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1 PURPOSE

1.1 The purpose of this procedure is to define the general requirements for PAC document control.

2 SCOPE

2.1 This procedure applies to all paper and electronic documents maintained by the PAC Secretary, both on and off-site. 

3 REFERENCES

PAC-SECR-000 - List of PAC Controlled Documents

PAC-EXEC-001 – Memorandum of Understanding

PAC-EXEC-006 – PAC Procedure for Confidentiality

PAC-SECR-002 – PAC Style Manual

4 DEFINITIONS

4.1 PAC Chair
The person who currently holds the position of PAC Chair has authority for document control within PAC.

4.2 PAC Secretary
The person who currently holds the position of PAC Secretary has responsibility for implementing document control within PAC .

4.3 Record
A paper or electronic document designed to record facts and decisions by PAC

4.4 PAC Personnel
Delegates of PAC members who hold specific responsibilities under PAC policies and procedures (eg Chair, Committee Members, Peer evaluators).

5 CUSTODY & CONTROL OF PAC DOCUMENTS

5.1 The PAC Secretary is responsible for records management, according to the minimum requirements of this procedure.

5.2 The master copy of all PAC documents shall be held and controlled by the PAC Secretary.  The Secretary shall prepare, and keep up-to-date a list of all publicly available PAC documents (PAC-SECR-001).  This list shall identify the Issue Number, Issue Date and Application Date of each document issued by PAC.  That list shall be copied to the PAC Website.  

5.2.1 The Secretary shall record date of issue of PAC documents to members.  Email correspondence with members and the notification of posting new or revised documents to the PAC website are deemed to cover this requirement.

5.3 The Secretary shall keep a copy of each superseded document to provide a historical record of revisions and amendments.  These documents shall be available on request.  

5.4 Each member shall ensure that obsolete versions of PAC documents are not supplied to the public, and are removed from use.  Any copies of obsolete versions retained by a member of PAC for legal and/or knowledge preservation purposes are to be suitably identified.

5.5 Each member of PAC shall establish its own control system for the distribution of the latest versions of PAC documents to accredited certification / registration bodies.  That system shall ensure that up-dated versions are supplied in accordance with the member’s own policy.

6 PEER EVALUATION RECORDS

6.1 The PAC Secretary shall maintain a Master List of Peer Evaluation Records for each MLA applicant. This shall comprise the documents noted at Annex 2.  The list shall be stored with the applicant’s MLA documents and shall include the following:

· Record name and location

· Type of record (eg. hard copy, cd rom, email, etc)

· Retention period as per Annex 1 of this document

· Records associated with MLA activities shall be retained for a minimum of two full assessment cycles (8 years). 

7 IDENTIFICATION AND COLLECTION

7.1 All records shall be collected in a manner that ensures legibility and preservation for future reference.

7.2 Identification of records shall facilitate their efficient and effective retrieval / replacement. 

8 ACCESS, FILING AND STORAGE

8.1 All persons having access to MLA records shall be subject to the PAC Procedure for Confidentiality (PAC-EXEC-006) prior to access being granted.

8.2 Other individuals  (such as Regional MLA members) requesting documents or other information shall also be subject to the PAC Procedure for Confidentiality prior to access being granted.

8.3 No original documents shall be removed from the Secretariat.  Appropriate instructions regarding disposal shall be included with the distribution of confidential or commercial in confidence documents.

8.4 All records must be secured against loss, as a minimum in a lockable area.  Electronic records must be backed up on a weekly basis and stored in a separate location, physically removed from where the parent data is stored.

9 MAINTENANCE AND DISPOSAL

9.1 The PAC Secretary shall ensure records are maintained effectively.

9.2 The PAC Secretary may dispose of records that have exceeded their retention period. The method of disposal is at the discretion of the PAC Secretary, however the chosen method must ensure that records are obliterated and cannot be reconstituted.

10 CLASSES OF PAC DOCUMENTS

10.1 It is PAC policy that PAC Policies, Procedures and Guidance documents will be based on Policies, Procedures and Guidance documents issued by IAF.  IAF Policies, Procedures and Guidance documents will be modified only as far as is necessary to meet the needs of PAC.  Any amendments PAC makes to IAF documents shall not alter the substance or intent of the IAF document in so far as it impacts on the accreditation programs of PAC members.

10.2 PAC documents, and revisions to them, shall be classified into the following classes:

10.2.1 PAC MoU and MLA Membership Documents

10.2.1.1 Documents that define and formalise the rules and commitments for membership in the PAC MoU or the PAC MLA. 
10.2.1.2 PAC MoU and MLA Membership Documents are published on the authority of the PAC Plenary.

10.2.2 PAC Policies and Procedures

10.2.2.1 Documents that lay down the procedures to be followed in implementing the PAC program, spelling out the procedures and processes that must be followed in order to achieve the PAC objectives, e.g. for implementation of the MLA.  
10.2.2.2 PAC Policies and Procedures are published on the authority of the PAC Plenary.

10.2.3 PAC Governance Policies and Procedures 
10.2.3.1 Documents that explain the structure or administrative procedures of PAC, such as financial policies and procedures.  
10.2.3.2 PAC Governance Policies and Procedures are published on the authority of the Plenary.

10.2.4 Other PAC administrative Documents 
10.2.4.1 Documents that publicise the activities of PAC, explain its programs to non-members, assist applicants for membership to understand the obligations of membership, or otherwise provide general administrative information on the operations of PAC.

10.2.4.2 These documents are published on the authority of the Executive Committee.

10.2.5 PAC Committee Working Documents

10.2.5.1 Documents prepared for a meeting of a Working Group, Executive Committee or the Plenary of PAC, intended to assist discussion on the issue(s) involved.

10.2.5.2 This category of document is not to be distributed outside PAC without the authority of the Executive Committee.

11 NUMBERING OF PAC CONTROLLED DOCUMENTS

11.1 The numbering of PAC documents shall be determined by the Committee or individual responsible for maintenance of the individual document as follows:
· PAC-CMC-xxx.doc – maintained by the PAC Communications and Marketing Committee

· PAC-DPC-xxx.doc – maintained by the PAC Developing Programs Committee 
· PAC-EXEC-xxx.doc – Maintained by the PAC Executive Committee

· PAC-MLA-xxx.doc – Maintained by the PAC MLA Group

· PAC-SECR-xxx.doc – Maintained by the PAC Secretariat

· PAC-TECH-xxx.doc – Maintained by the PAC Technical Committee

12 PROPOSALS FOR A NEW OR REVISED PAC CONTROLLED DOCUMENT

12.1 Proposals for a new PAC controlled document, or for revision of an existing PAC controlled document may be initiated by the Chair of the relevant committee. The new working item(s) shall be submitted to the relevant Committee as per Clause 11.1 for consideration. The Committee shall review the initiative with the PAC Strategic Plan and / or other working projects for priority, coordination and assignment.
12.2 The following process shall be followed for the development of all PAC documents:

12.2.1 The Committee Chair shall allocate the work of preparing the draft.

12.2.2 The first draft shall be submitted to the Committee Chair, who shall circulate it to all members of the Committee for comment.  The Chair may, if appropriate, circulate the draft to a wider group, or all members of PAC.

12.2.3 All comment received shall be reviewed for appropriate action.

12.2.4 A second draft shall be prepared if required.  All changes shall be clearly tracked in the revised document and each issue should be clearly marked with Draft No in the top left-hand corner of the document header.

12.2.5 A short report should accompany the new draft, listing comments received and the rationale for their inclusion or exclusion in the revised document.

12.2.6 The second draft shall be circulated to all members of the committee and others as appropriate, together with the short report, inviting comment.

12.2.7 Further drafts may be prepared as necessary and circulated in accordance with the above mentioned process.   A final draft shall be approved by the Committee.

12.2.8 Upon approval, the Committee Chair shall forward the final draft document, together with a short report summarising the document’s development / amendment , to the Secretary, for determination of final approval in accordance with Clause 10.2.
12.3 All documents shall be formatted by the PAC Secretary prior to ballot or publishing, for editing.  Editing shall be undertaken in accordance with the PAC Style Manual (PAC-SECR-002). 

12.4 If a document requires the approval of the Plenary, the document, together with any comment the Committee deems appropriate, shall be circulated to all members of PAC.  Approval by Plenary will be in accordance with the rules of Plenary as set out in the PAC Memorandum of Understanding (PAC-EXEC-001). Documents that require approval by the Plenary are noted in Section 10 above.

12.5 Once the document has been approved, the Secretary shall publish it in English, and send an electronic copy to all PAC members.  A copy shall also be posted to the PAC Website.

12.6 Proposals for changes to, or new, IAF guidance and/or procedures documents will be considered by the PAC MLA Management Committee, and if supported, will be forwarded to the PAC Executive for endorsement.  Endorsed proposals will then be forwarded to IAF with a request that the proposal be submitted to the appropriate IAF committee.

13 REVISION OF PAC DOCUMENTS

13.1 When a PAC document is revised the entire document is to be re-issued.  The same document number shall be retained, but a new Version number and a new issue date shall be shown on the revised document.

13.2 Authorisation for the issue of revisions to PAC documents shall follow the same rules as for the authorisation of issue of the original document.

14 WITHDRAWAL OF PAC DOCUMENTS

14.1 In the event that a PAC document is considered to be no longer relevant, a recommendation shall be made to the relevant Committee as per Clause 11.1 to endorse the document’s withdrawal. 

14.2 Authorisation for the withdrawal of PAC documents shall follow the same rules as for the authorisation of issue of the original document.

15 ANNEXES

1.
List of Records Maintained at PAC Secretariat

2.
Summary Sheet for MLA Applications

LIST OF RECORDS MAINTAINED AT PAC SECRETARIAT

	Name of the record
	Reference
	Record Type
	Retention period

	List of PAC Controlled Documents
	PAC-SECR-001
	Soft copy / website
	Current

	
	
	
	

	Application to join the PAC MoU
	PAC-EXEC-010
	Hard copy / soft copy
	Permanent

	MoU membership application summary
	PAC-EXEC-012
	Soft copy
	8 years

	Confidentiality statements
	PAC-EXEC-006
	Hard copy / soft copy
	5 years after retirement of signatory from PAC activities

	
	
	
	

	Application to join the PAC MLA
	PAC-MLA-003
	Hard copy / soft copy
	Permanent

	PAC Peer Evaluation Records
	Annex 2 of this document
	Hard copy / soft copy
	8 years

	
	
	
	

	MLA signatories list
	PAC-EXEC-009
	Soft copy / website
	Current

	
	
	
	

	Complaints Register
	
	Soft copy
	8 years history

	
	
	
	

	Peer Evaluator (PE) resumes
	
	Hard copy / soft copy
	Update every 4 years.  Retain for 5 years after retirement of PE from PAC activities

	PE Workshop – Evaluation of participants
	
	Hard copy / soft copy
	5 years after retirement of participant from PAC activities

	PE Evaluation of Trainee, TM and Tl
	
	Soft copy
	5 years after retirement of PE from PAC activities

	
	
	
	

	Members of EC
	
	Soft copy
	Current

	Members of MLAMC
	
	Soft copy
	Current

	Members of the TC
	
	Soft copy
	Current

	Members of DPC
	
	Soft copy
	Current

	Members of PC
	
	Soft copy
	Current

	
	
	
	

	Proposals for changes in PAC documents
	
	Soft copy
	2 years 

	
	
	
	


	Name of the record
	Reference
	Record Type
	Retention period

	Internal audit reports, NCs, follow-up
	
	Soft copy
	8 years

	
	
	
	

	PAC Executive Committee Meetings
	
	Soft copy
	5 years

	PAC MLAMC Meetings
	
	Soft copy
	Permanent

	
	
	
	

	PAC Annual Meetings – agenda, Proceedings of all committees
	
	Soft copy
	5 years

	
	
	
	

	Correspondence with members
	
	Soft, email
	1 year

	Other correspondence
	
	Soft, email
	1 year


SUMMARY SHEET FOR MLA APPLICATIONS

Name of Applicant:



Program applied for:



	No.
	Record
	Date
	Record Held

	1.
	Application and all documentation received
	
	(eg electronically or on file)

	2.
	Application analysed (applchck.doc)
	
	(as per 1)

	3.
	Members of MOU / MLA Group advised of application
	
	(eg by email – include date of email and file in email folder where held)

	4.
	Objections received / not received
	
	(as per 3)

	5.
	Approved by 
	
	(as per 3, or in meeting minutes – advise date of meeting)

	6.
	Team Leader Appointed / conflict of interest
	
	(as per 5)

	7.
	Team Member(s) Appointed / conflict of interest
	
	(as per 5)

	8.
	Applicant advised of proposed team
	
	(as per 3)

	9.
	Applicant Accepts / objects to Team
	
	(as per 3)

	10.
	Full set of documentation sent to each team member
	
	(eg by email as per 3 or by post – advise date of posting)

	11.
	Peer Evaluation Date Set
	
	(as per 3)

	12.
	Applicant Accepts Date
	
	(as per 3)

	13.
	Preliminary report received from Team Leader
	
	(as per 3) advised whether signed or electronic signature

	14.
	Evidence that report has also been sent to applicant
	
	(as per 3)

	15.
	Preliminary report forwarded to Ad-hoc Committee
	
	(as per 3)

	16.
	Proposed corrective action received from applicant
	
	(as per 3)

	17.
	Team Leader accepts proposed corrective action
	
	(as per 3)

	18.
	Ad-hoc Committee advised of TL’s acceptance of proposed corrective action
	
	(as per 3)

	19.
	Ad-hoc Committee recommendation forwarded to MLAMC
	
	(as per 3)

	20.
	MLAMC recommendation to MLA Group
	
	(as per 3, or in meeting minutes – advise date of meeting)

	21.
	MLA Group decision
	
	(as per 3, or in meeting minutes – advise date of meeting)

	22.
	No objections / objections to admission of member
	
	(as per 3, or in meeting minutes – advise date of meeting)

	23.
	Appeal lodged (if applicable)
	
	(as per 3)

	24.
	Appeal committee formed (if applic)
	
	(as per 3)

	25.
	Appeal decision (if applic)
	
	(as per 3)

	26.
	Follow-up action (eg. re-visit required)
	
	(as per 3)

	27.
	MLA signed
	
	Copy on file

	
	
	
	


Notes 

1.  If a revisit is required, a separate sheet could be started at item 11 (assuming same TL is used) and attached to this proforma.
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