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FM 012 - IAAC WITNESS REPORT
	Information on witnessed assessment

	AB being evaluated
	

	IAAC team member doing the witnessing
	

	Date(s) of assessment:
	

	Accreditation standard(s):
	

	Type of assessment
	Initial / Re-assessment / Surveillance / …………….

	Composition of the assessment team 

(Only indicate number of people on the assessment team, whether they are form the AB or external  and areas of activity.  Do not mention their names or the name of the CAB in this report)
	Lead Assessor:  internal / external

Assessor(s): number and areas

Expert(s): number and areas


	Guidance for filling out this report:

The issues that are at least considered relevant are indicated between brackets with key words or phrases.  Describe your positive and negative observations for each of the given issues, as applicable. The report should be drafted during or at the end of the witnessing. After the end of the witnessing and before concluding this report the IAAC TM shall discuss the result of the witnessing with the AB assessment team and the AB so as to give them opportunity to clarify any misunderstanding.

	1. Preparation by the accreditation body

	1.1
	(Adequacy of documents used for preparation; information on results of previous assessments; other relevant information)



	1.2
	(Time allocated; team composition; coverage of scope; special arrangements; amount of planned witnessing)



	1.3
	(Preparation by individual assessors (studying of received documents; preparation of questions; focus on the CAB) 

 

	1.4
	(Competence and suitability of team nominated in relation to the particular assessment)



	2. Opening meeting

	2.1
	(Presentation of participants; clarification of roles and responsibilities; purpose of assessment; accreditation criteria; assessment schedule, scope for the assessment, accreditation process; reporting)



	3. Conducting of the assessment

	3.1
	(Sampling techniques; observed activities)



	3.2
	(Adequacy of assessment in general: internal audits; corrective and preventive actions; management review; use of marks, scope of accreditation)




	3.3
	Adequacy of assessment related to specific accreditations:

	a
	Laboratories: (traceability; uncertainty; validation; quality control; PT performance)



	b
	Inspection: (professional judgement; type A, B or C (EA-5/01); witnessing)



	c
	QMS certification: (qualification of auditors; man-days calculation; impartiality; reports, witnessing)



	d
	EMS certification (refer to 3.3 c. QMS; 2 stage audit principle, contents of CB’s surveillances, legislation)



	e
	Product certification: (compliance with ISO/IEC 17020 and ISO/IEC 17025; professional judgement; impartiality; subcontracting)



	f
	Person certification: (assessment of competence of CB to perform examination; impartiality; witnessing; certification schemes)



	3.4
	(Methods of collecting evidence interviews; observation of activities; investigation of documents and records; appropriateness of techniques)



	3.5
	(Interviews of relevant personnel; adapted to the situation)


	3.6
	(Coverage of the whole or planned part of the scope; means of deciding on focus points; dealing with extension or limitation of scope)



	3.7
	(Recording of non-conformities; formulating the NCs; objective evidence; identification of true problems of the body; communicating with appropriate representative of the body)



	3.8
	(For surveillance and re-assessments: plan of surveillance for the accreditation cycle; following this plan for the particular surveillance visit; use of reports from previous assessment; follow up of findings from previous assessments)



	4. Closing meeting 

	4.1
	(Assessors interaction; preparation of closing meeting; agree on conclusions; agree on roles and tasks for meeting.



	4.2
	(Relevant representation of the CAB; participating in closing meeting)



	4.3
	(Presentation of findings and conclusions; understanding and acknowledgement; unresolved diverging opinions)



	4.4
	(Explanation of consequences of outcome for the accreditation process. Reporting procedures; positive and negative reporting; thoroughness of reports)


	5. Conclusions

	5.1
	(Depth and width of assessment; findings relevant to the body assessed; competence issues duly addressed; points of focus relevant to the operation of the body



	5.2
	(The attitude and skill of assessors; consistency in following AB’s assessment policies)



	6. Critical issues observed during the witness

If any findings is raised based on this report, the critical issue that is related to the finding shall be described in this section and a reference to the number of the finding shall be made.
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