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Introduction

This Operational Document (OD) sets out the application, assessment and surveillance process for bodies seeking to be accepted and maintain acceptance as IECQ Supervising Inspectorates (SIs).  This OD is to be used in conjunction with the IECQ Basic Rules, IECQ 01 and the Rules of Procedure QC 001002 Specifications. 
This OD comprises the following Sections:
Section 1 – Application and initial assessment and acceptance procedures

Section 2 – Surveillance procedures for the on-going acceptance of SIs

Section 3 – Notes to IECQ Assessors

Annex A – Application Form for bodies seeking IECQ acceptance as an SI

For existing SIs seeking an extension of scope to cover other IECQ Programmes, form IECQ MC/100/Q shall be completed and submitted to the IECQ Secretariat only after the scope extension application has been endorsed by the NAI that endorses the SI.
The procedures are set out in table form identifying:

· Step number showing the link between flowcharts and table

· Description of the activity

· Related documents

· Responsible person or party

· Additional comments and remarks where appropriate

Further information concerning these procedures or any other aspect of the IECQ Scheme, may be obtained by contacting the IECQ Managing Secretary via E-mail 


IECQ Managing Secretary:  Mr Chris Agius


E:mail  chris.agius@iecq.org
SECTION 1 – APPLICATION AND INITIAL ASSESSMENT PROCEDURES
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	Step
	Activity
	By Whom
	Comments

	
	Formal Application Submitted to IECQ Secretary

	1
	SI Applications, endorsed by an NAI shall be submitted to the IECQ Secretary by the Applicant Body seeking to become an IECQ Supervising Inspectorate, in paper or electronic form. There is a preference to receive an electronic copy in word version.
However, the application shall be reviewed and endorsed by an National Authorised Institution (NAI) operating in the IECQ Scheme before the application can be considered complete.

Where the Corporate Head Office of the candidate SI is located in a country where no NAI exists, the candidate SI shall seek the endorsement of an NAI operating in the IECQ Scheme.  In such cases, the endorsing NAI shall arrange for payment of annual fees equivalent to that which would apply to an NAI of the country of the SI’s head office. 
The endorsing NAI is responsible for arranging payment of application and annual fees, which would normally be covered by the candidate SI.
The endorsing NAI shall arrange payment of any application fee that may apply.

	Candidate Body seeking IECQ acceptance

NAI endorsing the application
	See Annex A - IECQ Application form 

OD 011 along with the annual Budget, sets out application and annual fees 

For Applications from existing SIs seeking an extension of their scope for new programmes, eg HSPM, shall complete Capability Declaration IECQ MC/100/Q.  

Applications for scope extension shall assessed for compliance with relevant IECQ Operational Documents and Rules, including OD 010.  



	2 
	Application reviewed for completeness and must contain a copy of the Statement of Surveillance Arrangements (SSA), as detailed in Clause 1.2 of QC 001002-3, including:

a) Letter of endorsement from the NAI associated with the SI or signature on application form (see Annex A)
b) Details of current national accreditation, with clearly defined scope of accreditation.

c) Copies of SI’s own internal procedures for processing IECQ Certificates, eg HSPM applications from manufacturers

d) Information concerning training records for SI’s own staff nominated as IECQ Auditors, eg IECQ HSPM Training Certificates.  

e) Organisation Chart showing names of key roles

f) Declaration by SI that they agree to abide with IECQ Rules.


	IECQ Secretariat
	Assessment of application package by or arranged by the IECQ Secretary.
The IECQ Secretary may consult with the applicant body for additional information where this may be necessary.



	3
	Where the review of the application package is satisfactory then the assessment process shall continue.

Where review of application package is unsatisfactory then the IECQ Secretary shall contact the applicant SI and endorsing NAI for revised information or a decision by the SI to withdraw.
	IECQ Secretary
	

	4
	The IECQ Secretariat, in consultation with the CABC Chairman, arranges for the appointment of an IECQ Assessor(s) to act as the IECQ Peer assessment team.
To prevent possible conflicts, assessors should generally not come from the same country in which the Candidate SI has its office or operations.

The SI shall be given the right to reject any assessor but must give reasons for doing so. 
	IECQ Secretariat to arrange
	The appointed Assessor(s) shall have competency that is matched to that of the candidate SI, scope of IECQ application.
The language of the candidate SI under assessment shall be taken into account when selecting IECQ Assessment Teams

	5
	The Candidate SI shall declare its accreditation status advising  
· Whether the accreditation body is a member of IAF
· Technology scope of its accreditation, 
 Where the accreditation is found acceptable the assessment process shall proceed.  Where this is not the case Steps 6 and 7 shall be undertaken.
	IECQ Secretary
	This declaration should normally be included in the application package but may need to be re-confirmed at this point.
The accreditation needs to include scope that is relevant to the technology of the IECQ application.

Generally, accreditation by organisations that hold “Accreditation Body Membership” of the IAF is acceptable

	6
	Where either the candidate SI does not hold accreditation or the accreditation does not comply with item 5, the application shall not proceed until appropriate accreditation is obtained.

	IECQ Assessment Team
	The requirement for national accreditation applies to new  applications seeking SI acceptance in IECQ.

	7
	Where the site assessment is found to be satisfactory, the process shall continue onto step 14.  Where the site assessment is not satisfactory or some corrective action is required then steps 7b and 7c shall be conducted 
	
	

	8
	Assessment of the accreditation and credentials of the accreditation body. For example determining:

*Whether the body has Mutual Recognition    Agreements with other bodies

*Whether the body has National Government recognition

*What Standards or Guides are used

IECQ Assessment Team Leader may obtain information directly from accreditation body or candidate SI or their NAI.

Note: Candidate SIs should obtain all necessary information from accreditation body for presentation to IECQ Assessment Team Leader
	Assessment Team Leader
	*Verification of MRAs

*Notification of Government recognition

*Use of ISO/IEC 17025 and 62
*Frequency of surveillance audits

*Whether signatory to the IEC/ILAC MOU
Generally, accreditation by organisations that hold “Accreditation Body Membership” of the IAF is acceptable

	9
	Where this review is found acceptable then the assessment shall proceed to step 10.  Where this is not the case a request for additional information may be necessary.  In extreme cases where there is little confidence in the accreditation it may be necessary to conduct a full assessment to Guide 62 and move to Step 6.  In such cases the IECQ Secretary shall be consulted.
	IECQ Assessment Team Leader
	The IECQ Secretariat shall be consulted as part of this review.

	10
	The IECQ Assessor(s) shall conduct an on-site assessment visit as a means to gather evidence that IECQ procedures and processes are integrated into the SI’s quality system and that they are implemented.

This assessment shall also confirm that the specific requirements for each of the IECQ Programmes have been met.  

Prior to the site assessment, the IECQ Assessor shall provide the Candidate SI with an estimate of the costs and plan for the assessment.  This assessment shall also be reviewed by the IECQ Secretariat.

All aspects of the assessment shall be managed by the IECQ Secretariat, including the on-site assessment
	IECQ Assessor
	A site visit is required even where national accreditation is current in order to instil confidence that certifications are conducted according to IECQ requirements (i.e. the IECQ way) as accreditation provides a generic benchmark.  

Specific items subject to the site assessment include:

· how are the IECQ operational procedures being integrated into the SI’s system

· Competency and awareness of SI’s auditors/assessors

·  Understanding of IECQ operations

	11
	IECQ Assessment Team Leader shall submit to the Secretary a report in the form of OD 013 with any additional supporting information.

The Secretary shall review this report for completeness and whether it meets IECQ requirements 
	Assessment Team Leader
	Final Report in the form of OD 013

	12 + 12a
	Where the review is satisfactory, the process may move onto step 13.  Where this is not the case, the Secretary shall raise the concerns with the IECQ Assessor for clarification, with the real possibility of referring the matter to the IECQ Chairman if the review concludes that the assessment was not adequate
	IECQ Secretary
	

	13
	IECQ Secretariat circulates the completed report to the IECQ CABC for a 1 month approval period, or for approval at a meeting. 

While every effort should be made to achieve full consensus among the CABC, the Chairman may determine the course of action where the objection to acceptance is a minority.  This may include a decision to postpone the acceptance for discussion at the next CABC meeting.
Where there is a clear majority opposing the appointment, the candidate shall have the option to address the next meeting of the IECQ CABC 
	IECQ Secretary
	In all cases the candidate SI has the right of appeal through the IECQ Appeal procedures of 

QC 001002-3.

	14 + 14a
	Where the consultation process is positive, the process moves to Step 15.  
Where opposition to the appointment is in the minority, the IECQ Chairman shall decide the course of action
	IECQ Chairman and Secretary
	

	15
	Based upon a positive recommendation for acceptance of the candidate SI, by the CABC, the IECQ Chairman approves the appointment of the candidate SI, with the IECQ Secretariat formally notifying the successful applicant and updating the IECQ internet website
	IECQ Secretariat
	

	16
	The appointment is notified at the next CABC meeting
	IECQ Secretariat
	This step is required where CABC recommendation and approval process has been taken between meetings, via correspondence


SECTION 2 – ON GOING ASSESSMENTS 

This Section applies to all SIs that have been accepted into the IECQ Scheme, following successful completion of the process detailed in Section 1.  The purpose of on going assessments is to satisfy the International Community that SIs maintain their facilities and capabilities that enabled their entry into the Scheme.

2.1
Surveillance of Established SIs with National Accreditation acceptable by IECQ

2.1.1
Scope
This section covers SIs that maintain national accreditation  found to be acceptable by the original IECQ Assessment Team.

2.1.2 Surveillance Each year, prior to the anniversary date of acceptance into the IECQ Scheme, the Secretariat shall confirm the currency of the SI’s National Accreditation with either the SI or its endorsing NAI providing a report to the IECQ Secretariat for reporting at the CABC meeting.  This review may include review of last accreditation audit reports taking into account the following:

*Site covered by accreditation assessed aligns with the site previously approved by IECQ;


*Any identified Non-Conformances

*Internal Audit Reports of the SI;


Where Non-Conformances have been identified the IECQ Secretary shall consult with the CABC and MC Chairman, as necessary whom shall determine the course of action.  
The Secretary will retain a copy of the report, for a minimum of 10 years, for record keeping purposes.

2.1.3 Re-Assessment On the 5th anniversary of the original assessment or re-assessment of an SI a re-assessment, in accordance with the assessment procedure detailed in Section 1, shall be performed by an IECQ Assessment Team.  The IECQ Secretariat shall manage the re-assessment process. 

2.2
Surveillance of Newly appointed SIs with National Accreditation acceptable by IECQ

2.2.1 Scope.  This Section covers SIs that while maintaining National Accreditation acceptable to IECQ, are newly appointed and therefore have limited experience in the operation of the IECQ Scheme and its Programmes.  
2.2.2 Surveillance   Each year, prior to the anniversary date of acceptance into the IECQ Scheme, the endorsing NAI shall conduct a review of the SI which shall include confirmation of the currency of an SI’s National Accreditation and provide a report to the IECQ Secretariat for reporting at the CABC meeting.  This confirmation, by the NAI, may include reviews of accreditation audit reports. 

This review shall take into account matters such as:


*Site covered by accreditation assessed aligns with the site previously approved by IECQ;


*Any Non-Conformances are identified

*Internal Audit Reports of the SI;


Where Non-Conformances have been identified the NAI shall investigate these and provide a report to the IECQ Chairman and Officers, as necessary, highlighting corrective and preventive action that may be required or has been undertaken.  The IECQ Chairman and Officers shall determine the course of action to be taken.
The Secretary will retain a copy of the report, for a minimum of 10 years, for record keeping purposes.

Based upon information gathered from the endorsing NAI’s annual reports, the CABC may determine that a newly appointed SI can be classified as an Established SI, once the newly appointed SI has successfully conducted 3 full years of operation in the IECQ Scheme. 
2.2.3 Re-Assessment On the 5th anniversary of the original assessment or re-assessment of an SI a re-assessment, in accordance with the assessment procedure detailed in Section 1, shall be performed by an IECQ Assessment Team.  The IECQ Secretariat shall manage the re-assessment process. 

2.3
Surveillance of SIs  without National Accreditation acceptable by IECQ
2.3.1
Scope
This section covers SIs that do not have national accreditation but who have been accepted in to the IECQ Scheme by way of a full on-site assessment, by the IECQ Assessment Team.

2.3.2
Surveillance The IECQ Secretariat shall arrange for an annual on-site audit of the SI.   The assessor  shall be appointed by the Secretary.  The SI shall agree to bear the costs associated with this on-site audit and may object to the selection of the appointed Assessor giving reasons for such objection.  In such cases the Secretary shall consult with the IECQ Chairman and Officers.

The appointed  assessor shall carry out an assessment for compliance with ISO/IEC Guide 62 and IECQ Scheme requirements and their ability to comply with IECQ Rules and Operational Documents. 

The IECQ Assessor shall provide a report of the assessment with these reports being forwarded to the IECQ Secretary who shall review them for completeness and any non conformances.  Where  non-conformances have not been identified the reports shall be retained, for a minimum of 10 years, for record keeping purposes, by the IECQ Secretary.

2.3.3 Non-Conformances  Where Non-Conformances have been identified the reports shall be referred to the IECQ Chairman who shall determine the course of action.
The Secretary will retain a copy of the report, for a minimum of 10 years, for record keeping purposes.

2.3.3 Re-Assessment On the 5th anniversary of the original assessment or re-assessment of an SI a re-assessment, in accordance with the assessment procedure detailed in Section 1, shall be performed by an IECQ Assessment Team.  The IECQ Secretariat shall manage the re-assessment process. 

SECTION 3 – NOTES TO ASSESSORS

Instructions for IECQ Assessment Teams

It is recognised that assessors have been approved by IECQ on the basis of their knowledge, experience and expertise and therefore IECQ relies on the wisdom and judgement of all Assessors, especially Lead Assessors, for conducting meaningful and credible assessments.

While credibility of an assessment is paramount, the assessment process must also be mindful of containing assessment costs as well as maintaining consistency among assessments.  The following guidance instructions are provided with these issues in mind.

Instructions for IECQ Assessment Team Leaders

Assessment Team Leaders have the additional task of coordinating the assessment process of the SI under assessment by their team.

Once an assessment team has been appointed, the Team Leader should make contact with their team members (where there are more than 1 assessor appointed and the candidate SI and their NAI National Member Body as soon as possible.  It is the Team Leader’s responsibility to ensure that all team members have the following:


*Copies of the SIs applications and supporting documentation


*Technical Guidance Documents, where available.


*IECQ Assessment Procedure, this document

In addition, all team members must have their own working copies of the relevant ISO/IEC Guides, eg 62 and ISO 17025, where relevant.

The Team Leader generally acts as the contact between the assessment team members, National Member Body and their candidate SI and is responsible for all correspondence.

The Team Leader should liaise with the National Member Body and their candidate SI  regarding the assessment program and estimated costs (assessment fees and travel costs).  The National Member Body in conjunction with their candidate SI should reach agreement with the Lead Assessor on costs before assessment work commences.

The Team Leader should ensure that the assessment procedures, detailed in this document are followed and that the spirit of assessments is one of seeking evidence of compliance with requirements.  .

Assessments of SIs are aimed at demonstrating compliance with ISO/IEC Guide 62 and IECQ requirements.  
The IECQ Assessment Team shall also review the SI’s ability to perform assessment of Quality Management Systems covering the manufacturer of Electronic Components.  This shall include verifying:

· Understanding of the differences between auditing of Quality management Systems to ISO 9000 and Quality Plans associated with product certification systems;

·  Assessing the SI’s system for the appointment of auditors to audit manufacturers under IECQ Scheme’s;

· A thorough understanding by the SI’s auditors of the requirements of IECQ; 

· The Assessment should also conduct a Technical interview of some or all SI’s auditors to determine their level of both IECQ knowledge and requirements of the IECQ Scheme.

Fees for Assessors

Assessor fees, payable by the SIs are currently set at:

· CHF 1’200 per day or part thereof for Lead Assessors (plus expenses)

· CHF 1’000 per day or part thereof for Assessors (plus expenses)

Generally, the IECQ Team will consist of 1 Assessor acting as Team Leader and Assessor, where the SI holds acceptable accreditation

Travel Costs
The following shall apply to travel costs:
· Airfare costs shall be no more than normal economy rate

· Travel should always be conducted to coordinate with other business to share airfare costs

· The SI shall be given an estimate of costs in advance

Closing Comment
An effective and timely assessment requires the cooperation of all those participating in the assessment, especially all members of the assessment teams.  Therefore it is most important that assessment team members respond quickly to correspondence and requests from their Team Leaders.  Should any assessor have difficulty in meeting their obligations they are requested to contact the IECQ Secretariat immediately.

Annex A – Application form for a Conformity Assessment Body seeking acceptance as an IECQ Supervising Inspectorate (SI)
INTERNATIONAL ELECTROTECHNICAL COMMISSION
QUALITY ASSESSMENT SYSTEM FOR ELECTRONIC COMPONENTS (IECQ) 


Mr C Agius

Secretary IECQ

c/o Central Office of the IEC

3, rue de Varembé

GENEVA 

Tel:  +41 22 919 0215


Fax: +41 22 919 03 00

      Email: chris.agius@iecq.org
For the attention of the Secretary of the IECQ Management Committee.
Application for a Conformity Assessment Body to become an IECQ Supervising Inspectorate (SI) in the Scheme of the IEC for Quality Assessment of Electronic Products (IECQ Scheme).
The Applicant Body is requested to complete the following or provide a separate document that provides the information requested below:-

a) Name of Applicant Organisation:  …………………………..

b) Region in which the Applicant wishes to operate as an IECQ SI …………………………..

c) Applicants Head Office Address (where operations will be conducted) 


……………………………………………………………………………………………………

……………………………………………………………………………………………………..

………………………………………………………………………………………………………

d) Corporate Head Office Address, where different from c)

………………………………………………………………………………………………………….

………………………………………………………………………………………………………….

………………………………………………………………………………………………………….

e) description of the applicant body

-
organisation chart (use a separate page or pages)

-
the legal status of the body

-
the address(es) at which it carries out its operations

-
A description of the services provided by the Applicant Body

-
the means by which the body will demonstrate compliance with ISO/IEC Guide 62

-

any legal relationship between the body and testing laboratory(ies) used in the course of its work (including the case where the testing laboratory is integral with the certification body)

-
the arrangements for appeal 

-
the documents available for providing supporting information, for example with regard to existing accreditation


e) Identify with an “X” the IECQ Programs that are subject to this application

	Please Mark with “X”
	Programme

	
	Organisation Approval
	Manufacturer

	
	
	Distributor

	
	
	Specialist Contractor

	
	
	Independent Test Laboratory

	
	Qualification Approval
	Manufacturer

	
	Capability Approval
	Manufacturer

	
	Process Approval
	Specialist Contractor

	
	Technology Approval
	Manufacturer

	
	
	

	
	Avionics Assessment Programme
	Avionics OEM or CSF

	
	
	

	
	Hazardous Substance Process Management
	All organisations



The Applicant Body hereby undertakes to abide by the Rules and Procedures laid down in Publications IECQ 01Basic Rules, IECQ Rules of Procedures and Operational Documents as amended.


(name)






(signature)


(role)






(date)


Enclosed ............ pages concerning details in support of this application.

This Application is endorsed by the following IECQ National Authorised Institution (NAI):

Name of NAI:


Name of NAI Representative:


Signature:


Date:

 *** END OF DOCUMENT ***





















_1225300967.bin

