4. 
Requirements for Accreditation Council members
6.4.1 Knowledge requirements 

	Requirements for Accreditation Council members


	Education
	University degree in relevant technical field for which the person is selected

	Work experience
	Relevant experience of at least 5 years in the technical field (according to PO-03-Annex 1) for which the person is selected

	Knowledge of DAK’s rules and procedures
	DAK policies and procedures related to assessment and relevant to CAB

	Knowledge of assessment principles, practices and techniques
	ISO/IEC 17011



	Knowledge of general management system principles and tools
	Management system of the accreditation scheme standard* or ISO 9001



	Knowledge of accreditation scheme requirements and relevant guidance and application documents
	Testing laboratories:

ISO/IEC 17025 and relevant documents of DAK, EA and ILAC

	
	Calibration laboratories:

ISO/IEC 17025 and relevant documents of DAK, EA and ILAC

	
	Inspection bodies:

ISO/IEC 17020 and relevant documents of DAK, EA and ILAC


* ISO/IEC 17025, ISO/IEC 17020
7. SELECTION AND APPROVAL 
7.1 DAK’s internal staff

DAK’s internal staff has to attend trainings on ISO/IEC 17011:2017 and on accreditation scheme requirements (e.g. ISO/IEC 17025, ISO/IEC 17020) relevant to his/her duties. DAK Quality Manager organizes training for DAK internal staff on management system of DAK and the quality manual, DAK’s policies, procedures, regulations, instructions, related forms.  DAK internal staff has to read the guidance and application documents (DAK, EA, ILAC) relevant to the fields of his/her duties. 

For new recruits/staff members, the ability to negotiate in the English language is preferable. For new recruits/staff, their direct superior organises a six months technical induction programme in the course of which the employee becomes familiar with ISO/IEC 17011:2017 and accreditation scheme requirements (e.g. ISO/IEC 17025, ISO/IEC 17020) relevant to his/her duties, management system of DAK and the quality manual, DAK’s policies, procedures, regulations, instructions, related forms, and guidance and application documents (DAK, EA, ILAC).  The fulfilment of the induction programme is supervised by the direct superior after the 6 months period.
The activities internal staff is monitored during the annual internal audit of DAK and the annual evaluation by the PEC. For the annual evaluation of the DAK internal staff being a member of the PEC, another DAK internal staff member or an experienced external lead assessor is to be included in the PEC.

7.2 Assessors and experts

7.2.1 Application

Application can be submitted to DAK on form PT-02-F01 with additional documents (e.g. CV on form PT-02-F02 and documents supporting the competence of the candidate who wants to be a DAK Assessor (A), Technical Assessor (TA) or Technical Expert (TE).

7.2.2 Persons Evaluation Committee
Based on the needs of DAK and the application received, the DADD inform the GD on the need to appoint a Persons Evaluation Committee (PEC).

The PEC, established by the GD, consists of following persons:

· DADD acting as the convenor of the PEC
· QM or Deputy QM
· a person from DAK staff having the specific competence in the respective technical field according to PO-03-Annex 1. In case the technical field of the TA/TE cannot be covered by DAK staff, external expert(s) is/are invited to the PEC from the list of DAK approved assessment personnel (MC-01-Annex 6) or from the respective Technical Committee.
The Secretary of the PEC is the staff member of DAK in charge keeping the records on DAK personnel.
7.2.3 Review of candidate
DADD organizes the meeting of the PEC for the initial evaluation of the candidate. During the meeting the PEC assesses the compliance of the candidate with education, work experience and knowledge requirements through the submitted documents (application, CV, certificates etc.) and interview. The PEC may invite technical expert(s) in the evaluation of the candidate’s competence in the related technical field(s). Communication skills shall also be evaluated in the interview. The result of the review is reported on form PM-03-F01 while the minutes of the PEC meeting is recorded on form PM-03-F03-1.

The applicant who meets the requirements is accepted by the PEC and:

· be included in the List of potential assessors and technical assessors (form PT-02-F03), as potential assessors or technical assessor;

· be included in the List of DAK’s approved assessment personnel (form MC-01-Annex 6), as technical experts..
All potential assessors and technical assessors must undergo the following stages in order to become A/TA:

a) initial training

b) practical trainings.

7.2.4 Initial training of potential assessors and technical assessors 

All potential assessors (A) or technical assessors (TA) have to undergo an initial training, regardless of experience or qualifications. Initial training courses aim to make the potential A/TA familiar with DAK’s rules and procedures, the assessment principles, practices and techniques, general management system principles and tools, the accreditation scheme requirement and relevant guidance and application documents. 

The potential A/TA shall be trained on the followings:

a) ISO/IEC 17011:2017

b) DAK policies and procedures related to accreditation,
c) DAK management system,
d) relevant accreditation scheme standard(s),

e) DAK, EA, ILAC applicable documents,
f) ISO 19011:2018,

g) assessment techniques,

h) risk-based assessment principles,

i) human aspects of assessment.

For accreditation of CABs for specific conformity assessment schemes (e.g. ISO 9001, ISO 14011), the initial training may also include information related to the conformity assessment scheme, e.g. scheme requirements, regulatory requirements related to the conformity assessment activity. 
DAK provides the potential A/TA with information on the organization of the training and the necessary documents.


In case there is only one potential A/TA to be trained, the person will be provided with the training documents for self-training and a meeting shall be established by DADD for clarification regarding the aspects that were not understood during the self-training. The minutes of this meeting shall be recorded.

At the end of the initial training, including the self-training with the meeting, the potential A/TA must make a written examination (form PT-02-F14-1) for each accreditation scheme, if he/she applied for more than one. The result of the examination is recorded on form PT-02-F14-1 by the DADD. In case the potential A/TA fails the examination, PEC can reject the potential A/TA, can decide on the further training needs or can decide to include the potential TA in the List of approved DAK assessment personnel of DAK (form MC-01-Annex 1), as technical expert.

7.2.5 Practical trainings of the potential assessors and technical assessors

The potential A/TA successfully completed the examination must sign the Statement on confidentiality, impartiality and conflict of interest (form PT-02-F04), before being engaged in any assessment process. 
The potential A/TA first takes part as an observer in one on-site assessment of a CAB in the respective accreditation scheme, for each scheme if he/she applied for more than one, and technical field.  Then the potential A/TA takes part as a trainee in at least one on-site assessment for each scheme if he/she applied for more than one, where he/she performs minor tasks under the supervision of an experienced lead assessor (tutor). Based on his/her performance in the on-site assessment, the tutor makes recommendation on the further use of the potential A/TA, his/her training, improvement of skills, if necessary.  Personal attributes/behaviour of the potential A/TA shall also be evaluated based on his/her performance in the on-site assessment as a trainee, which is documented in the form PT-02-F05. The DADD decides on which on-site assessments the potential A/TA takes part as observer then as trainee and on the tutor. 

7.2.6 Approval of the potential assessors and technical assessors

Based on the recommendation made by the tutor, the PEC decides on the further involvement of the potential A/TA, his/her training, improvement of skills, participation in another on-site assessment as trainee, if necessary. 
The decision prepared by PEC is presented on form PT-02-F15 which is signed by General Director and specifies
· the position for which the potential A/TA was approved;

· the accreditation standard for which the potential A/TA was approved;

· the technical field, according to PO-03-Annex 1, for which the potential TA was approved.

The approved person is included in the List of approved DAK assessment personnel (form MC-01-Annex 6), as assessor or technical assessor. The approved assessors/technical assessors re granted with a certificate (form PT-02-F06).
7.2.7 Specific rules for foreign technical assessors and technical experts

Any TA or TE qualified by an accreditation body (foreign NAB), which is a signatory to the EA MLA/BLA for the respective of accreditation scheme is considered to have the required qualifications to be registered in the List of approved DAK assessment personnel (MC-01-Annex 6). The qualification and the technical field(s) of the foreign technical assessor or technical expert has to be confirmed by the foreign NAB. In addition, the foreign technical assessor or technical expert is required to submit his/her CV to DAK before being appointed to the assessment team. A brief training on the accreditation procedure for foreign TA or TE is provided or during the assessment, the foreign TA/TE is accompanied by the assessor of DAK for recording the findings.
The FM checks whether the information above-mentioned are complete and informs the DADD. Based on the information, DADD decides on selecting the foreign TA/TE into the assessment team and put him/her on the List of approved DAK assessment personnel (MC-01-Annex 6). 

Before starting the assessment, DAK signs a contract with the foreign TA/TE, who sign the Statement on confidentiality and impartiality. The FM provides him/her with all necessary DAK documents (policies, procedures and forms) and holds a meeting with him/her where the FM briefs the foreign TA/TE about his/her tasks and duties.

The regular monitoring of the foreign TA/TE is conducted by the foreign NAB, however, DAK evaluates his/her performance during the assessment.

7.3 Accreditation Council members

The members of the Accreditation Council are selected to cover all accreditation schemes and technical fields DAK offers accreditation (see DAK-PO-03 and PO-03-Annex 1).  The candidate must submit to DAK a CV on form PT-02-F02, PT-02-F01-1 for additional information and documents supporting the competence. 
DADD organizes the meeting of the PEC for the initial evaluation of the candidate. During the meeting the PEC assesses the compliance of the candidate with education, work experience and knowledge requirements through the submitted documents (application, CV, certificates etc. The PEC may invite technical expert(s) in the evaluation of the candidate’s competence in the related technical field(s). The result of the review is reported on form PT-02-F01-1, while the minutes of the PEC meeting is recorded on form PT-02-F03-1.
The candidates evaluated positively by PEC must undergo a training organized by DAK on the followings:
a) ISO/IEC 17011:2017

b) DAK policies and procedures related to accreditation.

c) DAK management system,

d) relevant accreditation scheme standard(s),

e) DAK, EA, ILAC applicable documents,

f) general management system principles and tools,

g) risk-based assessment principles,

h) knowledge of conformity assessment scheme requirements, if applicable

i) knowledge of general regulatory requirements related to the conformity assessment activities, if applicable.
At the end of the training, candidates must make a written examination (form PT-02-F14-2) for each accreditation scheme, if he/she are to be appointed. The result of the examination is recorded on form PT-02-F01-1 by the DADD. In case the candidate fails the examination, PEC can reject him/her or can decide on the further training needs. Candidates passing the examination are proposed, indicating their technical fields according to PO-03-Annex 1, by the GD to the Minister of Trade and Industry, who approves the list.
8. RECLASSIFICATION OF ASSESSORS AND EXPERTS
An assessor can be promoted to become a lead assessor after 

· having participated in at least four (4) assessments as part of the assessment team and 

· his/her annual evaluation(s), including at least one (1) on-site evaluation, were positive.
Before his/her first appointment as a lead assessor, he/she is to be trained by DAK on the specific tasks and authorities of a lead assessor.

A technical expert can be promoted to become a technical assessor after
· participated in at least four (4) assessments as technical expert 

· his/her annual evaluation(s), including at least one (1) on-site evaluation, were positive, and

· successfully pass the initial training as TA.
The PEC decides on the reclassification. When the person is reclassified (promoted), DAK issues a new certificate (PT-02-F06) while invalidates the previous certificate.
9. MAINTENANCE OF COMPETENCE


The DAK personnel (internal and external) must maintain their competence by:
· participating in at least three (3) assessments of the specific accreditation scheme per year, except for the experts, and/or
· participating in DAK trainings,
· participating in conferences related to accreditation and/or their technical field,

· EA and/or ILAC Technical Committees etc.,

· participating in developing DAK documents,
· being a lecturer in trainings organized by DAK for CABs.
In the beginning of each calendar year, DAK person in charge of the personnel files requests DAK personnel (internal and external), by e-mail, to submit an updated CV (form PT-02-F02), and evidences related to the maintenance of competence obtained in the previous year (diploma, participation in trainings, participation in committees which are relevant to accreditation scheme and/or the technical field they are approved as LA/A/TA/TE).

10. MONITORING
DAK is monitoring the competence and performance of each personnel (internal and external) conducting accreditation activities:
· internal staff of DAK,

· personnel involved in the assessment (assessors and experts),
· members of the personnel involved in the decision-making (Accreditation Council).
· Decision-maker (General Director).
10.1 DAK’s internal staff

Monitoring of DAK internal staff (QM when taking part in decision-making, DADD and FMs) consists of the followings (form PT-02-F16):

· as civil servants, annual evaluation by direct supervisor in DAK covering the performance of the civil servant, areas to be improved and exploration of improvement opportunities of competences (according to Law on Civil Servants),

· review the file management activities at least two (2) files per year during the internal audit for each accreditation scheme he/she is responsible for (form PT-02-F16-1, PT-02-F16-2 and PT-02-F16-3 and relevant information from PM-03-F05),
· feedback from CABs (form PT-02-F08).

10.2 Personnel involved in assessment (Assessors and experts)
The personnel involved in assessment (LA/A/TATE) is monitored by combination of the followings:

a) on-site evaluation (form PT-02-F05),
b) reviewing/monitoring of assessment personnel by records/feedbacks.
Each LA/A/TA/TE is evaluated, for each accreditation scheme he/she is active, on-site at least once in every three (3) years based on the monitoring plan (form PT-02-F09) prepared by DADD.
a) The on-site evaluation is carried out as follows:

· the lead assessor is evaluated by another lead assessor competent in the specific accreditation scheme;

· the assessor/technical assessor is evaluated by the lead assessor of the assessment team;
· the technical expert is evaluated by the lead assessor/assessor/technical assessors of the assessment team.

b) The review of assessment personnel records/feedbacks is carried out as follows: 

· assessment reports are reviewed by DADD in each assessment. 
· monitoring by records (PT-02-F07) for each accreditation scheme at least once in two (2) years. 
· feedback from the CAB is reviewed by the File Manager in each assessment.

· feedback from Accreditation Council (I-03-F02) and from DAK personnel (PT-01-F11) are reviewed by DADD in each assessment.
The monitoring of competence and performance of persons involved in assessment is decided by DADD based on the frequency of involvement and the level of risk to the accreditation activity (e.g. results of on-site evaluation, monitoring by records, feedback etc.).
10.3 Personnel involved in decision-making
10.3.1 Accreditation Council members

Each Accreditation Council member is monitored, for each accreditation scheme he/she is appointed for, at least once a year by the DADD on form PT-02-F10, through:
a) reviewing reports prepared by him/her related to the decision on accreditation, and/or
b) evaluation of the performance in at least one Accreditation Council meeting
c)  reviewing records of justified appeals related to the Accreditation Council members.

10.3.2 General Director

The performance of the General Director is evaluated by DADD annually by reviewing the at least one (1) decision in each accreditation scheme.

11. ANNUAL EVALUATION 
The continual competence and the performance of DAK’s assessors and experts is annually evaluated by the PEC.  The annual evaluation is based on the information gathered during the respective year, especially:

· results of review of assessment reports
· feedback from DAK personnel

· feedback from CABs

· feedback from other interested parties

· information on maintenance of competence
· on-site evaluation, in cases, when there is not sufficient information about the continual competence of DAK’s assessors and experts or there is a doubt about their competence
The results of the annual evaluation are recorded in the form PT-02-F11. Everyone is informed briefly of the results of the annual evaluation.
12. TRAININGS 

In the course of the annual evaluations, the internal audit and the management review, DAK assesses their current competence, suitability and at the same time it also specifies the potential deficiencies and opportunities for improvement.  
If there is a need for training at individual level and it is related to the accreditation procedure, it is delivered individually by DAK staff member(s), but if professional deficiency is to be remedied on which DAK cannot provide training, the given person is called on to remedy the deficiency and submit the evidence thereof to the DADD.

DAK usually organizes training courses on the accreditation schemes it accredits, initial training for A/TA, DAK also organises its own training courses based on the system level findings identified in the course of the assessments and relating to a number of assessors.
QM annually prepares a training plan (form PT-02-F12). The training plan is based on the training needs resulting from the annual evaluations made by PEC, the results of the internal audit, the management review and on the review of the training plan of the previous year. 

In case, during the year there is need for a new training, the training plan is updated by QM. The training plan and its updates are approved by the GD.

13. WITHDRAWAL OF ASSESSORS AND EXPERTS 
In case an approved LA/A/TA/TE doesn’t anymore meet the requirements in clause 5.3, he/she will be withdrawn from the List of DAK’s approved assessment personnel (MC-01-Annex 6).
In case one of the following situations occurs: 

· the behaviour of the LA/A/TA/TE has undermined the image of DAK;
· when the LA/A/TA/TE repeatedly rejects the participation in the assessment team, without giving any explanation;
· when the LA/A/TA/TE repeatedly rejects the participation in DAK’s trainings, without giving any explanation,

the PEC must meet and decide whether LA/A/TA/TE will be withdrawn from the List of approved DAK assessment personnel (MC-01-Annex 6). 
The person withdrawn from the List of approved DAK assessment personnel, has to immediately return his/her certificate (form PT-02-F06) to DAK for invalidation.
Whenever a decision of the PEC (addition of new person, withdrawal, re-classification etc.) requires, the person in charge of the personnel files updates the List of DAK’s approved assessment personnel (MC-01-Annex 6).
14. RECORDS ON PERSONNEL
14.1 DAK’s internal staff

The Technical & HR assistant of DAK maintains personal files on the staff members of DAK partly due to the obligation in the Law on civil servants and partly for determining the development orientations. The personal file contains the mandatory documents (appointment, CV, diploma, job description, no criminal records certificate and other documents). In addition, documents to demonstrate qualification, competences required for the fulfilment of the job, as well as documents, which are the basis for the development of the employees, can also be found in the file.  
14.2 Personnel involved in the assessment (assessors and experts)
The records maintained on assessment personnel are listed in DAK-PM-02.
14.3 Personnel involved in decision-making

The records maintained on Accreditation Council members are listed in DAK-PM-02.
The records on the General Director are the same as for DAK’s internal staff.

15. ANNEXES

PT-02-Annex 1 Specific knowledge requirements for technical assessors and technical experts

16. RECORDS

1. PT-02-F01 – Application form for LA-A-TA-TE
2. PT-02-F01 – Additional information on AC members

3. PT-02-F02 – CV

4. PT-02-F03 – List of potential assessors and technical assessors
5. PT-02-F03-1 – Minutes of PEC meeting

6. MC-01-Annex 6 – List of DAK approved assessment personnel
7. PT-02-F04 – Statement on confidentiality, impartiality and conflicts of interest

8. PT-02-F05 – On-site evaluation of assessment personnel 

9. PT-02-F06 – Certificate of LA-A-TA
10. PT-02-F07 – Monitoring of assessment personnel by records

11. PT-02-F08 – Feedback from CAB 
12. PT-02-F09 – Monitoring plan of assessment personnel
13. PT-02-F10 – Monitoring of Accreditation Council members
14. PT-02-F11 – Annual evaluation by PEC
15. PT-02-F12 – Annual training plan

16. PT-02-F13 – Contract with external assessors and technical experts
17. PT-02-F14 – Written examination 
18. PT-02-F15 – Decision on assessors and technical assessors
19. PT-02-F16 – Monitoring of DAK internal personnel

20. PT-02-F16-1 – Monitoring of File Managers by file review
21. PT-02-F01-2 – Monitoring of DADD by file review
22. PT-02-F16-3 – Monitoring of GD and QM by file review
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