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INTERNATIONAL ELECTROTECHNICAL COMMISSION SYSTEM FOR CERTIFICATION TO STANDARDS RELATING TO EQUIPMENT FOR USE IN EXPLOSIVE ATMOSPHERES (IECEx System)

MEETING AGENDA + REPORT

Remote Meeting of IECEx WG
Working Group ExTAG WG6 – Rules of procedure for Testing at Other Locations

on Tuesday 23rd August 2022 
(1200 – 1520 UTC Time) 


Attendance
Chris 		AGIUS
Geoff		BARNIER
Jim		Munro
Nils		BLESHOY
Eduardo	GALERA
Katy		HOLDREDGE
Neil		JONES
Bill		LAWRENCE
Jasmin	OMEROVIC
Otto		WALCH
Tim		Duffy
Geoff 		SLATER
Mark		Amos
Wayne 	Thomas
Dave 		Adams



	SUBJECT

	1. OPENING OF THE MEETING  (Start 1200 UTC)
 
Chris Agius, IECEx Executive Secretary and WG6 Convener opened the meeting welcoming members noting that is has been some time since the last meeting and introduced Mr Geoff Slater of the IECEx Secretariat in his role as Compliance Manager taking over the role from Mike Roy, whom has reduced work time with the Secretariat.

The Convener then called for introductions.



	2.  ExTAG WG6 Terms of Reference and Membership
Members to confirm ExTAG WG6 Terms of Reference and Membership (as indicated on IECEx Website https://www.iecex.com/members-area/working-groups/?WorkingGroup=36&action_doWorkingGroupSearch=Search 

Title:  Rules of Procedure for testing at other locations

To develop and maintain procedures (OD 024) and other documentation related to testing performed at test facilities other than an ExTL or Additional Testing Facility. Additional aspects include the need to ensure that testing performed utilizes adequate facilities, test equipment and that the staff are competent and have the adequate expertise for the relevant standard / type of protection

The meeting reviewed the current Terms of Reference for this WG06 and re-confirmed them without change.


	3. APPROVAL OF THE AGENDA
Members are asked to consider any other items for raising that are not listed on the agenda and then approve the agenda as presented here or as amended to include agreed additional items.

The meeting approved the Agenda with the addition of the following for raising in Other business:

· Feedback on the application of the On-Line OD 024 register as requested by Katy Holdredge



	4. IECEx OD 024 – Testing at other locations.  Status

Members to note publication of OD 024 Edition 4.0 as published April 2021.

https://www.iecex.com/publications/operational-od/ 

The meeting noted the current status of OD 024 being Ed 4.0 as published in April 2021 recalling the following documents as approved by the IECEx Management Committee:

ExMC/1675/DV – Draft Edition 4.0 of OD 024
ExMC/1685/RV – Result of voting 




	5. IECEx OD 024 – Testing at other locations.  Consideration of Updates

Members may recall a previous request to provide greater clarity over the definition of “Third Party Testing Facility” 

In addition, the meeting will be asked to note the comments submitted with the voting on Draft edition 4.0 of OD 024 (re ExMC/1675/DV) and issued as ExMC/1685/RV).  While comments from AU, CA, CN, RU and DE were related mainly to editorial comments which were incorporated in the final Edition 4.0, some of the DE Comments related to technical or significant changes to the document and it was agreed, at the time, with DE that these comments be referred to the next meeting of ExTAG WG6, in order for the Edition 4.0 to proceed to publication.

Therefore, this meeting will be asked to consider; 

1. The definition for “Third Party Testing facilities” as included in the inserted Word file below as Draft OD 024 Edition 4.1 Clause 3.12  

2. The DE Comments identified in the inserted word file with yellow highlighting

3. Additional Discussion Points – see inserted word file 


The commenced consideration of item 1 above with an initial attempt to arrive at a definition for “Third Party Test Facilities”.  Following lengthy discussion and noting the different definitions for manufacturer test facility, test facility, user test facility and third party test facility, the meeting concluded that the best way forward was to use the one term “Test Facility” and define it as covering manufacturer, user and third party test facility and then use the one term “test Facility” throughout the document.

Therefore, the meeting agreed to the following definition for “Test Facility” and that an editorial change be made throughout the document. 

‘test facility’ clause 3.9 would include manufacturer, user test facility and third party testing facilities. – this was included in the new draft of OD 024.

The meeting then embarked on consideration of items 2 and 3 and agreeing that changes be made in the preparation of a Draft version Edition 5.0 of OD 024.

Refer to Annex A and B for the meetings conclusions on the issues under item 2 and 3 above.


In consideration of items 1, 2 and 3 above, the meeting commenced drafting work on a Draft Edition 5.0, with the embedded file below being the stage that the meeting managed during the meeting time available, and agreed to continue working on this at its next meeting.




However, the meeting wish to report to ExTAG 2022 meeting of their progress along with the following additional Recommendations.

Recommendations to ExTAG

1. ExTAG WG6 works towards a regime that enables the mutual acceptance of OD 024 assessments conducted by ExTLs and ExCBs and report this to ExMC


2. ExTAG WG6 prepares a standard OD 024 Assessment Report template form for use by all ExTLs / ExCBs, with ExTLs to provide samples of report forms they currently use




	6. Proposals to be put before ExMC

Members to consider proposals to be put to ExMC in light of discussions concerning item 5 above, that may impact on any other IECEx publications.

Given the discussions of the meeting, it was agreed that the ExTAG WG 06 continue working on a draft Edition 5.0.  Given the work to be done, there are no proposals to be put to the 2022 meeting of the ExMC )IECEx Management Committee) other than to report on progress.


	7. Other Business

Feedback on new Testing Register

Katy Holdredge gave her feedback on use of the IECEx On-Line OD 024 Testing Register and suggested issues, along with other members of the WG06:-

1. Header of Testing register column headings disappear as one scroll downs
Mark A to review the viewing capabilities

2. Inconsistencies of text being inserted by the ExTLs within the organisation field is noted and the WG6 to reconsider the need for this column?

3. Ability to filter results are not clear with Mark A advising that there is a sorting feature and not a filtering / sort feature.  Mtg noted an export feature would be useful

4. Nils suggested a dropdown list for Standards – Secretariat to explore the possibilities with IT

The meeting agreed for the Secretariat, to investigate these as improvements, with IT.




	8. Next Working Meeting

     The meeting agreed for the next meeting to be Scheduled for 17 November 2022 starting at UTC 1200 Zoom.


	9. Close of Working Group Meeting

The Convener thanked members for their attendance and valuable contributions noting the great progress made today and apologised for running the meeting a little over time but was sure that all agreed it was worthwhile and declared the meeting closed at 1520 UTC 
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Annex A:  ExTAG WG06 Discussion on remaining DE Comments ExMC/1685/RV

Comments DE 02, 05, 06, 07 were considered during the ExTAG WG 06 meeting with the remainder of DE comments already captured in the current Edition 4.0 of OD 024

	MB/NC
	Line number
(e.g. 17)
	Clause/ Subclause
(e.g. 3.1)
	Paragraph/ Figure/ Table/
(e.g. Table 1)
	Type of comment
	Comments
	Proposed change
	Observations of the secretariat

	DE01
	
	
	
	ge
	The DE MB is in favour of the revision of OD 024, however, requests that the following comments are taking into account.
	
	

	DE02
	
	4.1
	
	te
	The witness testing of the IEC Ex System is a very effective approach to accelerate the testing process between ExTLs/ExCBs and manufacturers. Establishing an Online register may even facilitate the use of test facilities. 
Unfortunately, the current practice has shown, that the formalism between the contract partners has unreasonably increased. A manufacturer’s test facility cooperating with several ExCBs/ExTLs must today conclude a contract between all cooperating ExCBs/ExTLs. The test facilities have to be assessed during an initial audit, re-validations and re-assessments. In practice this could result in several audits per year with several ExTLs with the same content.
Hence, to avoid unnecessary bureaucracy and workload for both, the ExTL/ExCB and the test facility, a similar process as practiced with the QAR is recommended. This could be effectively combined with the Online Register for testing agreements. If a test facility is listed in the Online Register by one ExTL/ExCB, all other ExTLs/ExCBs can refer to this registration and perform off-site/witness testing with that testing facility in the scope of the listed standards. The assessments are only performed by one ExCB/ExTL, which is responsible for the quality and conformity of the test facility.
The proposal of the DE MB is a consequent continuation of the peer to peer approach in the IECEx-System.
	Include in clause 4.1:
4) The test facility shall undergo an initial assessment and re-assessments by one ExTL. These assessments may be witnessed by the associated ExCB. These ExTLs/ExCBs are responsible for the conformity of the test facility. After successful initial audit, the test facility is listed in the Online Register of test facilities (see clause 4.4)


Delete in 4.3
3) the facilities and services to be provided by the test facility (this would be covered in the online register)
4) The right of the initial assessment and re-assessment of the test facility by the ExTL and the right of the associated ExCB to witness these assessments

Modify paragraph 1 in 4.8.2 (see also DE03)
The continued validity of the initial assessment or re-assessment shall be evaluated during each subsequent off-site or witness testing project visit. 18 months after the assessment/re-assessment. 
	While the principle of this proposal is sound, This is a significant change that warrants discussion at the ExTAG WG6 next meeting, to prevent any delay in publishing the changes in ExMC/1675/DV.

Action:  Refer for discussion at next ExTAG WG6 meeting


Result of 220823 Mtg covered by Recommendation to be made to ExTAG,

	DE03
	-
	Clause 4.3
	-
	ed
	There is a reference to Clause (d). I could not find this Clause. Is it (4)?
	Please correct the reference.
	Correct.  The reference should be to item (d) of the list of 4.3.  The list of 4.3 has been corrected to use a) to e) 

	DE04
	
	4.4
	
	te
	Online Register of testing agreements
A test facility shall be registered in the IEC Ex Online register with detailed information regarding their test capabilities. A manufacturer may not accept, that those internal data of his test facility are made public to any competitors. Manufacturers holding such an agreement prior the 4th edition of OD024 may not accept this change under the existing contract. 
	Add to 4.4 2nd paragraph:
….., at the decision in  agreement of between the ExTL and the test facility
	This seems a reasonable request especially for previously established arrangements where the rules required that such information was confidential and kept only by the Secretariat.

Action: Agree with the request as it is understood that this was envisaged.  Included reference to “in consultation with the test facility”  at end of second sentence of second paragraph.

	DE05
	
	4.8.2
	
	te
	The formal aspects of the annual re-validation as listed in clause 4.8.2 may be covered during the onsite visits to the test facility. If no test activities have taken place during one year, the current text requires a new assessment comparable to the initial assessment each year. This leads to an unreasonable increase of bureaucracy in the witness testing scheme. Especially if a manufacturer cooperates with several ExTLs, the extend of assessments would not be acceptable for the test facility.
The re-validation period for the QAR assessment is 18 months and should be accepted also for the test facility re-validation.
	The initial site assessment results shall be re-validated each year every 18 months

If there has been no activity over the previous year 18 months


	While the principle of this proposal seems reasonable, This is a technical change that warrants discussion at the ExTAG WG6 next meeting, to prevent any delay in publishing the changes in ExMC/1675/DV.

Action:  Refer for discussion at next ExTAG WG6 meeting

Result of 220823 Mtg
Proposal not accepted as the ExTLs / ATFs that are not accredited to ISO/IEC 17025 are subjected to annual surveillance 


	DE06
	-
	Clause 4.8.2
	-
	ge
	Currently it is required that the re-validations are carried out at least once per year by on-site visits. Due to the positive experience with the application of OD 060 (remote assessments) we propose that OD 024 assessments/re-assessments/re-validations should also be allowed to be carried out as remote procedures.
	Add remote procedure.
	While the principle of this proposal seems reasonable, This is a technical change that warrants discussion at the ExTAG WG6 next meeting, to prevent any delay in publishing the changes in ExMC/1675/DV.

Agree with the DE observation that the use of Remote assessments provision of OD 060 have proven most effective and reliable.

Action:  Refer for discussion at next ExTAG WG6 meeting

Result of 220823 Mtg
Agreed to make use of Remote Assessment provisions with Katy H to provide suggested text 



	DE07
	-
	Clause 4.11
	-
	ge
	In our opinion, it is a confidential information if the tests have been carried out as witness tests.
	The last sentence of clause 4.11 shall be deleted.
	This requirement has been long standing and a result of requests from both ExCBs that are to accept ExTRs as well as Regulators that seek to recognise such testing arrangements.

This is a change to the general approach for completion of ExTRs that warrants discussion at the ExTAG WG6 next meeting, to prevent any delay in publishing the changes in ExMC/1675/DV.

Action:  Refer for discussion at next ExTAG WG6 meeting

Result of 220823 Mtg
Recommend to ExTAG WG1 that the instructional text/comment on the ExTR Coer Page be miodified to remove reference to whom performed and/or witnessed the test – see extract below

1.	Each test not performed by ExTL staff at the above ExTL address shall be itemized with an indication of who performed and/or witnessed the test, and where the testing was performed and/or witnessed.
	
.






	DE08
	-
	Annex B & C
	-
	ed
	The titles Annex B & C have to be changed to Annex A & B.
	Please correct the reference.
	Agreed.  Thank you.  Editorial corrections made

	DE09
	
	Annex B
	
	te
	Paragraph 4 of Annex B is not required, when the test facility is listed in the Online register and the surveillance is performed by the responsible ExTL/ExCB.
	Delete paragraph 4 of Annex B,
(see comment DE01)
	Not sure what is being proposed.  Therefore, suggest referring for discussion at next ExTAG WG6 meeting.

















Annex B:   ExTAG WG06 Meeting Consideration of additional Points raised by Dr Jim Munro


Discussion Points during the August 2022 ExTAG WG 06 Meeting
From: Jim Munro <mail@jimmunro.org> 
Sent: Thursday, 23 December 2021 9:43 AM
To: Chris Agius <Chris.agius@iecex.com>
Cc: Mark Amos <mark.amos@iecex.com>
Subject OD 024
Chris
I have had a few scenarios come up with OD 024 recently that indicate it could do more clarity on some situations regarding assessment by the ExCB/ExTL and requirements for agreements and registering them.
Scenario 1
The body does testing at the remote location using all its own test equipment and its own staff
· I can’t see the need for assessment of the test location, with possible exception of the environment
· I also can’t see the need for an agreement (and hence also not register agreement on website)
CA remark: Agree.  To me this is outside the scope of OD 024 and should be covered the ExTL’s own internal procedures for conducting testing away from their own facilities.

2022-08-23 ExTAG WG 06 Decision:  JM to provide suggested text for inclusion

Scenario 2
Unit verification - witnessed
· This will normally be a one off situation
· It would normally require an assessment (but it could be quite limited as the quality system is not likely to be relevant)
· But if only the one occasion, I can’t see the need for an agreement (or its registration)
CA remark: Agree.  This may require some WG6 discussion as now that we have the public information on the OD 024 register, if the ExTR was to be used to gain a national approval/certificate, the receiving CB may want to see the facility on the register?  I suggest we discuss this in WG6

2022-08-23 ExTAG WG 06 Decision:   Agree to retain current wording but add wording to clarify the need for an agreement and registration on OD 024 register for one-offs

Scenario 3
Similar to 2 above, but QAR issued and normal certificate (you may also hear from XXXX on this one)
· There has been an assessment and there is an agreement
· However, the body is not expecting to do any further testing there and so questions the need to register it on website
· I believe it should be registered
CA remark: Agree.  If we are talking about Unit verification there should not be a QAR as the Certificate identifies the specific item covered by serial number or other means.  The On-Line certificate template system adjusts the text of the certificate when the ExCB selects Unit Verification.  Not sure why XXXX would want to address a QAR for Unit verification, unless I am missing the point.
All good points for discussion in ExTAG WG6.

2022-08-23 ExTAG WG 06 Decision:   Agree to retain current wording but add wording to clarify the need for an agreement and registration on OD 024 register for one-offs
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[bookmark: _Toc75716384]FOREWORD

This operational document IECEx OD 024 sets out the procedures covering off-site or witnessing testing at a manufacturer’s or user’s facility, in accordance with the Rules of Procedure IECEx 02.

[bookmark: _Toc217110617][bookmark: _Toc300742449][bookmark: _Toc65773610][bookmark: _Toc67582844][bookmark: _Toc73294657][bookmark: _Toc75716385]This publication also provides guidance on the updating and maintenance of the new Online Register of agreements established in accordance with the requirements defined in this operational document.

Document history

		Date

		Summary



		2010-10

		Edition 1.0



		2012-05

		Edition 1.1 to include Annexes B and C as Sample Agreement Forms.



		2017-10

		Edition 2.0

· Addition of third party facilities.

· Clarification of requirements for partially witnessed testing.

Approved at 2017 ExMC Meeting – refer ExMC/1298/DL, Decision 2017/81



		2018-10

		Edition 3.0

As approved by 2018 ExMC meeting via Decision 2018/30 in ExMC/1436/DL and based on Green Paper ExMC(Cannes_Sec)05_OD_024_Ed3_mods from ExTAG.docx

NOTE Edition 3.0 represents a reformatting and rewrite where multiple and significant changes mean that there is no value in a redline version – as such a redline version of Edition 2.0 as compared to Edition 3.0 is not available.



		2019-11

		This Edition 3.1 was approved (via Decision 2019/20) for publication by the 2019 ExMC Meeting and supersedes Edition 3.0 of OD 024 upon publication.

This Edition of 3.1 Version is the result of the 9 May 2019 Singapore meeting of IECEx ExTAG WG6.



		2021-04

		This Edition 4.0 includes details of use of new IECEx Online Testing Agreement Register and responses from Member Bodies on ExMC/1675/DV



		2022-XX

		Edition 4.1 includes clarification of the definition of a Third Party Test Facility………………..
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[bookmark: _Toc75716386]INTRODUCTION

There are various situations that necessitate that testing be conducted at a facility other than an IECEx Testing Laboratory (ExTL).

Examples of such situations are:

Some manufacturers and end users who use the IECEx Certified Equipment Scheme have the capability in terms of personnel, facility, and equipment to conduct a part of or all the tests specified in a standard within the scope of the IECEx System

The size of the product intended for testing is too large to transport to, or to handle at the ExTL premises

Where the product forms part of and is to be tested as part of an installation located at the end user site

Due to particular testing requirements, the use of a third-party facility may be needed

In recognition of the above conditions, and in response to identified needs to utilize existing capabilities other than those of an ExTL, this operational document has been established for testing to be conducted at such facilities under controlled conditions as specifically detailed and defined in this operational document.

Off-site testing and witness testing are currently being employed by ExTLs to accommodate the above situations. This operational document has been developed to recognize such existing practices and to provide a common approach that ensures consistency, transparency, and proper controls, and to maintain the credibility of the IECEx System.

It is the intent of this operational document that testing carried out under these programmes be performed with the same rigour as testing conducted at an ExTL.

The activities of an ExTL defined in this operational document are carried out in conjunction with an ExCB, in accordance with the requirements of IECEx 02.

Include requirement that a testing facility is not permitted to advertise as an IECEx Facilty (so that they do not mislead to suggest that such a facility has the same level of acceptance as an ExTL .    To sort out the wording later  





IECEx Rules of Procedure covering off-site or witness testing at locations other than an ExTL or ATFoff-site or witness testing at a manufacturer’s, user’s or third party’s facility

1. [bookmark: _Toc355080565][bookmark: _Toc358798312][bookmark: _Toc358802870][bookmark: _Toc358803011][bookmark: _Toc359335757][bookmark: _Toc60846867][bookmark: _Toc62727123][bookmark: _Toc75716387]Scope

This operational document sets out the requirements covering the following programmes:

1.  Off-site testing, and

 Witness testing

Witness testing can include options of long-term, as described in Clause 6.5; remotely witnessed, as described in Clause 6.6; or partially witnessed, as described in Clause 6.7.

The requirements of this operational document apply to equipment covered by the IECEx System.

This document does not address subcontracting………..

2. [bookmark: _Toc355080566][bookmark: _Toc358798313][bookmark: _Toc358802871][bookmark: _Toc358803012][bookmark: _Toc359335758][bookmark: _Toc60846868][bookmark: _Toc62727124][bookmark: _Toc75716388]Normative references

For dated references only the edition cited applies. For undated references the latest edition of the referenced applies with implementation dates as specified by the Management Committee.

ISO/IEC 17025, General requirements for the competence of testing and calibration laboratories

IECEE OD-2048, IEC System of Conformity Assessment Schemes for Electrotechnical Equipment and Components (IECEE System) – Utilization of Customers’ Testing Facilities

IECEx OD 018, Checklist for testing and calibration laboratories ISO/IEC 17025

IECEx OD 009, Procedures for the Issuing of IECEx Certificates of Conformity, IECEx Test Reports and IECEx Quality Assessment Reports

3. [bookmark: _Toc355080567][bookmark: _Toc358798314][bookmark: _Toc358802872][bookmark: _Toc358803013][bookmark: _Toc359335759][bookmark: _Toc60846869][bookmark: _Toc62727125][bookmark: _Toc75716389]Terms and definitions

For the purposes of this operational document, the following definitions apply:









ExCB staff

staff of an ExCB (IECEx Certification Body) identified in ExCB competency records as being qualified to review test and assessment reports for the relevant test standard



ExTL staff

staff of an ExTL (IECEx Testing Laboratory) identified in ExTL technical competency records as being qualified to conduct testing to the requirements of the relevant test standard



long-term tests

tests of a duration exceeding 7 hours without intervention by ExTL testing staff between the start and the end of the test



manufacturer test facility

test facility owned by a manufacturer (as defined in IECEx 02), which is being used to test specified products over which the manufacturer has complete production control



off-site testing

programme/procedure under which testing is conducted by ExTL staff or under their direction and supervision at a manufacturer, user test facility, or third-party test facility



partially witnessed testing

testing witnessed by ExTL staff only on some parts of the agreed upon testing programme



remote witness testing

testing witnessed live by ExTL staff using an electronic medium such as a video camera



site assessment

assessment carried out by ExTL staff to verify the ability and capability of a test facility manufacturer, user test facility or third-party test facility to participate in the off-site testing and witness testing programmes



test facility

[bookmark: _Hlk112187290]for the purposes of this document, the term test facility refers to a manufacturer, user test facility or third-party test facilityfor the purposes of this document, the term test facility refers to a facility that is neither an ExTL nor an ATF according to IECEx 02, which is used to test specified products

NOTE: A test facility can be owned by a manufacturer, user or other.











testing programme

any series of tests related to a specific product or a product range as covered by IECEx OD 034

NOTE: It may also apply to partial testing of certified products that are subject to modifications. Products of similar construction, for which it is reasonable to define a testing programme package, may be considered to be a product range.



test standard

IEC, ISO or ISO/IEC Standard for a specific type of protection used to test the product in question, and which is used in the IECEx System



third party test facility

test facility not owned by a manufacturer or user, or an ATF (Additional Testing Facility – as defined in IECEx 02) which is being used to test specified products





NOTE An ATF (Additional Testing Facility – as defined in IECEx 02) is not a third-party test facility.



user test facility

test facility owned by a user, which is being used to test specified products



user

a person or organization, which is normally the owner of the equipment and puts it to use



witness testing

programme/procedure under which testing is conducted by personnel of the test facility manufacturer, user test facility or third-party test facility, using their facility, equipment, and personnel; and witnessed by ExCB or ExTL staff

[bookmark: _Toc60846870][bookmark: _Toc62727126][bookmark: _Toc75716390]


4. Common requirements

[bookmark: _Toc60846871][bookmark: _Toc62727127][bookmark: _Toc75716391][bookmark: _Ref519863707]

General requirements

The following principles shall apply:

1. Testing is conducted directly by ExTL staff or under their direction and supervision. Personnel of the test facility may assist in the preparation for tests and the conducting of agreed-upon tests

Both the ExTL and its associated ExCB remain fully responsible for the test results. In addition, the ExTL is also responsible for the preparation and content of the required test report

Off-site testing and witness testing shall be identified in the IECEx Test Report (ExTR) according to IECEx OD 009

[bookmark: _Toc60846872][bookmark: _Toc62727128][bookmark: _Toc75716392]Criteria for off-site and witness testing programmes

All testing carried out under off-site and witness testing programmes shall be performed in accordance with the following criteria:

1. The requirements of this operational document

The requirements of the applicable IECEx operational documents

The relevant requirements of ISO/IEC 17025 as defined under each programme

The relevant requirements of active ExTAG Decision Sheets, and

The relevant requirements of the test standard(s)

The ExCB and their associated ExTL shall have the relevant test standards included in their IECEx scope of acceptance.

The decision by an ExTL to conduct testing shall be approved in advance by the ExCB.

An already participating test facility shall be permitted to have an agreement with more than one ExTL, and where necessary, more than one ExCB for a specified test standard

[bookmark: _Ref519863794][bookmark: _Toc60846873][bookmark: _Toc62727129][bookmark: _Toc75716393]Testing agreement

A “testing agreement” shall be signed between the ExTL and the test facility. The ExCB may also sign the agreement. The agreement may cover off-site testing, witness testing or both.

The agreement shall cover the following, as a minimum:

1. The date the agreement is made

1. The scope of work (specific tests) to be carried out at the test facility

1. The facilities and services to be provided by the test facility

1. The right of initial assessment and re-assessment of the test facility by the ExTL and the right of the associated ExCB to witness these assessments, and

1. Use of data generated

For witness testing, the testing agreement shall include a stipulation confirming that:

The condition of clause (d) above is understood, and

Witnessing of tests does not imply acceptance of the data, if, in the opinion of the ExTL or the ExCB staff, the complexity of the tests or the results obtained may require further evaluation

NOTE Annex A provides a sample testing agreement that may be used for off-site testing and appropriately modified to cover witness testing as an alternative or in addition to off-site testing.

[bookmark: _Toc60846874][bookmark: _Toc62727130][bookmark: _Toc75716394]Online Register of testing agreements

[bookmark: _Toc60846875][bookmark: _Toc62727131][bookmark: _Toc75716395]A publicly accessible register of testing agreements established on publication of this operational document is available on the IECEx website @ www.iecex.com via a menu item illustrated below:

[image: ]



This register is made available only for the purpose of enabling verification that a valid testing agreement compliant with this operational document is, or was, in place when offsite or witnessed testing was conducted in support of a specific ExTR.

[bookmark: _Hlk62124761]All new agreements created since publication of this edition of this Operational Document shall be registered in the Online Register by the establishing ExTL or their formally associated ExCB in consultation with the ExTL. Agreements created prior to this edition of this Operational Document may also be registered in the Online Register, at the decision of the ExTL, in consultation with the test facility. This register includes details of participating manufacturers, user test facilities or third-party test facilities, together with the associated test standard(s) for which they are qualified.

The details in this register are entered, updated, and otherwise maintained by the ExTL party to the agreement or the ExCB formally associated with the agreement’s establishing ExTL (refer to IECEx OD 001 for details). ExCBs and ExTLs are provided with password protected access to the register by the IECEx Secretariat. These passwords provide secure access to ensure that data is only entered or edited by the ExTL or the ExCB that is formally associated with the agreement’s establishing ExTL.

Guidance for ExTLs and ExCBs staff on the use of the Online Register for data entry and management is included in Annex B to this operational document.

Role and responsibilities of the ExTL

The ExTL shall have the required quality procedures which adequately cover all aspects of off-site testing.

The ExTL shall ensure that its staff involved in off-site testing are:

1. Qualified for the test standard involved, and

1. Provided with the necessary initial and on-going training on the requirements of this operational document and other relevant IECEx documents, for example, ExTAG Decision sheets

In addition, the ExTL shall:

1. Ensure that the required initial and on-going site assessments of test facilities are carried out by its qualified staff

Define the role and responsibility of personnel involved in off-site testing on behalf of the test facility

Verify the competence of the manufacturer or user personnel to support the off-site or witness testing programme

Perform off-site or witness testing at the test facility

Prepare and sign the ExTR which includes off-site or witness testing for review and endorsement by the associated ExCB, and

Make final decisions and maintain responsibility concerning tests conducted and test data obtained from off-site testing programmes

[bookmark: _Toc60846876][bookmark: _Toc62727132][bookmark: _Toc75716396]Role and responsibilities of the ExCB

The ExCB shall be responsible for the following activities:

1. Assessment of the quality procedures of the ExTL applicable to the operation of off-site or witness testing

Ensuring that its staff involved in off-site or witness testing are provided with the necessary initial and on-going training on the requirements of this operational document

Review and approval of all pertinent documents generated under this operational document by the ExTL

Ensuring there is an appropriate testing agreement between the ExTL and the test facility, as addressed 4.3

Reviewing and endorsing the ExTR according to IECEx OD 009 covering off-site or witness testing

Determining the extent of any ExTL assessments of test facilities that it will witness, and

Registration of the ExTL’s agreement with the test facility in the Online Testing Agreement Register

[bookmark: _Toc228252862][bookmark: _Toc60846877][bookmark: _Toc62727133][bookmark: _Toc75716397]Role and responsibilities of the test facility

The test facility shall be responsible for:

1. Make a formal application to any ExTL, or ExCB responsible for an ExTL, to participate in the testing programme

1. Identify the scope of testing it wishes to conduct at its facility

1. Signing the required agreement with the ExTL and, where necessary, with the associated ExCB involved

1. Demonstrating that the facilities are in compliance with the relevant requirements of ISO/IEC 17025 and the requirements of this programme

1. Designating competent personnel for the off-site or witness testing activities conducted at their facility, and

1. Ensuring that assigned personnel follow the instructions of the ExTL staff conducting off-site testing at the facility

[bookmark: _Toc228252864][bookmark: _Toc60846878][bookmark: _Toc62727134][bookmark: _Toc75716398]Assessment of the test facility

[bookmark: _Toc60846879][bookmark: _Toc62727135]Initial assessment

Qualified ExTL staff shall carry out site assessments of the test facility in accordance with its own internal quality procedures, particularly for off-site and witness testing.

An The initial assessment shall be performed after an application is received from the test facility and prior to conducting actual off-site or witness testing.

The ExTL undertaking the assessment shall take into account assessments conducted by other ExTLs which may avoid the need for a site visit.

Where required to verify the implementation of corrective actions, a follow-up assessment may be conducted by the ExTL staff.

Where testing is conducted using test equipment provided by the test facility, the site assessment shall cover the relevant requirements of ISO/IEC 17025 shown in 4.8.5.

Laboratory accreditation of the test facility or other qualifications (for example, IECEE Scheme compliance with IECEE OD 2048), may be taken into account when making an assessment according to this operational document.

The ExTL undertaking the assessment may consider assessments conducted by other ExTLs.

[bookmark: _Toc60846880][bookmark: _Toc62727136]Continued validity

The continued validity of the initial assessment or reassessment shall be evaluated during each subsequent off-site or witness testing project visit. The evaluation shall consider the following factors:

1. The scope of work defined in the testing agreement referenced in 4.3

1. The frequency of visits

1. The extent of organizational or equipment changes at the test facility, and

1. Other changes that affect the performance of the test facility relative to the conduct of off-site testing

The initial site assessment results shall be re-validated each year. This may be accomplished during one or more on-site visits to the test facility to ensure there are no changes at the test facility that affect the ongoing compliance with this operational document. The validity date in the existing entry of the registry shall be updated as result of the re-validation. If there has been no activity over the previous year, a new assessment, using the same approach as for an initial assessment, shall be conducted as specified above, and as result, a new entry shall be placed in the registry upon a satisfactory assessment. Any change from the initial scope (scope reduction or scope extension) requires a new entry in the registry with the updated scope.

[bookmark: _Toc60846881][bookmark: _Toc62727137]If an agreement is temporarily suspended following the identification of problems during a site visit the Online Register shall be edited to update the Valid Until Date to be the date of suspension. If the agreement is to be reinstated following a satisfactory response to the matters identified in the site visit the Online Register shall be updated to include the reinstated agreement as a new record with new Qualification Date and Valid Until Date details.

If a change of scope (either addition or reduction of capability) of an agreement occurs during the validity period of the agreement, the Online Register shall be:

a) updated to include a new Agreement that contains details of the changed scope, and

b) edited to revise the original Agreement’s Valid Until Date to be the date that the scope change is agreed. 



NOTE: the two actions above will provide a history of capabilities as they have varied over the term of agreements with a particular test facility



Re-assessment

A full re-assessment, similar to an initial assessment, shall be performed by the ExTL staff every 3 years.

[bookmark: _Toc60846882][bookmark: _Toc62727138]Assessment documentation

The ExTL shall document the results of each assessment activity. Where relevant this shall include a copy of IECEx OD 018, Checklist for testing and calibration laboratories ISO/IEC 17025, with the appropriate clauses addressed as shown in 4.8.5. The ExTL shall provide a copy of the assessment report to the ExCB for review and endorsement.

Documentation related to all assessment activities shall be made available as follows:

1. For audit by the ExCB

1. For review during any subsequent peer reassessments conducted under the IECEx System, and

1. For provision to the IECEx Secretariat upon request

[bookmark: _Ref519863884][bookmark: _Ref519864168][bookmark: _Toc60846883][bookmark: _Toc62727139]Application of ISO/IEC 17025

The following Table 1 shows the requirements from ISO/IEC 17025 that shall be applied to the various applications addressed in this operational document.

[bookmark: _Toc519865557]Table 1 - Requirements of ISO/IEC 17025

		Requirement

		Application



		

		Off-site testing

		Witness testing 

		Partially witnessed testing



		Personnel

		X

		X

		X



		Facilities and environmental conditions (see below)

		X

		X

		X



		Equipment 

		X

		X

		X



		Metrological traceability (including calibration)

		X

		X

		X



		Externally provided products and services (critical consumables, unless provided by ExTL)

		X

		X

		X



		Handling of test or calibration items (identification of test items)

		X

		X

		X



		Technical records

		X

		X

		X



		Reporting of results

		X

		X

		X



		Nonconforming work

		

		

		X



		Control of management system documents (document control)

		

		

		X



		Control of records

		

		

		X



		Corrective actions

		

		

		X





Assessment of facilities and environmental conditions shall take account of the power supply in a test setup, when relevant (for example, for long-term testing, heating), and humidity conditions (for example for electrostatic discharge).

[bookmark: _Toc60846884][bookmark: _Toc62727140][bookmark: _Toc75716399]Test samples

Test samples shall be representative of production, and properly and uniquely identified. In cases where multiple samples are required for testing, they shall be identifiable to the testing to which they were subjected.

[bookmark: _Toc60846885][bookmark: _Toc62727141][bookmark: _Toc75716400]Test records

Test records shall meet the following criteria:

1. Include a unique identification number to permit a correlation to the ExTR

1. Be sufficiently comprehensive to enable the ExTL to issue relevant IECEx ExTR

Record the date of testing and identification of all test samples

Indicate the name and address of the test facility used

Indicate what tests have been carried out at the test facility

Record all test instruments used in testing, indicating calibration status

Include all applicable test data

Show the following statement: "The test facility was deemed to have the environment and the capabilities necessary to perform the tests indicated in the test report", and

For witness testing, be signed by the person who carried out the testing on behalf of the participating test facility under "Tested by" the person who witnessed the tests on behalf of the ExTL involved under "Witnessed by" and the person who reviewed the report, other than the witnessing staff under "Authorized by"

[bookmark: _Toc60846886][bookmark: _Toc62727142][bookmark: _Toc75716401]Test reports

Test reports prepared by the ExTL shall meet the following criteria:

1. Be on the relevant IECEx ExTR forms

1. Be reviewed and signed in accordance with the relevant procedures of the IECEx System

1. Record the date of testing

1. Indicate the name and address of the test facility used

1. Indicate what tests have been carried out at the test facility

1. Include appropriate test data, and

1. Include any referenced documentation related to assessment activities as an attachment to the ExTR

In addition to the above, a reference to the use of the manufacturer or user test facility shall be included as "Additional Information" in the on-line ExTR Summary.

5. [bookmark: _Ref519858789][bookmark: _Toc60846887][bookmark: _Toc62727143][bookmark: _Toc75716402]Additional requirements and procedures relevant to off-site testing

[bookmark: _Toc60846888][bookmark: _Toc62727144][bookmark: _Toc75716403]

Principles for off-site testing

The following principles shall apply to off-site testing:

1. Testing is conducted directly by ExTL staff or under their direction and supervision

1. Personnel of the test facility may assist in the preparation for tests and the conducting of agreed-upon tests

1. Both the ExTL and its associated ExCB remain fully responsible for the test results

1. The ExTL is responsible for the preparation and content of the required test report, and

1. Off-site testing shall be identified in the ExTR

[bookmark: _Toc228252865][bookmark: _Toc60846889][bookmark: _Toc62727145][bookmark: _Toc75716404]Conducting off-site testing

[bookmark: _Toc60846890][bookmark: _Toc62727146]Off-site testing – general

All testing carried out under the off-site testing programme shall be performed with the same rigour as testing conducted at the ExTL and using test procedures consistent with those used by the ExTL. As part of the ExTL’s management and control over the test facility, the ExTL shall have reviewed and approved any test procedures of the test facility, and any changes of equipment, in advance of conducting tests at the test facility.

[bookmark: _Toc60846891][bookmark: _Toc62727147]Use of test facility equipment

Where testing is performed using any test equipment of the test facility, the ExTL staff shall:

1. Verify that the test instrument is properly calibrated by an ISO/IEC 17025 accredited calibration test laboratory and has calibration that is traceable to National Standards

1. Verify that the test instrument is suitable for making the required measurement and has the needed accuracy as required by the test standard involved

1. Become familiar with the use and operation of the instrument, and

1. Ensure that the instrument is functioning.

[bookmark: _Toc60846892][bookmark: _Toc62727148]Use of test facility personnel

Where personnel of the test facility are assisting in testing activity (such as placement of thermocouples, recording test results, etc.) the ExTL staff shall:

1. Provide clear and concise instructions as to the type and extent of assistance provided

1. Examine the work done prior to commencing and during testing

1. [bookmark: _Hlk481672511]Verify when relevant the appropriateness of the power supply (see 4.8.5), and

1. Verify humidity level where it can affect electrical test (for example, for electrostatic discharge)

6. [bookmark: _Ref519858832][bookmark: _Toc60846893][bookmark: _Toc62727149][bookmark: _Toc75716405]Additional requirements and procedures for witness testing

[bookmark: _Toc60846894][bookmark: _Toc62727150][bookmark: _Toc75716406]

Principles for witness testing

Under this programme, the following principles shall apply:

1. The test facility uses its own test equipment, or calibrated and traceable equipment which is within their control

1. Testing is carried out by personnel of the test facility

1. The ExTL involved witnesses the testing

1. Both the ExTL and its associated ExCB remain fully responsible for the test results, and

1. The ExTL is responsible for the preparation and content of the required test report

[bookmark: _Toc60846895][bookmark: _Toc62727151][bookmark: _Toc75716407]Additional responsibility for ExTL for witness testing

The ExTL shall ensure the presence of ExTL staff at the test facility during testing to witness all aspects of the tests carried out by personnel of the participating test facility, except as permitted under Clauses 6.6 for remote witness testing and 6.7 for partially witnessed testing.

[bookmark: _Toc60846896][bookmark: _Toc62727152][bookmark: _Toc75716408]Additional responsibility for test facility for witness testing

For witness testing the test facility shall:

1. Conduct testing in accordance with the applicable test standards, instructions given by the ExTL staff witnessing the test, and all the relevant provisions of the agreement, and

1. Sign the test report



[bookmark: _Ref520362804][bookmark: _Toc60846897][bookmark: _Toc62727153][bookmark: _Toc75716409]Conducting witness testing

Prior to commencing the tests, witnessing staff of the ExTL involved shall:

1. Prepare the necessary test plan and review it with personnel of the participating test facility assigned to perform the tests

1. Check the test set-up for correctness

1. Check that the appropriate test instruments are used and ensure that they are functional, and their calibrated accuracy is appropriate for the measurements to be taken

1. Verify that the test instruments are properly calibrated by an ISO/IEC 17025 accredited calibration lab and that calibration is traceable to National Standards

1. Provide the necessary work instructions and direction

1. Verify that the test sample(s) is/are representative of production and properly and uniquely identified. In cases where multiple samples are required for testing, they are to be identifiable to the testing for which they were subjected

1. Where equipment such as measuring systems are calibrated by the test facility, ensure that such equipment is validated prior to use

1. [bookmark: _Ref519857437]Verify when relevant the appropriateness of the power supply (see 4.8.5), and

1. [bookmark: _Ref520362769]Verify humidity level where it can affect electrical testing (for example, for electrostatic discharge)

Witnessing staff of the ExTL involved shall be present during testing and shall continue to supervise and check all critical aspects of the tests. ExCB staff may be present during the test should they wish.

[bookmark: _Ref519863190][bookmark: _Toc60846898][bookmark: _Toc62727154][bookmark: _Toc75716410]Long-term witness testing

Long-term tests include thermal endurance to heat, thermal endurance to cold, resistance to light and other tests during which no change of test parameters occurs or during which no observation of the test sample is required.

Long-term tests are not required to be witnessed for the entire duration of the test.

The following shall apply to long-term witness testing:

1. The test sample(s) shall be identified prior to the start of the test and the identification witnessed by ExTL staff

1. The tests shall be witnessed at the start and at the conclusion of the test, but this does not need to be by the same member of the ExTL staff

1. The test set-up shall be subject to continuous monitoring to ensure that the test conditions are maintained, and

1. Records of the continuous monitoring system shall be reviewed by the ExTL

[bookmark: _Ref519858355][bookmark: _Toc60846899][bookmark: _Toc62727155][bookmark: _Toc75716411]Remote witness testing

[bookmark: _Toc60846900][bookmark: _Toc62727156]When remote witness testing may be used

Remote witness testing may be used only where, based on experience and prior site assessment, ExTL and ExCB staff have confidence in the ability of the persons performing the tests and the test equipment used. Confidence is based on the following conditions:

1. The test facility shall have successfully demonstrated their capability by way of similar tests witnessed by an ExTL, and

1. The ExTL and ExCB shall have a process to demonstrate that the necessary level of trust and confidence is maintained through the periodic witnessing of testing by the ExTL

[bookmark: _Toc60846901][bookmark: _Toc62727157]Procedure for remote witness testing

Where remote witness testing is carried out, the following procedure shall be followed:

1. All test equipment calibration records requested by the witnessing entity shall be made available and correlated with the designations shown on the test equipment used

1. Details of the test plan and test set-up (including for instance placement of thermocouples, required photos, etc.) and testing date shall be discussed and agreed upon prior to commencing testing

1. The ExTL may require that "live" viewing in real time of the test set-up using a video camera be available to check the set-up prior to testing, and may require on-site examination of the test setup, including camera(s)

1. The actual testing shall be witnessed live by the ExTL using an electronic medium such as a live video conference feed via video camera

1. Acceptance of tests and related data witnessed shall be determined by ExTL staff

1. Test samples used shall be distinctly marked

1. The ExTL or ExCB may request that test samples are provided for additional review, and

1. [bookmark: _Ref519857482]In case of long-term testing and heating tests, data obtained by application 6.4 h) and i) shall be provided

[bookmark: _Ref519858499][bookmark: _Toc60846902][bookmark: _Toc62727158][bookmark: _Toc75716412]Partially witnessed testing

[bookmark: _Toc60846903][bookmark: _Toc62727159]Partially witnessed testing – introduction

Partially witnessed testing is a common practice currently used by ExTLs and ExCBs whereby witnessing only some parts of the agreed upon testing programme is deemed sufficient.

Partially witnessed testing is an option where, based on experience and prior site assessment, ExTL and ExCB staff have confidence in the ability of the persons performing the tests, the test facility and the test equipment used without full witness testing.

[bookmark: _Toc60846904][bookmark: _Toc62727160]Partially witnessed testing – scenarios

The following scenarios are allowed for partially witnessed testing under this operational document:

1. Remote witness testing in 6.6

1. Tests considered similar in nature to the relevant industrial standards (non-Ex Standards)

These scenarios are addressed in more detail below.

When partially witnessed testing is used for the remote witness testing as described in 6.6, all applicable requirements of 6.6 shall be complied with together with the requirements of this clause.

Relevant industrial standards are ISO- and IEC-based standards relevant for the type of equipment tested under the IECEx System. This includes tests such as thermal testing in air, drop, impact, electric strength and excludes all forms of explosion testing such as spark ignition testing, flame propagation testing, etc.

[bookmark: _Toc60846905][bookmark: _Toc62727161]Partially witnessed testing – general requirements

In addition to the general requirements and those for witness testing, according to this OD, the following additional requirements apply for partially witnessed tests:

1. The additional requirements of ISO/IEC 17025, as shown in Table 1, shall be applied

1. Before test data can be accepted, the associated test method(s) shall be confirmed as within the scope of the agreement between the ExTL and test facility and have been validated in accordance with requirements of this operational document

1. The ExTL shall work with the manufacturer, user, or third-party facility’s staff to determine the scope and extent of tests that can be partially witnessed

1. The ExTL is responsible for all test data including that obtained using partial witnessing



[bookmark: _Toc355080571][bookmark: _Toc358798318][bookmark: _Toc358802876][bookmark: _Toc358803017][bookmark: _Toc359335763][bookmark: _Toc60846906][bookmark: _Toc62727162][bookmark: _Toc75716413]
(informative) 

Sample off-site testing agreement


[bookmark: _Toc358798319][bookmark: _Toc358802877][bookmark: _Toc358803018][bookmark: _Toc359335764]This AGREEMENT is made this ________day of ________, (year) _____, at _______________

_____________________________between the following parties:

ABC: (Name and address of ExCB)__________________________________________; and

XYZ: (Name and address of ExTL) __________________________________________; and

MTF/ETF/3PTF: (Name and address of manufacturer, user or third-party test facility, referred to as "test facility") __________________________

RECITALS

Whereas off-site testing, as defined in operational document IECEx OD 024, at the test facility is a (XYZ) procedure for the use of a test facility by (XYZ) staff in accordance with the applicable requirements of:

a) (XYZ) Operating Procedures; and

b) The rules of procedure of the IECEx System as stipulated in operational documents IECEx OD ___________

Pursuant to which personnel from (XYZ) perform the complete tests at the test facility, using (XYZ) own or test facility test equipment.

Whereas the test facility wishes to participate in the off-site testing programme and is prepared to cooperate with and provide the necessary assistance to (XYZ).

Now therefore, for and in consideration of the mutual covenants herein expressed and other lawful and valuable consideration, the parties agree as follows.

1.0	SCOPE

The off-site testing programme operated under this Agreement covers the product safety Standards and tests described in Schedule “A” to this Agreement.

2.0	OBLIGATIONS OF THE TEST FACILITY

2.1	The test facility shall demonstrate that the test facility where off-site testing is to be performed, including the power supply and lighting and environmental conditions complies with the relevant requirements of ISO/IEC standard 17025, “General requirements for the competence of testing and calibration laboratories”.

2.2	If the test equipment used is owned by the test facility it shall demonstrate that its calibration programme complies with the applicable requirements of ISO/IEC standard 17025.

2.3	The test facility shall appoint an appropriate person to be responsible for the test facility and calibration services, if applicable.

2.4	The test facility shall assist (XYZ) personnel in the preparation for and conduct of tests by providing the services described in Schedule “B”

2.5	(TF) agrees to provide adequate power supply in case of long-term testing and/or heating tests with the conditions defined in IECEx OD 024

2.6	The test facility agrees to compensate (XYZ) pursuant to agreed (XYZ) quotations for services and expenses in connection with the provisions of this Agreement.

3.0	OBLIGATIONS OF (ExTL XYZ)

3.1	Maintain complete and full responsibility for all testing carried out at the test facility and for the integrity and completeness of the test results.

3.2	Maintain compliance with the IECEx rules and operational documents.

3.3	Perform the activities and its role according to IECEx OD 024

3.4	Prepare the required test report.

3.5	Perform the activities outlined in Section 4 of this Agreement.

3.6	Maintain all required documentation related to activities carried out under this Agreement.

4.0	QUALIFICATION ASSESSMENT AND CONTINUED VERIFICATION OF COMPETENCE

4.1	Prior to conducting tests under the off-site testing programme, (ExTL XYZ) will conduct an initial assessment of the test facility to verify compliance with the relevant requirements of ISO/IEC 17025

4.2	At each visit to the test facility under this programme, ExTL (XYZ) will validate the initial assessment results to ensure the ongoing suitability of the facility and the competence of the test facility personnel to perform the role assigned to them under Clause 2.4 above.

5.0	CONFIDENTIALITY

Although proprietary documents, material and information which come to the attention of (XYZ) while performing services under this Agreement shall be regarded as confidential, the test facility acknowledges and agrees that (XYZ) is obligated to disclose such information to other third parties in accordance with the relevant rules and requirements of:

· (Name of accreditation body/bodies under which XYZ is accredited), and

· The IECEx System.

6.0	MISCELLANEOUS TERMS AND CONDITIONS

This Agreement shall continue in effect for as long as both parties jointly agree to and abide by its terms and conditions.

This Agreement is subject to cancellation by either party upon giving a written notice to the party.

This Agreement, including the Schedules referenced herein shall be executed in duplicate, each of which shall be an original.

		 

		



		 	On behalf of the test facility

 

		      On behalf of ExTL (XYZ)





Name: ________________________			Name: ________________________





Title: _________________________			Title: _________________________





Signature: ____________________			Signature: ____________________





On behalf of ExCB (ABC) [Optional according to IECEx OD 024]



Name: ________________________





Title: _________________________





Signature: _____________________

SCHEDULE "A"

The standards and tests listed below are covered under this Agreement

		TEST STANDARD

		TESTS



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		



		

		







SCHEDULE "B"

The test facility agrees to assist (XYZ) in conducting the off-site testing programme by providing the following services:

1. 

2. 

3. 

4. 

5. 

6. 

7. 

[bookmark: _Toc75716414]
(informative)

[bookmark: _Toc60846908][bookmark: _Toc62727164][bookmark: _Toc75716415]Guidance for IECEx ExTLs and ExCBs on the use of the Online Register for data entry and management

[bookmark: _Toc60846909][bookmark: _Toc62727165]Password access

Staff of IECEx ExTLs and, where relevant, an ExTLs formally associated IECEx ExCB(s) will be provided, on request to the IECEx Secretariat via the info@iecex.com email account, with access based on individual staff member’s email addresses and a personalized password created by the user.

As ExTL’s are responsible for establishing and managing off-site testing agreements in accordance with this IECEx operational document, it is expected that ExTL staff will be the primary users of the Online Register.

Access for a user is limited to a single unique password that can be used by suitably authorized staff of the body in accordance with the body’s internal procedures. The password enables body staff to access the Online Register to:

1. Enter details of new testing agreements established by the body.

2. Update details of existing testing agreements established by the body.

After you have had access set up based on an email address you will receive the following message:

A Testing Register account has been created for you on the IECEx website. Click here to setup your password.

The Testing Register can be found here.

Use of the link will enable you to setup a personalized password and then access the register.

If you forget your password, you can use the “I’ve lost my password” link on the login page as shown below:

NOTE The system administrators cannot access this personalized password if you forget it.

[image: ]

If there is a need to change a user’s password OR if access rights for a staff member of an ExTL or ExCB needs to be revoked, contact the IECEx Secretariat for assistance.

[bookmark: _Toc60846910][bookmark: _Toc62727166] Data entry

Access to enter data as the details of an agreement is done by first logging as an authorized user and the selecting the Menu icon and then "+ Add to Register" as shown below:

[image: ]

Data shall be entered into the fields of the register data entry template using plain text or by use of the Calendar function. The system also provides auto-complete suggestions for some fields on the basis of existing data in the system. Caution should be exercised if cutting and pasting text from other documents as this may introduce hidden formatting codes that can disrupt the operation of the register and presentation of the data.

Most data entry template fields are mandatory, and the fields must contain sufficient information about the details of the testing agreement to enable the register to be used to verify that an appropriate agreement exists and is current at the time of testing. Fields must not be left blank as this may infer that the record is incomplete. Therefore "N/A", "Not Applicable" or similar shall be used to clearly indicate that a field has not been used where this is appropriate.

[bookmark: _Toc60846911][bookmark: _Toc62727167]Data modification/update

Data can (only) be edited to correct editorial errors, include changes or updates by the ExTL or the ExCB that is formally associated with the testing agreement’s establishing ExTL. The editing function shall not be used to remove data.

[bookmark: _Hlk109576318]The details of expired or suspended testing agreements shall be retained in the register after they have expired or been suspended (via update of the validity date to be that of the date is suspension) because these records need to be retained as a reference for validation of testing conducted when the agreement was current. If a suspended agreement needs to be reinstated after resolution of the matters leading to the original suspension, a new agreement record will need to be registered in the system (refer Clause 4.8.2 in this publication).

[bookmark: _Toc60846912][bookmark: _Toc62727168]Deletions

The IECEx Secretariat should be consulted where a record of an agreement in the register needs to be permanently deleted.

[bookmark: _Toc60846913][bookmark: _Toc62727169][bookmark: _Toc75716416]Instructions for the management of the Online Register by IECEx Secretariat staff (as administrators)

[bookmark: _Toc60846914][bookmark: _Toc62727170]Password access

Access for authorized administrators is via their email address and a personalized password. Administrator access provides all privileges of users/members and the addition ability to delete records from the register and to setup ExTLs, ExCBs and users/members.

[bookmark: _Toc60846915][bookmark: _Toc62727171]Management of access rights for ExTL and ExCB staff

Under the administrator menu options illustrated in the following screenshot

[image: ]

You can add new ExTLs using the menu option shown below following selection of the "Manage Access" icon

[image: ]

and add users/members to one or more existing ExTLs via use of the options shown in the two following screenshots:

[image: ]

[image: ]

and subsequently edit users/members details following the process illustrated in the three following screenshots:

[image: ]

Click here to add new group members or to edit their details via options shown below:

[image: ]

NOTE The use of “Edit group” only enables editing of the organization title (and not the group’s users details).

[image: ]

CAUTION: Also note that use of the “Revoke group access” icon will remove the ExCB/ExTL as a listed organization in the system (once removed, it will need to be added again and all users setup again).
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