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The Registration Scheme for Independent Assessors of Management Systems, Products and
Services.

All enquiries and applications should be addressed to:

United States Accreditation Board

Email: info@usab-us.org
www.usab-us.org

1. INTRODUCTION 3 PURPOSE

1.1 This Registration Scheme operates 3.1 The purpose of the Scheme is to
forthe qualification and registra- register the certification of asses-
tion of Assessors engaged in the SOrS.
assessmen'tof magageglent Sys- 3.2 The Scheme is intended to help
tems, services andproducts, purchasers and regulatory bodies
against the criteria containedin to accept assessments completed
defined standards. by organizations employing

assessors who meet the

1.2 The Scheme is effective from requirements of this scheme.

1January 1999.
4. REGISTRATION PROTOCOL
2. SCOPE
4.1 All persons who meet the specified
2.1 The Scheme records the competence, criteria and who can support their
and commitment to integrity, of application with documentary evi-
personsregistered to conduct as- dencemay make application for reg-
sessments of management systems, istration. Applications must be
services and products including, submitted on the prescribed form,
where applicable, their ability to co- which can be obtained from the
ordinate and control assessment Registrar
work undertaken by a teamunder ) )
their leadership. 4.2 Th.e Reglfstrar may wish
to interview candidates
2.2 Systems Auditing Guidelines, [SO beforeapproving Regis-
19011 is expected to be observed by tration.
all registered assessors where rea-
sonable applicable. 4.3 Allregistered assessors are required

to maintain a journal or similar in an
acceptable format, summarizing
their involvement in assessment.
Additionally, they should maintain
records of any training completed af-
ter registration. Assessors must in-
form the Registrarof any change of
private address.

4.4 Copies of assessment journals shall
be submitted at the time of re-reg-
istration or on demand by the Reg-
istrar.
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4.5

5.1

5.2

5.3

5.4

6.1

6.2

6.3

All communications, correspond-
ence, documentation, interviews
and presentations in support of
any application must be in English
or accompanied by a certified
translation of the originals - par-
ticularly where foreign language
qualification certificates are con-
cerned.

REQUIREMENTS
FOR REGISTRTION

Assessors must possess the
relevant qualifications and
experience specified.

The Registrar reserves the right to
consider any experience and/or
qualifications in determining the
suitability of candidates for regis-
tration.

Assessors must confirm their
willingness to observe the Code
of Conduct.

Membership of Professional Bodies
is not a requirement for registra-
tion, nor does registration as an as-
sessor imply membership of any.

REGISTRATION

The registration year covers the pe-
riod 12 months from date of registra-
tion.

A registration certificate will be is-
sued to each successful applicant and
remains valid until the date specified
on the certificate.

A replacement valid registration
certificate will be issued each 3
year subject to payment of the ap-
propriate annual fee by that date
and continuing compliance with
the requirements of the Scheme.

6.4

The Registrar will maintain
register that will include:

(a) Lists of Assessors.

(b) Alist of Training Courses.

Registration will be reviewed every
year. Renewal will be dependent upon
the ability of the registered person to
continue to meet the requirements of
the Scheme and have undertaken at
least five acceptable assessments in
the preceding three years.

QUALIFICATIONS AND EXPERIENCE
FOR ASSESSORS

6.7.1

6.7.2

6.7.3

6.7.4

6.7.5

Skills Qualifications and Experience
An assessor shall be competent in
the discipline being assessed, famil-
iar withthe relevant management
system standards and be able to ex-
ercise judgment against the criteria
of the standards. Assessors must be
able to communicate clearly in writ-
ing and orally.

Candidates shall have satisfactori-
ly completed a relevanttraining
course. They must also have com-
pleted five assessments.

Assessors registered in other
schemesmay transfer if qualifica-
tions and supervision are equiva-
lent.

Candidates with one or more aca-
demiccredits, who satisfy all other
conditions of registration, but are
unable to meet the Registrar’s full
requirements may be provisionally
registered.

For the purpose of continued regis-
tration, five surveillances will be
considered equivalent toone initial
assessment.
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6.7.6

6.7.7

6.7.8

6.8

6.8.1

6.8.2

Second and third party assess-
mentsmust be submitted for regis-
tration purposes. First party as-
sessments (internal audits) are al-
so valid for registration purposes.

Assessments must be carried out toa
defined standard.

Applications for registration shall
be complete and shall be supported

GRADING SYSTEM

T This grading system provides a_
first measure of a candidate’s eligi-
bility for registration. In addition to
auditingexperience, it may be sup-
plemented by information gained
from interviews and from perfor-
mance on training courses and is
used only as guidance by the Regis-
trar.

Grading System Qualificationsand

Experience

(i) Qualified in a relevant disci-
plineby either a degree or
equivalent academic
/professional qualification
within last ten years, which
meets the requirements of
the Registrar.

Or

(ii)  Qualified in a relevant

management discipline

by HNC/HND/NVQ or

equivalent within ten

years.

Or

(iii)  Attended an appropriate

management auditing course

related to the discipline and

certifying standard.

E.g. quality = ISO 9000 Envi-

ronmental ISO 14001 etc.

6.7.9

6.7.10

By documentary evidence of aca-
demic and relevant training quali-
fications.

Assessment experience must clearly
state: date of assessment, duration
of assessment etc. or similar, and
must be verified. Failure to provide
this information may result in the
rejection of the application.

In addition:

(iv)  Full time experience, (other
than training), in such fields as
science, engineering technolo-
gy, manufacturing, construc-
tion, consultancy and service
industries

() If this experience has been in
aspects of management with-
in the last three years addi-

tional credits are allocated.

In addition

(vi)  If one or more years of this
experience have been in
assessments to a recog-
nized

Management Standard, additional
credits are allocated.
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See also Appendix II
7. TRAINING

7.1 Organizations providing training
courses in management system as-
sessment may apply for registra-

tion under the Scheme. Information
on the requirements and procedure

for courseregistration may be ob-

tained from the Registrar. The Reg-

istrar will consider each submis-
sion and may require visits or dis-
cussions and attendance atthe de-
livery of training courses, to con-
firm that the course satisfies the

APPENDIX1

GLOSSARY OF TERMS

Assessment (System Assessment)

A systematic and independent examination

to determine whether activities and relat-
ed results comply with planned arrange-

ments and whetherthese arrangements are
implemented effectivelyand are suitable to

achieve objectives.

Assessor / Management Grade

A person who is qualified and is author-
ized to perform all or any portion ofa
system assessment.

Assessment Organization

An organization which conducts quality
systemassessments to a recognized
standard.

Auditor

A person who undertakes a systematic,
independent and documented process
forobtaining audit evidence and evaluat-
ing itto determine the extent to which
audit criteria are fulfilled.

7.2 Scheme’s requirements. The appli-
cant will meet all costs.

7.3 The Registrar reserves the
right to withdraw registration
ofa training course at any
time.

8. REGISTRATION FEES

8.1 Details of current fees for Asses-

sors,Training Organizations and
Participating firms are available
on request from the registrar.

Continuous Professional Development

A regime whereby practitioners are required
to continually update their professional skills.
The USAB registration scheme requires that
assessors maintain training and CPD records
on form.

First Party Assessments

Assessment (internal audits) carried out

in organizations where there is complete
independence of the assessment function
from the operational activities.

Lead Assessor / Executive Grade
An assessor who is qualified and is
authorized to manage an assessment.

Management System

The organizational structure, responsibil-
ities,procedures, processes and resources
for implementing functional manage-
ment.

Management System Standards

A System Standard is a document
specifyingthe elements of a Management
System.
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Provisional Assessor / Primary Grade
A person who meets all the requirements
for registration, except for assessment ex-
perience.

Second Party Assessments

Assessments of curators/suppliers
undertaken by or on behalf of a purchasing
organization. This may includethe assess-
ment of companies or divisionssupplying
goods or services to others within the same

group.

Surveillance

The continuing monitoring and verifica-
tion of the status of procedures, methods,
conditions,processes, products and ser-
vices, and the analysis of records in rela-
tion to stated references to ensure that
specified requirements for quality are be-
ing met.

Third Party Assessments
Assessments of organizations under-
taken by an independent certification
body or similar organization.

APPENDIX II GRADING
SYSTEM

There are four USAB grades
ofregistered assessor as fol-
lows:

Executive grade often known as a ‘lead
assessor’. This person is well qualified in
allaspects of assessment and auditing and
has sufficient management experience to
lead a team of auditors in a large-scale
assessment of management systems.

Management grade often known as
‘assessor’. This person has demon-
stratedsufficient qualification skill
and experienceto competently man-
age and conduct an assessment and
audit program in small tomedium size
firms of typical complexity.

This assessor has limited experi-

ence ofteam leadership ina assort.

Primary grade sometimes known as a
‘provisional assessor’. This assessor has lim-
ited experience and qualification in assessing
and auditing management systems. Typically
they have a responsibility for auditingman-
agement systems within the confines of their
current and previous employers’ premiseson-
ly and will have had less than two years’ ex-
perience in an assessing role

First Party grade this assessor has re-
stricted experience and qualification in
anassessing and auditing role. Typically
the assessor would have completed a
short introductory auditing course and
have received instruction and guidance
from a senior manager or consultant.
This grade is

Awarded to applicants showing an

awareness of the benefits of auditing and as-
sessment and the Code of Conduct and who in-
tend to continue to develop their assessing ex-
pertiseas a potential career path.

Grades & Scoring

Grades are allocated from a scoring system
contained in application form. The system
apportions a defined number of credits for each
of the areas addressed in the main text

of this guide. The criteria for each grade is not
published as grading can be contentious.

In addition, as application for assessor is
intended to be facilitated via the World Wide
Web and grading results of an application
would be instantaneously available, it is
considered not relevant to publish criteria as
knowing the criteria in advance should not
materially affect any grading adjudication.
The decision of the board ongrading

is final and correspondence will not

generally be entered into.
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