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FOREWORD 

 

This red line vers ion of  IECEx OD 032 highlights the changes made to the p revious ed ition. A 
vert ical bar appears in the margin wherever a change has been made. Additions are in g reen 
tex t ,  delet ions are in s t rikethrough red  tex t.  

Document history 

Date Summary 

February 2008 Or iginal Issue (Version 1) 

Jan uary 2009 Ed i tion 2.1 

Issued to take into account editorial formatting changes only. No technical changes. 

Ap r il 2018 Ed i tion 2.2 

Up dates of the Secretariat contact details, references to ISO/IEC 1700 series and 
o ther editorial corrections. 

Oc tober 2018 Ed i tion 3.0 

Up dated scope, t it le and references. 

March 2021 Ed i tion 4.0 

Up dates to provide greater c larity over 
•  Use o f video and teleconferencing 
•  Ap p roval of cost estimates and it inerary 
•  O th ers 

 

Add ress: 
IECEx Secretariat c /o IEC Sydney Office 
The Execut ive Centre 
Austral ia Square, Level 33 
264 Geo rge Street  
Sydney, NSW 2000 
Austral ia 
 
Contact  detai ls: 
Tel:  +61 2 4628 4690 
Fax:  +61 2 4627 5285 
inf o@iecex.com 
www. iecex.com 

mailto:info@iecex.com
http://www.iecex.com/
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Guidelines and information for IECEx assessments 
 

1 Scope 

This  document p rov ides guidelines and  info rmat ion to IECEx assesso rs  doing assessments  of 
bodies seek ing to ob tain o r continue acceptance as an ExCB o r ExTL in the IECEx Certif ied 
Equipment Scheme, ExCB in the IECEx Cert if ied Serv ice Fac il ities Scheme, ExCB in the 
IECEx Cert if ied  Conformity Mark Licensing  System Scheme o r ExCB in the IECEx Scheme for 
Cert i f ication o f  Personnel. 

The info rmat ion here summarizes o r supplements the requirements  in IECEx OD 003-2. It is 
intended to  assist assessors  and  help achieve consistency in the assessment p rocess.  

NOTE An y  suggestions for updates should be directed to the IECEx Secretariat. 

2 References 

a) IECEx 02,  IECEx Scheme Rules  of  Procedure 
b ) IECEx OD 003-2, IECEx Assessment, surveil lance assessment  and re-assessment of 

ExCBs and ExTLs operat ing in the IECEx 02,  IECEx Cert i fied Equipment Scheme 
c ) ISO/IEC 80079-34,  Quality  system requirements for manufacturers 
d ) IECEx OD 009,  Issuing of  cert i ficates, ExTRs and QARs  
e) IECEx Document OD 025, Management of assessment and surveillance programmes for 

manufacturers 
f ) IECEx OD 203,  IECEx Prof iciency Test ing Programme 
g ) F-003,  IECEx Assessment  Report  Form  
h) F-004,  Site Assessment Report  Form  
i) ISO/IEC 17065,  Requirements  for cert i fication bodies operat ing product  certi fication 
j) IECEx OD 017,  Drawing and documentat ion guidance 
k ) ISO/IEC 17025,  Requirements  for tes t ing laboratories  
l) IECEx Technical capabil ity documents (TCDs) 
m) ExTAG dec is ion sheets (DSs) 
n) ISO/IEC 17024,  Conformity  assessment  – General requirements for bodies  operating 

cert i f ication of  persons  

3 Preparing for assessments 

3.1 Defining the assessment team 

The init ial s teps in the assessment  p rocess are essent ially as  shown below. 

The p rocess begins with: 

• An init ial application, 

• An app lication f or a scope change that wil l  require an on-s ite v isit , o r 

• Ident if ication o f  the need  f or a surveillance v isit o r re-assessment . 

Fo r init ial applicat ions,  the IECEx Secretary carries  out  a rev iew of  the app lication and may 
require f urther ac tions of  the app licant.  
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Fo r re-assessments under the IECEx 02 Scheme, the Secretariat  p rovides a desk top rev iew 
repo rt (DTR) concerning the act ivities of  ExCBs and ExTLs, inc luding an ExTL’s part icipation 
in the IECEx Pro f iciency Test ing Programme. 

At this  stage,  the applicant  may ag ree to a p re-assessment  visit  with one assesso r p rio r to  an 
init ial assessment by  a team. The repo rts f rom the p re-assessment vis it are t reated as 
conf idential between the assesso r and the body, but the knowledge gained can be used by 
the body to  help p lan for the init ial assessment. 

When the app lication rev iew has been successfully comp leted, the IECEx Secretary wil l 
identify a lead assesso r and expert assessor(s). He may also consult with the Conveno r of 
IECEx Assessment Group (ExAG). In some cases, a member of  the team may be des ignated 
as  an "o f f-site" assessor.  

Once the availab il ity of  the assessment team has been estab lished, the IECEx Secretary wil l 
seek ag reement  f rom the body to be assessed.  

3.2 Establ ishing dates and costs 

The f o l lowing ac tions are carried  out p rior to the assessment: 

• Dates  are ag reed  with the body to  be assessed. 

• The assesso rs invest igate t ravel options and potent ial costs, ensuring that only relevant 
t ravel costs are at t ributed to  the bodies that are being  subjected to  the IECEx assessment. 
NOTE IECEx  OD 003-2 states  that “Travel  times charged  for each assessment visit shall  not exceed one day 
unless there are compelling circumstances and approval is obtained from both the IECEx Secretariat and the 
ap plicant.” 

• The lead  assesso r puts  together a conso lidated  cost  est imate and where necessary 
consults with the Secretary in i ts  p reparation.  

• The est imate is  p rovided to  both the body to be assessed and the IECEx Secretary for 
ag reement (inc lud ing the it inerary) is ag reed to between the assessor and the body in the 
f irst  instance. Although there may need to  be some later change (for example in t ravel 
costs), a formal acceptance f rom the body to be assessed is required . A typ ical cost 
es t imate is  shown in Annex A.  

• Travel arrangements are f inalized and  submitted to  the Secretariat  for rev iew and  f il ing. 

• Travel p lans should not be f inalized unti l the lead  assesso r has received ag reement f rom 
the body and  the Secretariat  on the cost es t imate. 

3.3 The assessment plan 

Generally, in parallel with the actions in Clause 3.2 above, an assessment plan is  p repared by 
the team leader.  

This  invo lves: 

• Clarifying  the scope of  Standards to  be covered by  the assessment  as  this  may impact on 
the leng th o f  the on-s ite v isit  

• Consultation with fel low assessors to  determine the al location o f  duties 

• Preparat ion of  the p lan to  p rov ide an ind icat ion of  the act ions to be taken each day and 
who  wil l  be respons ible 

A typ ical p lan wil l  inc lude: 

• The lead  assessor’s understanding o f  the scope and  any p roposed changes o r ex tensions 

• An opening meet ing 

• A b rief  tour of  the f aci li ties 
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• Al location o f  wo rk to  the assessment  team for the period 

• A closing meeting  where the f indings of  the assessment, inc luding d raf t repo rts, will be 
p resented 

• A l is t  o f  any tes ts that  the team want  to  witness 
• Clarif icat ion of  any documentat ion to  be completed  by the body p rio r to  the assessment as 

shown in Clause 3.4 

An example of  a p lan to be carried out by a team is shown in Annex B. An example of  a plan 
that  may be used  f or a surveil lance v is it is  shown in Annex C.  

3.4 Prior reading 

For the IECEx 02 Scheme the following documentat ion should  be obtained  f rom the body p rio r 
to  majo r assessment v isits (init ial assessments  o r re-assessments): 

• TCD including for all the relevant Standards listed in scope, a lis t of  the test equipment 
with pho tos,  

• ISO/IEC 17065 and  ISO/IEC 17025 check lis ts, 
• Pre-f i l l the combined IECEx assessment report  form, F-003,  

• Staf f  competence matrix, 

• Lis t  o f  subcontractors  for tes ting o r aud iting of  manufacturers,  

• ISO/IEC 17065 and  ISO/IEC 17025 accred itations, when app licable, 

• The quality manual,  and  

• The body’s  p rocedures that  are specif ic  to the IECEx Scheme. 

Some familiarisat ion with the above may ass ist the on-s ite assessment and help assesso rs 
bet ter p repare f or the assessment. 

Fo r the other IECEx Schemes the informat ion sought  will  vary  f rom that  above (refer to IECEx 
OD 316-* and  IECEx OD 501).  

3.5 Use of video or teleconferencing 

In not ing that an assessment of  an ExCB o r ExTL encompasses both on-site assessment 
act iv ities as well as off -s ite assessment of  documentat ion etc. , use of  video o r 
teleconferenc ing  faci li ties can be an ef fect ive too l during an assessment, espec ial ly when 
assess ing documentation o r conduct ing interviews of  key personnel. 

Use of  video o r teleconferencing may be used across al l IECEx Schemes, subject to the 
guidance contained in this  c lause. 

However, use of  video o r teleconferencing cannot be used to p revent at least one member of 
the assessment team f rom vis it ing the site of  a new applicant ExCB o r ExTL. The following 
sets  some guidance when us ing  v ideo o r teleconference f aci li ties : 

• Dates and t iming of  video o r teleconf erencing sessions should  always be well planned and 
coo rdinated in s imilar manner to  a f ace-to-face meet ing. 

• Each event  should result  in the assesso r p rovid ing a repo rt of  the event  to the body and 
for the assessment  reco rds,  identifying  who part ic ipated and  the conc lusions of  the 
sess ion. 

• Video o r teleconferencing can be a most cost ef fect ive too l during document rev iews and 
rev iews o f  f ollow up  ac t ions and  may help  to reduce the level o f  email communications. 
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• At al l times and as part of  their overall management of  the assessment, it is the IECEx 
Lead Assesso r that shall determine if  and  how v ideo o r teleconferenc ing shall be used 
during an IECEx assessment, in their quest for gathering ob ject ive ev idence to 
demonstrate compliance with IECEx requirements.  

• Video communicat ion may be used for the scope extens ion application fo r an ExCB 
p rov ided  the assesso rs have availab il ity of  and ready access to the ExCB’s management 
documentat ion and p rocedures in elect ronic f ile format. The use of  video conference 
packages such as “GoToMeet ing ” and “Zoom” etc.  have v ideo and vo ice capab il it ies and 
screen sharing . 

• Video communication may be used to  verify  the co rrec t p reparat ion/operation of  a specif ic 
tes t that is not covered within the ex ist ing technical scope of  an ExTL, subjec t to the 
ag reement of  the lead assesso r in consultation with the Executive Secretary. However, a 
s ite v isit may be required to be conducted by a lead  assesso r within 12 months of 
achieving  the scope extens ion, as  determined  by  recommendat ion of  the lead  assesso r o r 
the Execut ive Secretary  in consultation with the lead assesso r. The ExAG Conveno r and 
Deputy Convenor may also be consulted. 

• The IECEx Secretariat  may be consulted  along  with the ExAG in develop ing an 
assessment  p lan f or this  specif ic  s ituation.  

4 The on-site assessment 

4.1 The opening meeting 

At the opening  meet ing it  is  recommended that  the f ollowing take p lace: 

• Circulate an at tendance f orm 

• A " thank-you" to the body visited  for their applicat ion (where app ropriate) and for 
f ac i li tating the assessment team’s  v isit 

• Int roductions of  the assessment team and personnel p resent  f rom the body to be 
assessed 

• Ag reement  on the scope to  be addressed during the v isit 

• Provis ion fo r the body to  be assessed  to  describe its  operation and  any changes that may 
have taken p lace s ince a p rev ious assessment 

• Ag reement  on the schedule for the period  of  the assessment.  This should  consider 
availab ility of  the body’s s taf f over the period o f  the assessment  

• Ident if ication of  any information that might be needed during the assessment for the 
repo rts, such as accreditation cert if icates and scopes, and data on cert if icates and/o r test 
repo rts issued 

• Clarif icat ion of  the documentat ion that will be p roduced during the assessment. This 
should include an explanat ion of  the repo rts that  wil l be p roduced  and whether they wil l be 
made public o r retained by  the Secretariat as supporting ev idence.  Where repo rts will be 
sub ject  to  vot ing , the body should be given a summary o r how this  wil l occur and  poss ible 
t ime f rames (for example,  the two -month period for vo ting) 

• It  may be helpful to  point out that the assessment  is  seeking ob ject ive ev idence of 
compliance with the relevant  Standards and  IECEx requirements,  not  look ing fo r p roblems. 
Further, that i t is only  a sampling exerc ise and does no t f ind  everything that may need 
at tent ion 

It  is  helpful to c larify that  IECEx scheme assesso rs are bound  by conf identiali ty ag reements. 
If  requested, you should also ag ree to sign a conf identiality ag reement  for the body concerned 
(at  least  i t  shows that  they are serious about  conf ident ial ity ). 

Fo r mult i-day assessments , it is  sometimes useful to  have a sho rt  opening meet ing at  the 
beg inning of  the subsequent days to look at  logis tics for that  day. 
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4.2 The faci l i ty tour 

This  is  particularly impo rtant  where the assessment  is  of  an ExTL. The idea is to  give the 
assessment team an overv iew of  the fac il it ies.  Since the assessment is  only  a samp ling 
p rocess, it  may g ive the oppo rtunity  to  see some fac il ities  that  may not be examined  during 
the detai led aud iting. 

However, in-depth discussions o r invest igations should be avoided during this tour as the time 
taken will  reduce the t ime available for the res t of  the assessment.  Some bod ies are very 
p roud of  the range of  their activit ies  and wil l  want  to show testing  other than that d irect ly 
relevant to  Ex. This may be accommodated p rov ided it does not  take up  too much time,  and it 
may p rov ide insight into the capabil ity  of  the o rganisation to which the Ex part  reports. 

This  tour is  also an opportunity to take photographs, but  permission must f irst be asked. 

4.3 Getting down to work 

4.3.1 Interviewing staff 

After the faci lity tour, it is t ime fo r the team to separate (where there is more than one) to 
undertake their tasks . Generally,  this wil l involve interviewing the relevant  staf f  involved in the 
area that you are concerned with. Try to target a c ross-section of  staf f , both experienced and 
newer s taff , to get a feeling of  the depth of  experience, and the effec tiveness of  training and 
inf o rmation d issemination p rogrammes. 

4.3.2 Focus of the assessment 

It  is  recommended that a f ocus o f  the assessment should be: 

• Ensuring that scheme requirements contained in the IECEx rules,  operational documents 
and  ExTAG dec is ion sheets are being  met  and  are adequately covered by  p rocedures 

• Examining technical aspects  of  Ex assessment and testing are met.  Some accreditation 
bodies do  not  consider assessment  part  of  the requirements to be met as  an accreditation 
body and  this is  a c rit ical area 

• Examining common Ex techniques such as Ex d  and Ex i in detail , as  these are universally 
app lied and  p rovide a good appreciat ion o f  the competence o f  a body in this  f ield 

• Ensuring the body has the three elements of  adequate faci li ties , app rop riate p rocedures, 
and  competent s taf f.  The las t  two  wil l  be the most appropriate f or an ExCB 

4.3.3 Some assessment techniques 

Some usef ul assessment techniques are shown below. 

4.3.3.1 Put people at ease 

Try  to f ind ways to put peop le at ease. You wil l learn a lot mo re that way. Fo r examp le, if 
casual d ress is no rmal for the body, then look for an oppo rtunity  to look less  formal by 
removing  a coat  o r taking  off  a t ie but  don’t  be d is respectful by turning up in casual d ress to a 
body that encourages formal d ress.  Be aware that d ress s tandards may vary throughout  the 
year o r even throughout the week. Depend ing on your personality, t ry  to s t rike a l ighter note 
when poss ible but  be careful about any jokes that you may use. 

4.3.3.2 Seeking objective evidence 

You should  seek object ive evidence of  comp liance with the ISO/IEC Standards and IECEx 
System requirements.  This may be found through questions, examining  p rocedures, and 
looking  at  actual p ract ice (for examp le through rev iew of  f iles  o r examining  reco rds).  All  three 
should  be consistent,  and  all  p rocedures should be cons istent  with each o ther.  
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One ef fect ive app roach is  to  use the "show me" technique.  Firs t, ask  how they do  it,  then ask 
to the see the p rocedure and f inally ask to see an examp le of  how it is done in p ract ice. Fo r 
example, when examining issues of  how conf identiality is ensured, they might say that s taf f 
are required to  s ign conf identiali ty ag reements.  Ask to  see this  in their p rocedures and  then 
ask them to  show you an examp le of  a signed ag reement.  It  is  also  good to  note this  in the 
repo rts, so  it  is  c lear that you have fol lowed the who le p rocess. 

4.3.3.3 Fol lowing a trai l  

Often you may need to  follow a long paper t rai l to f inally f ind the ev idence you seek. But be 
pers istent.  If  you have ident if ied a potent ial area of  non-compliance, you should  follow it 
through unti l you f ind the evidence that  estab lishes compliance o r that  identif ies an issue. 
Somet imes you may need to give them t ime to seek the ev idence and move on to something 
else but  don’t  forget  to come back to i t. If  you f ind the evidence of  comp liance, reco rd  it  in the 
repo rt  o r your no tes. 

4.3.3.4 Types of questions 

Be careful about asking quest ions that can be answered with a s imp le "yes" o r "no". These 
are commonly called "closed questions" ’ and will not p rovide much informat ion. They may 
even jus t guess right. Try  to  use "open quest ions"  that  will  require them to p rov ide a longer 
answer and reveal mo re about  their knowledge.  Avo id the urge to  answer your own quest ions 
o r to volunteer information about something you want to  know their understanding on. Annex 
D includes some suggestions that have come f rom an Assesso rs ’ Rev iew Day on ways to go 
about  quest ioning.  

4.3.3.5 Cultural  issues 

Try  to  be sensitive to cultural issues. Fo r example, if  you are doing an assessment in a 
country  where the use of  surnames is the no rm then be careful about  us ing  f irst  names. On 
the o ther hand , if  you think that you wil l put peop le at ease by inv it ing them to use your f irst 
name then certainly  do it . 

4.3.3.6 Examining records 

It  is always a good idea to  examine records both in the ExCB and ExTL. These will  of ten 
p rov ide the best evidence of  how the body is really operat ing. Fo r ex ist ing  bodies in the 
scheme, look at examples of  CoCs, ExTRs and  QARs. Fo r new bodies,  t ry to f ind examples of 
s imilar wo rk . 

4.4 Witnessing tests 

When assess ing ExTLs inc lude witnessing  some tes ting.  It  is  recommended that the following 
app roach be taken. 

• The tes ts  to be witnessed should be adv ised in the assessment p lan. 

• The test artefacts with satisfacto ry results p roved by part ic ipating in IECEx p rof iciency 
tes ting  prog rammes in last  f ive years  may be excluded  as witness tes t artefacts at the 
d iscretion o f  the assessor. 

• Where possib le t ry to get  tes ts  conducted  using  no rmal p rocedures, such as  us ing the 
usual methods of  recording results. 

• Try  to put the operato rs at ease, as it is a b it scary having an international assesso r 
peering  over your shoulder. 

• This  can be a good opportunity to reco rd  and check the calib rat ion of  the inst ruments used . 

4.5 Finding issues 

Any issues found during the assessment p rocess must have a basis in scheme rules, 
ISO/IEC 17065,  ISO/IEC 17025 o r ISO/IEC 17024,  o r have a technical jus t ification. 
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If  you f ind issues (non-conformit ies) that you believe wil l need add ressing,  be upfront  about i t. 
There should be no surp rises at the clos ing meeting. It is also possib le, if  they are c lear that 
you are unhappy about something , that they will be able to p rovide some add it ional 
inf o rmation that wil l  c larify mat ters  immediately. 

You should discuss issues you have found as early as poss ible with your fel low assesso rs, 
part icularly the lead  assessor. 

In the unlikely event that majo r issues have been raised that may p revent the continuat ion of 
the assessment, the lead assesso r must seek an interview with the senio r management 
rep resentat ive of  the ExTL or ExCB, under assessment, and may require any one of  the 
f o l lowing: 

• Terminat ion o f  the assessment 

• Convert  the assessment  to a “p re-assessment” 

• Seek add itional information in o rder to p roceed 

• Fo r such an event ,  the IECEx Secretariat should be immediately informed 

4.6 The closing meeting 

Over a multi-day assessment,  it  sometimes helps to have a sho rt clos ing meeting at  the end 
of  the earl ier days just to give peop le an idea of  how the assessment is go ing and how 
s ignif icant any issues are that  are being  f ound.  This  meet ing can be quite informal. 

On the f inal day, a formal c losing meet ing is held . This  will  be conducted  by the lead assesso r 
and  should  cover: 

• Circulate at tendance l ist  (may be same form as used  for the opening meet ing) 

• A thank for "enduring" ’ the assessment  and any hospital ity p rovided,  such as lunches.  It  is 
also  a good t ime to  make some positive remarks about the operat ion 

• An ind icat ion of  what the recommendat ion wil l be f rom the assessment.  Don’t keep them 
hang ing  on unt i l  the end  because this is  what  they are really  wait ing to hear 

• A review of  the repo rts and a reminder of  what wil l be open and  what conf ident ial.  If  this 
rev iew is done using  the p ro jecto r,  it  is  poss ible to co rrec t any mistakes o r take account of 
feedback during the closing meet ing. Make it c lear that  there wil l be f urther oppo rtunities 
to  comment af ter the c losing meet ing 

• Detailed  advice on the issues found.  This  should  seek acceptance of  the issues and can 
inc lude d iscussions on how they might  be resolved 

• Any observations o r comments about  the operation.  This  is  an oppo rtunity  to leave them 
with some ideas of  how to imp rove but in circumstances where act ion is not necessary to 
p rov ide a recommendation on acceptance 

• Fo r re-assessments o r surveillance vis its, a commitment to when act ions will be taken 
should  be obtained 

• Advice on what comes next and an ind icat ion of  possible t ime f rames (remember that the 
vo t ing period once everything is  right  is two  months) 

• An opportunity f or the o ther assessors  to add their comments 

• Prov ision of  the repo rts in d raf t f orm 

• A f inal thank you, inc luding one to the res t  o f  the assessment  team 
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5 The reports 

5.1 Reports for voting or endorsement 

The repo rt  shown in f orm F-003 is  used  to  p roduce reports on the ExCB and  ExTL.  This  f orm 
add resses reports for f our schemes: 

• ExCB f o r IECEx Cert i f ied Equipment Scheme 

• ExTL f o r IECEx Cert i f ied Equipment Scheme 

• ExCB f o r IECEx Cert i f ied Serv ice Fac il ities Scheme 

• ExCB f o r IECEx Conformity Mark  Licensing System Scheme 

• Schemes that  are not  relevant for an assessment can be deleted  and  the contents 
updated to ref lect  the rev ised content. 

It is impo rtant that these repo rts be comp leted in their entirety for initial assessments and re-
assessments. For scope extens ions, only the relevant parts wil l need to be comp leted. It is 
recommended  that  where f easib le these be completed  in f ront  of  those you are interviewing 
us ing a p rojec tor o r "beamer". This allows them to  comment on whether you are getting  the 
inf o rmation right  and  contributes to  the openness o f  the p rocess. 

When compiling these repo rts keep in mind that you are t ry ing to convey to the ExMC 
members  what  you have found . Try  to inc lude suf f icient  informat ion not  only to  demonstrate 
comp liance but also to paint a p ic ture of  what  the operation is l ike. 

At the assessment,  these repo rts will  be p repared  in d raf t form and  may be subjec t to several 
of  changes before being issued.  The f inal repo rts  must  be at a stage where al l issues have 
been reso lved, and  both the assessment  team and the body under assessment  have ag reed 
to  the content. Where issues have been found, there should  be enough info rmat ion to  ind icate 
what these were, part icularly for re-assessments as an ind ication of  how well the body has 
been operating. There should also be a clear indicat ion that the issues have been reso lved 
but  the detai l  may be shown in the conf idential reports. 

Once the repo rts are f inalized, they are sent to the IECEx Secretary for f inal rev iew before 
being  sent out  for vot ing (init ial assessment o r scope change) o r endo rsement  (re-assessment 
without  major scope change). 

5.2 Site assessment reports and other confidential information 

Typ ically , the f ollowing information may also be completed as  part  of  an assessment p rocess: 

• A site assessment repo rt F-004 (formerly IECEx OD 006), which inc ludes reco rds of 
issues found and  how they have been reso lved 

• Technical capabili ty documents (TCDs) 

• Check lis t for ISO/IEC 17065 (IECEx OD 107) 
• Check lis t for ISO/IEC 17025 (IECEx OD 018) 

• Check lis t for ISO/IEC 17024 (IECEx OD 507) 

• Documented records o f  tests witnessed 

• Pho tos of  the f aci li ty and  tes ts witnessed when no t  inc luded in the TCD 

• Assessors’ no tes 

Generally ,  the above wil l  form part o f  the conf idential supporting informat ion. 
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Fo r a surveil lance visit , only the site assessment repo rt with the suppo rt ing informat ion is 
required,  provided no scope extensio n has been sought. The f inal repo rt is retained by the 
IECEx Secretariat. 

5.2.1 Site assessment report 

Only one site assessment  repo rt  is  required  even if  both an ExCB and  ExTL is  being 
assessed. This document  can p rov ide a convenient way to  index all  the suppo rting 
documentat ion. The site assessment repo rt  contains  references to  the TCDs and  has 
p rov ision to inc lude annexes that be used to include all  the other documentat ion. It is 
suggested that as a minimum the s ite assessment report and the Annex A (ExCB issues and 
subsequent  responses/actions) and Annex B (ExTL issues and subsequent responses/act ions) 
be comp leted by  the end  o f  the assessment. Other annexes may be added later. 

5.2.2 Technical  capabi li ty documents 

It  is d iff icult  to  f ind  t ime to comp lete the TCDs at the on-s ite assessment, and  so it  helps  to 
get  the body under assessment  to comp lete as much as possib le beforehand.  Then any 
assesso r’s  notes  can be added  while on s ite.  The format  of  the TCD for the equipment 
scheme is in three parts . The f irst examines the knowledge and competency of  the staff . The 
second contains p rov ision to list any relevant p rocedures o r wo rk inst ruct ions. The third 
identif ies the relevant tests and the equipment that is held by the ExTL being assessed . Both 
the las t  two  parts can be completed beforehand. 

5.2.3 Mid-term assessments 

For a mid -term assessment, the following forms should be used , and the s ite assessment 
repo rt  wil l  no t be necessary:  

• IECEx OD 204 – Mid -term assessment repo rt fo rm acco rding to Sect ion 3 of  IECEx 
Operat ional Document OD 003-2 

• IECEx OD 205 – IECEx check list for the rev iew o f  IECEx CoCs, ExTRs, QARs 

5.2.4 Records of issues found 

Annex A for the ExCB be used to reco rd the issues found as shown in F-004. It is pref erable 
that  these be reco rded at the assessment and d iscussed at the c losing meet ing. The second 
and third co lumns are generally completed af ter the assessment . The second and third 
co lumns may have more than one entry against an issue if  it takes more than one attempt by 
the body to  resolve it . 

A s imilar approach to  the above wil l  be used f or Annex B f or the ExTL.  

5.2.5 Checkl ist for ISO/IEC 17065 

It helps to have the second co lumn of  the check lis t for ISO/IEC 17065 completed beforehand 
by the body under assessment . This then gives a quick  lead  into  the relevant manuals  o r 
p rocedures to es tablish compliance with the Standard.  A signif icant number of  the 
requirements  of  ISO/IEC 17065 wil l already have been add ressed if  the ExCB repo rt  has been 
completed  beforehand.  If  a body holds  accred itat ion as  a certifying  body, no t all  clauses need 
to be add ressed. However, in some cases, the c lauses should be related to the IECEx 
scheme where there are requirements in the rules .  

5.2.6 Checkl ist for ISO/IEC 17025 

For the checklist fo r ISO/IEC 17025, a s imilar app roach can be taken as for the check lis t for 
ISO/IEC 17065.  
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5.2.7 Checkl ist for ISO/IEC 17024 

For the checklist fo r ISO/IEC 17024, a s imilar app roach can be taken as for the check lis t for 
ISO/IEC 17065.  

5.2.8 Records of tests witnessed 

There is p rov ision in F-003 to include a l ist for all the tests that have been witnessed . It 
recommended that  addit ional information, inc luding pho tos, be inc luded in the TCD.  

5.2.9 Photos of the faci l i ty and tests witnessed 

For new ExTL app lications, it is  recommended that photos  of  the test f aci li ties  be reco rded.  In 
al l cases, it is usef ul to take pho tog raphs of  any tests witnessed to p rovide a reco rd of  what 
has been seen. These photos  will no rmally be inc luded in the TCD. Always seek permiss ion at 
the s tart  o f  the assessment  v isit to  take pho tos and  comply with any conditions p rovided. 

5.2.10 Assessors’  notes 

It  is recommended that any other assesso rs’ notes be attached as annexes to s ite 
assessment  report. 

6 After the on-site visit 

6.1 Resolving issues 

Generally,  issues can be reso lved  by co rrespondence. However, occasionally  if  a signif icant 
range of  issues is found , a follow-up v isit may be necessary  either by the team o r a member 
of  the team. In such a case the follow-up on-s ite v is it wil l take a similar app roach to the f irst 
v is it . 

When reso lv ing  issues by co rrespondence, the f irs t step  will no rmally be receipt  of  information 
on act ions taken by the body together with any suppo rt ing information. It can be usef ul to get 
them to  complete the second  column of  Annexes A and B of  the site repo rt when submit ting 
act ions. These act ions should reference the suppo rt ing informat ion, inc luding where relevant, 
the part icular parts o f  documents. 

Generally, the lead assesso r will  review the act ions. This can be done using co lumn three of 
the annexes. This review should then be ag reed with the rest of  the assessment team. It can 
then be sent back to the body for comment. The repo rts may also go through revis ion at this 
t ime.  

Depending  on how well the act ions are done,  there may be a need to do  this p rocess more 
than once.  

Assesso rs  and bodies are reminded  that where matters  remain open o r unresolved  12 months 
o r mo re following  an assessment,  a further additional s ite vis it  by one of  the IECEx assesso rs 
is  no rmally  required and  at  the cost of  the body under assessment . 

6.2 Final izing reports 

Once all  issues have been reso lved, it should be poss ible to f inalize the repo rts.  Again, it is 
recommended that the f inal repo rts be ag reed with the team before sending to the body for 
their ag reement .  

When ag reement  has been received  f rom the body, the repo rts  can be sent  to  the IECEx 
Secretariat fo r review. This may invo lve some changes to the repo rts that depend ing on their 
nature may require further ag reement  f rom the assessment team and the body under 
assessment . 
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When the rev iew is comp lete,  the repo rts  will  be sub ject  to the next  part of  the p rocess that 
may be vo t ing o r endorsement by  the ExMC members. 

At this  stage,  the involvement  of  the team members is generally  complete,  unless there is a 
need  to  answer any quest ions that  coming up  during the vo ting o r endo rsement p rocess. 
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Annex A 
 

Example of a cost estimate 
 

Co s t estimates for assessment of <body>     

       

Co s ts  Lead  assessor Assessor 1 Assessor 2 

Rate i n CHF   1 500   1 250   1 250 

Assessment preparation, co-ordination, 
repor ting, post assessment activities 
(d ays) 

3 4500 2 2500 2 2 500 

Travel t ime (days) 1 1 500 1 1 250 1 1 250 

On -site assessment (days) 3 4 500 3 3 750 3 3 750 

Travel costs (airfare, and ground costs)    1 850   650   600 

To tals   12 350   8 150  8 100 

To tal cost estimate, CHF 28 600          

       

NOTES:  

1. Accommodation, meals and other l iving away from home costs are to be covered by the body under 
assessment and are not covered in above f igure. 

2. Es timates of time are based on a successful assessment with a small number  of issues requiring resolution. 
W h ere a signif icant number of i ssues are found, it  may be necessary to charge for the additional t ime taken by 
th e assessors to resolve those issues. 

3. Mo re accurate travel costs are available at the t ime of booking. F lights are economy and subject to s trict 
ch ange rules. 

4. Payment for the assessment will be made to the assessor(s) by the IECEx scheme which will in turn invoice 
th e body being assessed. This is expected to occur at the end of the assessment visit. 
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Annex B 
 

Example of an assessment plan 

IECEx scheme, application for ExCB and EXTL 
Draft assessment plan for on-site visit of <body> – <date> 

     
Composition of assessment team:    

Team Leader On-site 
Lead Assessor (LA) 
Expert  Assessor On-site 
Expert Assessor 1 (EA1) 
Expert  Assessor On-site 
Expert Assessor 2 (EA2) 

Day: Activi ty: LA EA1 EA2 

1 
<Day 1 – 

date> 
Int roduct ion meet ing with management X X X 

  Fac il i ty tour (mainly laboratories) X X X 

  Conf irmat ion of  scope of  Standards o f  ExCB and  ExTL and  
rev iew o f  accreditat ions X X X 

  Rev iew o f  ExCB compliance with ISO/IEC 17065 and  
IECEx 02 (f o l lowing ExCB assessment report form)   X   

  Procedures for issuing cert if icates, ExTRs and  QARs 
(OD 009/V1)   X   

  Rev iew o f  ExTL compliance with ISO/IEC 17025 and  
IECEx 02 (f o l lowing ExTL assessment report f orm) X     

  
Rev iew o f  ExTL compliance according to scope of  
Standards (wo rk ins truct ions inc l. TCDs & dec ision sheets 
(DS),  equipment and  calibrat ion, competence of  Ex tes ting): 

      

  a) Pro tec tion techniques (general requirements  and  Ex d )     X 
  b ) Pro tec tion techniques (Ex  e,  n) X     
  Assessment team internal meet ing day 1 X X X 
  Day 1 wrap -up  meet ing with management (i f  required) X X X 

 
2 

<Day 2 – 
date> 

Kick-of f meet ing 2nd  day X X X 

  
Cont inuat ion o f  rev iew of  ExCB compliance with 
ISO/IEC 17065 and  IECEx 02(f o llowing assessment report 
f o rm) 

  X   

  Manuf acturing assessments covering IECEx OD 025 and  
IECEx OD 005 ed it ion 2   X   

  Rev iew o f  ISO/IEC 17065 check list   X   

  

Cont inuat ion o f  rev iew of  ExTL compliance with 
ISO/IEC 17025 and  IECEx 02 (f o l lowing ExTL assessment 
repo rt  form) 

X X   

  
Cont inuat ion o f  rev iew of  ExTL compliance according to 
scope o f  Standards (wo rk ins truct ions inc l. TCDs & DS, 
equipment and  calibrat ion, competence of  Ex tes ting): 

      

  a) Pro tec tion techniques (Ex i and  related, p )     X 
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  b ) Pro tec tion techniques (Ex m, q , o  and  t race heat ing) X     
  Rev iew o f  ISO/IEC 17025 check list X     

  Assessment team internal meet ing day 2 X X X 
  Day 2 wrap -up  meet ing with management (i f  required) X X X 

 
3 

<Day 3 – 
date> 

Kick-of f meet ing 3rd  day X X X 

  Cont inuat ion o f  rev iew of  compliance with ISO/IEC 17025 
and  IECEx 02 (f o l lowing ExTL assessment report f orm) X X   

  
Cont inuat ion o f  rev iew of  ExTL compliance according to 
scope o f  Standards (wo rk ins truct ions inc l. TCDs & DS, 
equipment and  calibrat ion, competence of  Ex tes ting): 

  X X 

  a) Pro tec tion techniques (Ex  t  and  o ther dust techniques)     X 
  b ) Pro tec tion techniques (optical rad iation) X     

  Rev iew o f  ISO/IEC 17025 check list X X   

  Finalizat ion of  ISO 17065 rev iew and  d raf t  ExCB 
assessment  report X X X 

  Finalizat ion of  ISO/IEC 17025 rev iew and  d raf t ExTL 
assessment  report X X X 

  Assessment team internal meet ing day 3 X X X 
  Clos ing meet ing with management X X X 

 
Notes:       
1) Draf t  assessment p lan may change during the assessment        
2) The f o l lowing tests shall be demonstrated during the assessment:       
•  Flameproof p ressure determination (for any g roup) X   X 
•  Flame t ransmission us ing hyd rogen     X 
•  Temperature rise,  p referably  of  a luminaire X   X 
•  IP54 tes t  to  IEC 60529 X   X 
•  Use o f  spark test  apparatus, p referably on a power supply      X 
•  Tests  f o r temperature rise/determinat ion of  the max imum short c ircuit 
current  on a high capac ity  battery according to  10.5.3 o f  IEC 60079-11 
ed it ion 5 6 

    X 

•  From IEC 60079-28 op t ical rad iation:  
− Measurement  o f  optical power and  irradiance 
− Ignit ion tes ting 

X     
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Proposed scope 
 

Number  Ti tle  

IEC 60079-0  
ed it ion 6.0 

Exp losive atmospheres – Part  0:  Equipment - General 
requirements  

IEC 60079-1 
ed it ion 7.0 

Exp losive atmospheres – Part  1:  Equipment p ro tection by 
f lameproof enc losures “d ” 

IEC 60079-2 
ed it ion 6.0 

Exp losive atmospheres – Part  2:  Equipment p ro tection by 
p ressurized enc losure "p" 

IEC 60079-5 
ed it ion 4.0 

Exp losive atmospheres – Part  5:  Equipment p ro tection by powder 
f i l l ing "q " 

IEC 60079-6 
ed it ion 4.0  

Exp losive atmospheres – Part  6:  Equipment p ro tection by o i l 
immers ion "o " 

IEC 60079-7 
ed it ion 5.0 

Exp losive atmospheres – Part  7:  Equipment p ro tection by 
increased  safety  "e" 

IEC 60079-11 
ed it ion 6.0 

Exp losive atmospheres - Part  11:  Equipment p rotection by int rinsic 
saf ety “i” 

IEC 60079-15 
ed it ion 4.0 

Exp losive atmospheres – Part  15:  Equipment p rotection by type o f  
p ro tect ion "n"  

IEC 60079-18 
ed it ion 4.0 

Exp losive atmospheres – Part  18:  Equipment p rotection by 
encapsulation “m” 

IEC 60079-25 
ed it ion 2.0 

Exp losive atmospheres – Part  25:  Int rins ically  safe elec trical 
sys tems 

IEC 60079-26 
ed it ion 3.0 

Exp losive atmospheres – Part  26:  Equipment with equipment 
p ro tect ion level (EPL) Ga 

IEC 60079-28 
ed it ion 2.0 

Exp losive atmospheres – Part  28:  Pro tec tion o f  equipment and  
t ransmission systems us ing optical rad iation  

IEC/IEEE 60079-30-1 
ed it ion 1.0 

Exp losive atmospheres – Part  30-1:  Elec trical res istance t race 
heat ing  – General and  tes t ing requirements 

IEC 60079-31 
ed it ion 2.0 

Exp losive atmospheres – Part  31:  Equipment dust ignition 
p ro tect ion by enc losure " t " 
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Annex C 
 

Example of a surveillance plan 

ExCB Assessment Plan – <date> 
 

Based on the exis ting scope, the following  will  be the assessment plan for the day (based 
mainly  on <body ’s> operation as  an ExCB):  

 

Act ion Assessor no tes  (to be completed at  assessment) 

Opening  meet ing  

Rev iew o f  ac t ions f rom the las t 
surveil lance v isit  

 

Rev iew o f  issued o r d raf t cert ificates , 
and  assoc iated ExTRs and  QARS 

 

Your adopt ion of  IECEx guidance 
documents 
D iscuss any changes in p rocedures 
s ince las t  v isit 

IECEx OD 025 – Assessment and  
surveil lance of  manufacturers’ quality 
sys tem 

 

Assessment of  selected requirements 
f rom ISO/IEC 17065 inc luding:  

4.3 Operat ions 

4.9 Reco rds  

4.10 Conf identiali ty 

9 Preparat ion for evaluation 

13 Surveil lance 

15 Comp laints to  suppliers 

 

 

Clos ing meet ing  
 

 

<name> 

Lead  Assessor 
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Annex D 
 

Questioning techniques 
 

The following  are some suggest ions that have come f rom an Assesso rs ’ Review Day on ways 
to  go  about  questioning: 

• Int roduce yourself  f irst before ask ing someone quest ions 

• Personalize questions, for example ask "what  is  your p rocedure" 

• Ask a person what  they do  – let  them tel l  their s tory 

• When quest ioning , avoid  c reating emot ional s ituat ions. Keep your own emot ions in check 
– be calm.  Try  s tart ing with int roducing positive comments 

• Try  to  put  people at  ease but  always be f irm 

• Ask a person to carry out  a task  and look how it is p repared  and done. This also g ives a 
chance to  look at  how tes t  f acil ities are used  

• Try  set t ing a scenario. Fo r example, ask  "how would you do …" 

• Ask for exp lanations about a person’s  responsib il it ies. Then lead into p rocedures and then 
verif y how this  occurs 

• A good tes t of  dep th of  knowledge could be to ask someone how they would go about 
selec t ing app ropriate items f rom a range f o r assessment and  tes t 
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