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Purpose

To describe a procedure for receiving request for personnel certification services and for
coordinating the activities for review of personnel certification services from the applicant as
well as from the organization. It also includes contract review and ensuring that the
specified requirements are adequately defined, understood and fulfilled. The purpose of this
procedure is to;

e Define the method for the review of requests received from the individual applicant as
well as from the organization.

e Ensure that the requirements are adequately defined and documented before accepting
a contract.

¢ Resolve any differences from those in the tender before accepting a contract.

e Assess the capability and resources to meet the contractual requirements before
accepting a contract.

It also describe a procedure for examination planning, conducting the examination of
candidate, preparation of reports and submitting the reports

Scope

This procedure covers overall contract review activities from enquiry to order receipt as well
as related to routine request for the personnel certification services as described below;

This procedure details the stages of contract review from enquiry through to award, those
responsible for carrying—out the review stages and the content of the review stages.

This procedure commences marketing activity, receipt of inquiry, submission of quotation
and finalization of contract for all personnel certification activity done by KIT ALGERIAThis
procedure covers examination planning, conducting examination and reporting the results
of examinations as listed below;

¢ Examination planning
e Conducting the examination
e Periodic examination
e Re-—certification examination

Responsibility

Certification Manager is responsible for processing of all application as well as request for
the training and certification received from the individual as well as from the organization
and replying to them and finalization of the contract. He is also responsible for the planning
and execution of training, assessment and examination with the help of Trainer,
Certification Coordinator / Examiners / Invigilators and completing the task as
scheduled.

Certification Coordinator / Examiners / Invigilators are responsible for conducting
examination and preparation and submission of examination reports.
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4.0 Description of Activity

A. Application processing

4.1 General
There are 2 types of requirements are received for the personnel certification;
¢ Individual applicant wants certification as per the defined certification scheme, and
e Organization seeking for the certification of their personnel as per defined certification

scheme,

4.2 Individual application processing

4.2.1 As per the certification scheme and based on the marketing and publishing the certification
services on the web site, the individual applicant seeking for certification may enquire
directly to the Certification Manager for the same.

4.2.2 KIT ALGERIA. is providing training also for the certification services offered. The charges
for the training and certification are fixed and based on that individual is replied and
requested to fill up all the information in the application form (F/CCS/01) and asked to
submit the same.

4.2.3 Upon receipt of the filled application form (F/CCS/01), the same is checked for the
followings before proceeding further;

e Correct name and address of the applicant,

e Applicant contact number, e mail,

e Certification requested, and

¢ Whether training is opted for such certification or not?

4.2.4 Upon primary review by Certification Manager, followings have been addressed in the

application form (F/CCS/01);
If training is opted by applicant then;
e Expected date of training / want to opt scheduled training of Punyam, if any
e Location of training ¢ Name of trainer
e Training charges
For assessment and examination
o Expected date of examination e Name of laboratory selected for
e Location of examination hall / centre qualification / practical test item
¢ Name of invigilator e Sample / piece testing charges
¢ Name of examiner o Certification charges
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4.2.5 Based on above the following charges are communicated to applicant based on his / her
requirements;

e Training charges, if any
e Sample / piece testing charges, and
e Certification charges

4.2.6 Application form (F/CCS/01) is reviewed for the followings for ensuring compliance with all
requirements, before proceeding;

1. | Isjob/task description clear?

Does all participants having required competence as per certification scheme in

2. terms of educational qualification, experience etc.?

Have their qualification and experience documents submitted along with
application?

Do all participants comply with the physical capabilities? Such as vision, hearing,
4. | mobility including the physical fitness. If anyone is not complying then write down
his name with type disability

Have they provided training certificate (if not opted for training as per the
requirements of certification scheme, for this certification)?

6. | Is the person selected as trainer competent?

7. | Is the person selected as examiner competent?

Is the examination location selected for written exam secure as per the
requirements?

9. | Does the laboratory selected for testing accredited to ISO/IEC 17025?

10. | Does the applicant agree on the laboratory selected for qualification test?

11. | Special requirements, if any

4.2.7 Once everything is clarified and agreed by applicant, then the application form (F/CCS/01)
is accepted and further process of assessment and examination is initiated and the
applicant is treated as candidate for the certification.

4.3 Corporate application processing

4.3.1 Based on the marketing efforts, such as keeping all these information on the web site as
well as by contacting the organization in the need of certification of their personnel are
contacted.

4.3.2 Based on the above effort, the request for the training as well as certification of the

personnel is received from the organization.

4.3.3 Certification Manager prepares detail offer describing the followings considering the
numbers of applicants proposed by organization for the training as well as certification and
is submitted to customer;

¢ Training charges, if any
e Sample / piece testing charges, and
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e Certification charges

434 Certification Manager will do the necessary follow-up with the customer till receipt of order
for the training and certification and details of personnel to be certified considering the
following details;

e Name, and designation and expiration of previous certification details, if any

e Educational qualification, professional qualification, experience etc.

e Name of training institute from where they have taken training, in case of training is not
opted.

e Details of physical fithess of the personnel under certification,

4.35 Upon receipt of the order for the training and certification as well as only for the certification,
the followings are reviewed before acceptance of the order;

If training is opted by organization then;

e Expected date of training, if any

e Location of training ¢ Name of trainer

For assessment and examination

e Expected date of examination e Name of laboratory selected for
e Location of examination hall / centre qualification / practical test item
¢ Name of invigilator ¢ Name of examiner

General requirements for the training and certification;

1. Is job / task description clear?

> Does all participants having required competence as per certification scheme in
' terms of educational qualification, experience etc.?

3. Have their qualification and experience documents submitted along with order?

Do all participants comply with the physical capabilities? Such as vision, hearing,
4, mobility including the physical fitness. If anyone is not complying then write down
his name with type disability

Have they provided training certificate (if not opted for training as per the

5 requirements of certification scheme, for this certification)?

6. Is the person selected as trainer competent?

7. Is the person selected as examiner competent?

8. Is the examination location selected for written exam secure as per the

requirements?

9. Does the laboratory selected for testing accredited to ISO/IEC 170257

10. | Does the organization agree on the laboratory selected for qualification test?

11. | Special requirements, if any
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4.3.6 After review of all the above information and communication with the customer, the order is
accepted and customer is informed to fill up the application form (F/CCS/01). The filled
application form is received as above and then is further processed in consultation with

customer.

4.4 Candidate processing

4.4.1 Based on the application form (F/CCS/01) received, the candidate number is given to each
individual and a candidate file is maintained. The number shall have the following format:

XXXIYYYY

XXX represents the serial number in continuation and YYYY stands for year of acceptance
of application. Means 123/2020, indicates that its 123" number candidate with the
enrollment in year 2020.

Assessment and examination
45 Introduction

The objective is to provide consistent service delivery norms. Certification Coordinator /
Examiners / Invigilators are responsible for ensuring the objectives of their assigned
examinations are fully met. The various activities needed to be carried—out are;

4.6 Arrangement of training

4.6.1 Training is arranged, in case of corporate customer as per the schedule agreed, either at
our training centre or at the customer’s place.

4.6.2 In case of individual candidate either he / she has been invited to schedule training
program, or special training may be done considering the situation and urgency.

4.6.3 Trainer will conduct the training as per schedule and the certificate of training is provided at
the end of training.

4.7 Examination planning

4.7.1 Upon receipt of contract with the candidate, planning is done, examination paper is

prepared from the standard guidelines by Certification Manager and selection of examiners
and invigilators is done. Mode of examination is decided based on the written as well as by
interviewing the candidate alongwith the testing of sample from outside laboratory based on
requirements of certification scheme.

4.8 Conducting Examination

4.8.1 Examination is conducted as per the schedule.

4.8.2 During written exam the attendance of the candidate is taken and records of attendance are
maintained in the Examination hall attendance sheet (F/CCS/06).

4.8.3 During examination, examiners and invigilators check the performance of the candidate.

484 Written exam papers are checked by the examiners and for interview marking is done. The
final set of examination papers etc. are submitted to the Certification Manager for further
actions.

4.85 Test prepared by the candidate is sent to the testing laboratory for the testing, if any.

4.9 Review of examination and assessment of candidate
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49.1 Certification Manager reviews the examination papers / documents submitted by
Certification Coordinator / Examiners / Invigilators.

4.9.2 If required, he may consult General Manager and Technical Experts for such review.

4.9.3 Review of test report received from the outside laboratory for the test piece as a part of
assessment of performance of candidate.

494 Based on above review, Certification Manager will decide for the granting of certificate to
the candidate as well as re-appear for the examination based on his performance.

495 Candidate completing the examination and assessment successfully has been enrolled in
the list of certified persons and certificate is issued as per the procedure no. Management
Representative/01.

4.10 Further the candidate has to ensure periodic re-certification etc. as per the method
described in procedure no. Management Representative/01.

5.0 References

51 Customer agreement records

5.2 Incoming fax / enquiry file

5.3 Quotation file

6.0 Enclosures Nil

7.0 Formats

7.1 F/CCS/01 Application form

7.2 ===== Marketing brochures

7.3 ===== Quotation Format

7.4 ===== Examination planning records

7.5 F/CCS/06 Examination hall attendance sheet
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