INTERNATIONAL ACCREDITATION SERVICE, INC. .v

5360 Workman Mill Road « Whittier, CA 90601 USA ,As

562-699-0543 local » 866-442-2637 toll free « 562-699-8031 fax
www.iasonline.org web site « info@iasonline.org e-mail

Leading Accre ditors Since 1975

IAS ACCREDITED INSPECTION AGENCIES :
GUIDELINES FOR CONDUCTING INT ERNAL AUDITS A ND
MANAGEMENT RE VIEWS

October, 2002

IAS hasfound thatinspection agercy pasonnd are often corfused by requirements in ISOIEC Standard
17020(General Criteria for the Ogration of Various Bodies Performing Inspecbidhat they conduc
“audits” and “management reviewsft their operations and qualisystem. (See Sections 7.7 an@ 4.
StandardL7020.) Frequatly, inspedbn agecypersonnkeassume tht if somene in adtority is checking
regulaly on the work the inspection agenggrforms, therthey aredoing “audits”; ard if someae in
managemenis periodically reviering the inspection agenisyoverall perfomarce, then there doing
“managementeview.” Unfotunately, such informachecks on work and performancdlwot satisfy
accreditatiomequirements of IAS ong other legimate accrditationbody. Presented below are guidelines
to help yu meetequirenents foraudits ad managment rgiews.

AUDITS (OFTEN CALLED “INTERNAL AUDITS”)

An “internal audit”is a forméactivity that must be performed in accordance with aigd@nted procedure
andon aregulaschedule. One inspection agenw@y choose to condian audit of its entire quality stem
oncea \ear, whle a different insgction gencymaychoose t@onduct a&ompleteaudit evey six months.
Yet a third inspection agencyaychoose t@audit smdlparts of its system evenyonth, with the intention
thateverypart will be coveed at leat once gear. Geerally, as a miniral requirenent, Yyu must auid
every pat of your qualitysystem at least onceezy twelvemonths.

During a quality-sgtem audit, you look at the wagwur inspection ancy atually operats, and you
comparehis to the inspection agenageratons as desibed nyour qualitynanual or other qualitgystem
documentationThe system desbed in the documents, and the sysésnt opeates in theeal wold, must
bein accodance.For exam|e: Supposequr qualty manual says that all instructions, standardgitten

procedures, worksheets, checklists eefdrence data levantto the wok of the irspectionageng are to

be maintained up-to-date and are to balilgaavailable to the inspectionsawy’s stdt (Thisis required
by Section 10.4 oftandard 17020.) During the internal audity would check to sebat sucldocumerd

areactually beingnaintained up-to-date and thhéyare avéable to he apprpriate saff. If theyare not,
then the audit has detected a problem that must be remedied.

Anotherexample wald be if,accorihg toyour qualitymanual, records of academic or othealifications
andrecordf training and experience of édamember of younspection agena@reto be maitained. This

is requiredby Section 8.4 of Standard 1702@yring the audit, gu would check to see that such records
areactually beingnaintained. If thegre not, then youaudit has detected another desb thd requires
correction.



Guidelinesfor Conductng Internal Audits and Managment Revie's

It is possible gu will need just one person to audit your insloecagenyg, dthough t could take several
peopleto audit dargeageng. Whoever pgorms thte auditshe or shenust be fully qualified to do so, and
it is preferdle that tle auditorreceive some spmal traning on low to condct an adit. Also, it is
possible,eah inspetion activty must be auided bya staff nember wio is not pesonallyinvolved n
carrying out that ativity. (This is topreventany conflict of inteest You woud not want the person
responsible for equipment maintenance to audit the maintenaageaipfment.)

It isabsolutely essentigthat your internaladitorskeepwritten records of internal audits the event your
auditfindings detect problems iroyr quality sgtem or problems with thgerformancef inspetions, it
is absolutely essentidghat you have vitten procedures for taking cocteve action. (Ts is required by
Section7.8 of StandardL7020.)You mayalso ned to conduct éllow up aidits to veify the efectiveress
of corrective &tions. Whae IAS represatatives ome to pur inspetion agncyto condut assessnms,
theywill certainly make a pmt of redewingthe reords of iternal adits.

Findly, youmight want to refe to Attadiment Afor a sample procedure on internal audits. Section 7.7 of
Standard. 7020 says that the inspectioreagy‘shall carryout a system of planned@documented internal
guality audits to verify complianceith the criteria of tt8 sandardand the #ectiveness othe qualy
system.” Attachment A nyagiveyou some ideas on whi@ include in your own prodeaire.

MANAGEMENT REVIEWS

Like internal audits, management reviewsragularlyscheduled, formal activities that shall be conducted
in accordance with a documented mauware. As arule, a “management rew&is a special meeting of the
inspectionagency’s op management, called to discuss thenags qualitysystem, its effectivess, and
any changes that mdye needed. Usuallynanagement reviews are timed to followsely ater eat
internal audit, so that the results of the audit layiscussed during the managetmeeeting.

AttachmenB presats asamplgrocedure for managent reviews, and might givey some ideas on how
your inspection agncy manageent should arry out revievs of the gality sysem. (Youwill needto
establisha schedie for managemat reviews, since Section 7.9 of Standard 1702G saery acredited
inspectiorageng “shallreview thegualitysysem at appopriateintervds to ensug its continued suithility
and effectiveness”.)

Keepin mind that, to meet requirements for accreditation must record the results of managemeii¢ve
meeting. (This is also rquired by Section 7.9 of Standard 17020.) The easiest twajocument each
meetingis to have someone keep minutes, which will be reviewdd®yassessors when thegit your
inspectioragencyThewritten records should also cowtions takems a ragt of mangemenimeeting.



Attachment A
Sample Procedurefor Internal Audits

Expert Inspections, la. Procedue No: 12

Standard Operatind’rocedures Effective Date: October 29, 2002
Revision: 1

Approval: Paggldl

TITLE /SUBJECT: Internd Audits |I

Purpose: This procedure prades for regdarly schedule auditsof the gality systen, toconfirmthe sgtems
implementatio and check oits effectiveness.

Scope: This procedure applies td mternal audits.

Procedure:

1. Every actiity comprisingpart o q at least onceegy twehe months.
2. The quality maager is chieflyresponsible for plannianal audits and evseeing their execution.
3. Persons performingudits shall be adequatefpined and qualified.

4. Persas perbrming audts mustbe indgoenden of the functions the are auding.

5. Auditors shall note problemon Corrective gtion Request (CARfprms, ad sendhe forms to the wst

appropiratemanagerant person to hathe problem aoected. Auditors shall tidollow up toconfirm that
correctve actons hae bea carriel out.

6. Thequalitymanaer sfall retan records of internal auditsrfat least three yearRecord shalincludeaudit
checklists, CAR, and related docuantation.

7. Resultsof internal audits shiabe a stading item o the agnda fo maragenent revews ofthe quéty
system.



Attachment B
Sanple Procedure for Management Reviews

Expert Inspections, la. Procedue No: 13

Standard Operatind’rocedures Effective Date: October 29, 2002
Revision: 1

Approval: Paggldl

TITLE /SUBJECT: Management Review tife Quality System |I

Purpose: This procedure provide®r regular nanagementeviews of the entirguality systemto ensureits
continuing suitabilityand effectiveness.

Scope: This procedure applies td participants in the periodic amagementeviews.

Procedure:

1.

Managementeviev mestingsta ac r I ths, andre scheduled e quéty
manaer.

Particimntsnormally irclude the presidentioe president, anager, senior eirgeer, quality mnager, other
personnel as appropriate.

Thequality manager shbprepare he agend and keephe minues of tre meetig. The agendahall include
discussionof the llowing:

The suitability of policies androcedures

Reports from ranagerial and supésory personnel

The outome d recentinternd audits

Corrective and prentive actions

Assessments bgxternal bodies

Changs in tle volune anl typeof work

Inspection recosl

Client feedback

Comgpaints

Other elevart factors (quality contrd activities, resouces, staff training)

O0O0000000O0

Action items willbe assigned to spi#ic personnel, and taeg dates will be set for ogpletion.

After the meetingthe quality mnager will distributeto all participants, copies dhe minutes ana
memorandmonconclusions reached aadtions planned or initiatedhe quality mnager will alsdollow
up on action items, to ensure cophetion.

The quality manager slall retan record of eab meding for at leatthree years.Records shall include
minutes of the ®eting, menorandunon results.
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