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1 Purpose

This document sets forth the Agricultural Marketing Service Industry Services Audit and
Accreditation Programs' (AMS ISAAP) policies and responsibilities for training and
performance evaluations of the AMS Auditors and AMS Auditors-in-Training who perform
audits or assessments under the AMS ISAAP.

2 Scope

This document applies to the performance and training evaluation process for AMS Auditors and
AMS Auditors-in-Training. Also, subcontractors identified in either the AMS Branch Audit
Management Program or the AMS Branch Accreditation Management Program shall have an
equivalent system for evaluating auditors.

3 References

The following referenced documents are indispensable for the application of this document. For
dated references, only the edition cited applies. For undated references, the latest edition of the
referenced document (including any amendments) applies.

3.1  AMS Industry Services Audit and Accreditation Programs Manual (AMS 1)

3.2 AMS Auditor Criteria (AMS 1C)

3.3  AMS Auditor-in-Training Evaluation Worksheet (AMS 1C1A)

3.4  AMS Auditor Performance Evaluation Worksheet (AMS 1C1B)

3.5 1SS0 19011:2002 Guidelines for quality and/or environmental management systems
auditing

4 Policy

The AMS Auditor-in-Training Evaluation Worksheet and AMS Auditor Performance Evaluation
Worksheet (Evaluation Worksheets) are the documents that an AMS Branch shall use to record
the knowledge, abilities, and/or performance of AMS Auditors-in Training and AMS Auditors.

5 Definitions

51  AMS Auditor: An employee who has met all of the Fundamental Requirements and
Standard Training and Audit Experience Requirements for a Specific Program (either a Specific
Audit Program or a Specific Accreditation Program).

52  AMS Auditor-in-Training: (1) An employee who has met the Fundamental
Requirements for an AMS Auditor, but has not met all the Standard Training and Audit
Experience Requirements for a Specific Program (either a Specific Audit Program or a Specific
Accreditation Program); or (2) An AMS Auditor who has successfully met the Fundamental
Requirements and the Standard Training and Audit Experience Requirements for a Specific
Program is considered an AMS Auditor-in-Training when he/she is training to meet the Standard
Training and Audit Experience Requirements for another Specific Program. In this instance, the
AMS Auditor must also successfully complete the Specific Program Training as defined by the
AMS Branch.
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5.3  Assessment: A systematic, independent, and documented process for evaluating the
adequacy of program or system documentation, or the evaluation of the completeness of
implementation of a documented program or system. The evaluation determines an applicant’s
ability to meet a Specific Accreditation Program.

54  Audit: A systematic, independent, and documented process for obtaining evidence and
evaluating it objectively to determine the extent to which the criteria are fulfilled. The
evaluation determines an applicant’s ability to meet a Specific Audit Program.

5.5  Desk Appraisal: An evaluation of an AMS Auditor’s performance determined by
reviewing documented work, such as: audit reports, audit plans, or other applicable records or
documents.

5.6  Evaluator: A person knowledgeable of the policies and procedures applicable to the
Specific Audit Program or the Specific Accreditation Program for which the audit or assessment
is conducted. An evaluator usually is a Team Leader, but may be a supervisor, trainer, or a
program manager.

5.7  Specific Program: Either a Specific Audit Program or a Specific Accreditation Program.

5.8  Witness Appraisal: An evaluation where an evaluator attends an audit or assessment as
an observer for the purpose of evaluating the AMS Auditor’s performance in conducting the
audit or assessment.

6 Responsibilities

6.1  AMS Auditor-in-Training and AMS Auditor Responsibilities

6.1.1 Ensure he/she has a clear understanding of his/her expected knowledge, abilities, and/or
performance, as applicable, and request clarifications, as necessary.

6.1.2 Seek feedback from the evaluator as soon as possible after training occurs.

6.1.3 Initial and date the applicable Evaluation Worksheet and return to the evaluator via mail,
e-mail or fax. This may be an electronic acknowledgment; however the corresponding e-mail
shall be attached to the worksheet for recordkeeping. If the Audit Employee disagrees with the
annotated accomplishments, concerns, problems, and/or the overall rating, then the Audit
Employee must submit a documented reason to the evaluator.

6.1.4 Take steps to improve knowledge, abilities, or performance that is identified as not
meeting expectations or otherwise needing improvement.

6.2  Evaluator’s Responsibilities
6.2.1 Conduct Training Evaluations, Witness Appraisals, and Desk Appraisals, as applicable.

6.2.1 Prepare the applicable Evaluation Worksheet for each designated evaluation.
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6.2.2 Annotate accomplishments, concerns, and problems on the applicable Evaluation
Worksheet.

6.2.3 Determine the overall rating for training and/or performance.

6.2.4 Mail, e-mail, or fax the applicable Evaluation Worksheet to the Audit Employee and
his/her supervisor as soon as possible after performing the evaluation, usually within one week.

6.2.5 Obtain the Audit Employee’s acknowledgment of the applicable Evaluation Worksheet.
If the Audit Employee disagrees with the annotated accomplishments, concerns, problems,
and/or the overall rating, obtain a documented reason from the Audit Employee.

6.3  Supervisor’s Responsibilities [Rating Official for Employee Performance Appraisal
(AD-435)]

6.3.1 Monitor the Audit Employee’s knowledge, abilities, and/or performance during Training
Evaluations, Witness Appraisals, Desk Appraisals, other communications, and through
Evaluation Worksheets provided by other evaluators, as applicable.

6.3.2 Assist Audit Employees in improving knowledge, abilities, and/or performance identified
as not meeting expectations or otherwise needing improvement.

6.3.3 Compile Evaluation Worksheets for each Audit Employee and use these evaluations to
assist in determining their mid-term and annual Employee Performance Appraisal.

6.3.4 Discuss any “Unsatisfactory” overall rating or individual element rating with the Audit
Employee as soon as possible after notification of the rating.

6.3.5 Notify the AMS ISAAP Program Manager of the results of an Audit Employee's
evaluations. The AMS ISAAP Program Manager should be notified of any "Unsatisfactory™
rating as soon as possible after notification of the rating.

6.4  AMS Branch Responsibilities

6.4.1 Track and assimilate all Evaluation Worksheets to ensure that AMS Auditors conducting
audits or assessments have received the required training, possess the required knowledge and
abilities, and are performing as expected to meet the requirements of the AMS Auditor Criteria.

6.4.2 Provide summaries, evidence of training, Evaluation Worksheets, or other data to the
AMS ISAAP Program Manager upon request.

7 Frequency of Evaluation Worksheets

7.1  AMS Auditor-in-Training Evaluation Worksheet

The AMS Auditor-in-Training Evaluation Worksheet shall be used for training evaluations. It
shall be used to verify that training was completed, and to record the knowledge and abilities of
the AMS Auditor-in-Training. It shall be completed by the evaluator each time an AMS
Auditor-in-Training participates in an audit or assessment.
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7.2 AMS Auditor Performance Evaluation Worksheet

7.2.1  An AMS Auditor Performance Evaluation Worksheet shall be used for performance
evaluations. It shall be used to verify an AMS Auditor's knowledge, ability, and performance. It
shall be completed by the evaluator at least annually (one of them must be concurrent with the
annual employee performance appraisal) for each Specific Program in which the AMS Branch
considers the AMS Auditor qualified.

a) A Desk or Witness Appraisal shall be performed at least annually for each
Specific Program.

b) A Witness Appraisal shall be conducted at least once every 3 years for each
Specific Program.

8 Determining Overall Rating for Evaluation Worksheets

8.1  Two-level Rating System

A two-level rating system, “Satisfactory” and “Unsatisfactory”, shall be used to evaluate training
or performance.

8.2  Criteria to Determine Overall Rating for an AMS Auditor-in-Training
8.2.1 Satisfactory means the AMS Auditor-in-Training meets the expected knowledge and
abilities. The overall criteria are

a) All the individual elements are rated “2” and
b) No individual element is rated “1”.

8.2.2 Unsatisfactory means the AMS Auditor-in-Training does not meet the expected
knowledge and abilities. If any individual element is rated “1,” the overall rating shall be
Unsatisfactory.

8.3  Criteria to Determine Overall Rating for an AMS Auditor
8.3.1 Satisfactory means the AMS Auditor meets the expected knowledge and performance.
The overall criteria are

a) All the individual elements are rated “2” and
b) No individual element is rated “1.”

8.3.2 Unsatisfactory means the AMS Auditor does not meet the expected knowledge and
performance. If any individual element is rated “1,” the overall rating shall be Unsatisfactory.

9 Failure to Demonstrate Satisfactory Knowledge, Ability, and/or Performance
9.1 Training

An AMS Auditor-in-Training receiving an overall rating of Unsatisfactory for a Specific
Program shall be required to perform 2 consecutive audits or assessments for the Specific
Program under the supervision of an evaluator to receive guidance and training in the
unacceptable evaluation element(s).
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a) Both evaluations after the Unsatisfactory rating shall be prepared using the AMS
Auditor-in-Training Evaluation Worksheet.
b) If the result of the 2" evaluation continues to be Satisfactory, then:

1) The AMS Auditor-in-Training shall not be qualified as an AMS Auditor
2) An AMS Auditor who is training for the Specific Program shall not be
considered qualified for the Specific Program.

9.2  Performance
AMS Auditors are required to perform at an overall Satisfactory level.

9.2.1 An AMS Auditor receiving an overall rating of Satisfactory for a Specific Program shall
be required to perform the next two consecutive audit or assessment assignments for the Specific
Program under the supervision of an evaluator to receive guidance and training in the
unacceptable evaluation element(s).

a) The first evaluation after the Unsatisfactory rating shall be prepared using the
AMS Auditor-in-Training Evaluation Worksheet.

b) The 2" evaluation shall be prepared using the AMS Auditor Performance
Evaluation Worksheet. If the result of the 2" evaluation continues to be
Unsatisfactory, the employee shall not be considered a qualified AMS Auditor for
that Specific Program.

9.3  The AMS Branch may take further action based on the Evaluation Worksheets. For
example, the AMS Branch may develop alternate training programs to bring employees up to an
acceptable knowledge, abilities, and/or performance level necessary to meet the AMS Auditor
Criteria.

10 Records

The AMS Auditor Performance Evaluation Worksheet and the AMS Auditor-in-Training
Worksheet records shall be maintained by the AMS Branch for evidence of meeting the AMS
Auditor Criteria for the Specific Program.
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AMS Auditor-in-Training:

Evaluation Date(s):

Evaluator's Name:

Auditor’s-in-Training Role: [ ] Lead Auditor

[ ] Team Member

Audit or Accreditation Program: [ ] Client Developed Service Program

[ ] USDA Process Audit Program

[ ] USDA Quality Management System (QMS)
Program

[ ] USDA Process Verified Program

[ ] USDA Environmental Management System
(EMS) Program

[ ] USDA HACCP Audit Program

[ ] USDA Testing and/or Calibration
Laboratory Accreditation Program

[ ] USDA Certification Body Accreditation
Program

[ ] Other, explain:

Specific Audit Program:

Scope of Audit (include program
elements audited)

Branch:

Steps for Completing the Evaluation:

1.1  Complete the AMS Auditor-in-Training Evaluation Elements in the table below using the

following scoring system:
2 = Satisfactory (Meets expected knowledge and abilities)
1 = Unsatisfactory (Does not meet expect knowledge and abilities)
NA = Not applicable

1.2 Provide comments for individual element ratings of Unsatisfactory "1."

1.3 Complete the "Statement of AMS Auditor-in-Training’s Overall Rating".

1.4 The evaluator may recommend additional training based on this evaluation. Ratings of
Not Applicable “NA” are necessary to explain why only parts of the evaluation were
performed.

AMS 1C1A AMS Auditor-in-Training Evaluation Worksheet 12 06 07 Final Page 1 of 3
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AMS Auditor-in-Training
Evaluation Worksheet

AMS Auditor-in-Training Evaluation Elements 2 1 | NA

1. | Knowledge of policies and procedures applicable to the audit or OO
accreditation program noted above

2. | Knowledge of the specific audit requirements for the applicable audit or HEERRIE
accreditation program

3. | Ability to perform the desk audit 1 L

4. | Knowledge of and ability to perform the pre-audit activities (identifying HEIRBIR
resources required for the audit; arranging for the audit with the auditee;
making cost effective travel arrangements; preparing the audit plan;
assigning work to the audit team, as applicable)

5. | Knowledge of and ability to perform the on-site audit activities T

a. | Ability to conduct the opening meeting HEInEInE

b. | Ability to communicate effectively with the auditee and other membersof | [ ] | [ ] | []
the audit team

c. | Ability to manage the audit team effectively, only applies to lead auditor HEERRIE
training

d. | Ability to “control” the audit effectively including leading the audit teamin | [ ] [ [] | ]
communications with the auditee, reaching audit conclusions, and
preventing and resolving conflicts, only applies to lead auditor training

e. | Ability to collect and verify information (or coordinate the collectionand | [ ] [ [ ] |[]
verification of information)

f. | Ability to interpret and apply the applicable audit or accreditation program | [ ] [ [_] | []
as it relates to the auditee's business

g. | Ability to contribute to the audit findings (audit findings are evidence based | [ | [ [ ] | []
and within the scope of the audit)

h. | Ability to conduct the closing meeting HEIIREIR

6. | Ability to contribute to the audit report HEInEInE

7. | Ability to prepare an audit report that is complete, technically accurate, and | [ ] [ [ ] | []
grammatically correct

8. | Ability to prepare audit documentation (checklist, audit notes, etc) whichis | [ | [ [ ] | []
sufficient to write an accurate report documenting the results of the audit

9. | Ability to conduct follow-up audit activities (submit audit charges, follow- |[[] [ [ ] | []
up on required corrective actions, etc)

10.| Personal attributes as defined in ISO 19011:2002

a. | Ethical (fair, truthful, sincere, honest, and discreet, maintained HEIERIE
confidentiality and security of information)

b. | Open minded (willing to consider alternative ideas or points of view) HEIREIR

c. | Diplomatic (tactful in dealing with people) HEInEInE

d. | Observant (actively aware of physical surroundings and activities) HIIRRIR

e. | Perceptive (instinctively aware of and able to understand situation) HEIERIn

AMS 1C1A AMS Auditor-in-Training Evaluation Worksheet 12 06 07 Final
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f. | Versatile (adjusted readily to different situations) ; ; ;
g. | Tenacious (persistent, focused on achieving objectives) LI L] L
h. | Decisive (timely conclusions based on logical reasoning and analysis HylERIN
i. | Self-reliant (acted and functioned independently while interacting HElEEEN

effectively with others)

Statement of AMS Auditor-in-Training’s Overall Rating:
Evaluator must select the appropriate statement:

] Satisfactory - Meets expected knowledge and ability (All individual elements rated “2”

and no individual element rated "1").

[ ] Unsatisfactory - Does not meet expected knowledge and ability (rated “1” in any
element). Evaluator must provide comments for all individual element ratings of ““1”
and indicate training or other action recommended. Indicate element number and explain

below:

Comments:

Evaluator shall explain ratings of “NA” and may recommend additional training for a rating of

Satisfactory, if applicable. Indicate element number and explain below:

AMS Auditor-in-Training’s Evaluator’s Signature:
Acknowledgment Signature:

Date: Date:

*If the AMS Auditor-in-Training disagrees with the evaluation, a documented reason must be submitted.
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Auditor:

Evaluation Date(s):

Evaluator:
Auditor’s Role: [ ] Team Leader
[ ] Team Member
Audit or Accreditation Program: [ ] Client Developed Service Program

[ ] USDA Process Audit Program

[ ] USDA Quality Management System (QMS)
Program

[ ] USDA Process Verified Program

[ ] USDA HACCP Audit Program

[ ] USDA Environmental Management System
(EMS) Program

[ ] USDA Testing and/or Calibration
Laboratory Accreditation Program

[ ] USDA Certification Body Accreditation
Program

[ ] Other, explain:

Specific Audit Program:

Scope of Audit (include elements
audited)
Branch:

1 Steps for Completing the Evaluation:
1.1  Complete the AMS Auditor Performance Evaluation Elements in the table below using
the following scoring system:
2 = Satisfactory (Meets expected knowledge and performance)
1 = Unsatisfactory (Does not meet expected knowledge and performance)
NA = Not applicable
1.2 Provide comments for individual element ratings of Unsatisfactory “1.” Comments must
be provided for individual element ratings of “1.”
1.3 Complete the "Statement of Auditor’s Overall Rating".
1.4 Ratings of Not Applicable “NA” may be necessary to explain why only parts of the
evaluation were performed.
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Performance Evaluation Worksheet

AMS Auditor Performance Evaluation

Policies and procedures applicable to the audit or accreditation program
are understood and applied.

The specific audit requirements for the audit or accreditation program are
understood and applied.

Audit activities are performed in accordance with audit principles,
policies and procedures applicable to the specific audit or accreditation
program.

Document review (desk audit, as applicable) was performed accurately
and efficiently, and within the agreed time schedule.

Effectively performed pre-audit activities (identified resources required
for the audit; arranged for the audit with the auditee; made cost effective
travel arrangements; prepared an accurate and complete audit plan;
assigned work to audit team as applicable.

O O 0O 0O O

0o odd-
O o0 O o Oz

Understood and was familiar with the industry being audited (jargon,
common practices, equipment, and tools).

[]

[
[

Conducted a well organized opening meeting (introduced team, restated
purpose and scope of audit, auditee representative and communication
channels were identified, informed auditee that they would be kept aware
of audit progress, confirmed that needed resources and facilities were
available, explained the conditions under which the audit would be
terminated and the audit appeal process.

[l

[]
[]

Audit team roles, responsibilities and timeframes are clearly identified
and understood and facilitated an effective and efficient audit.

Controlled the audit effectively including leading the audit team in
communications with the auditee, reaching audit conclusions and
preventing and resolving conflicts.

10.

Communicated (both orally and in writing) in a clear, concise and
understandable manner. Vocabulary, tone and style was adapted to the
individual or group to whom they were addressing.

11.

Any communication issues are diplomatically, tactfully and quickly
resolved.

12.

Observant, actively aware of physical surroundings and activities.
Records and verified audit evidence.

13.

Asked open-ended questions to effectively acquire information.

14.

Followed auditee company’s policies and safety procedures at all times.

15.

Collected and verified information pertaining to the audit (or coordinated
the collection and verification of information).

16.

Audit findings are evidence based, verifiable and within the scope of the

O ood oo o oo

DDD\DDD O O O
DDD\DDD O O O
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audit. Contributed to audit findings (team member).

17. | Decisively and accurately classified audit findings based on the severity, |[] |1 | [l
the frequency of occurrence, and the risks associated with the finding.

18. | Informed auditee representative of audit findings as they were noted. L] [

19. | Conducted a well organized closing meeting that presented the audit HEIREIN
findings and conclusions in a manner so that they were understood and
acknowledged by the auditee.

20. | Audit documentation, checklist and audit notes were accurate, complete, | [ ] |[] | []
neat, and provided sufficient information to prepare the report.

21. | Audit report was complete and objectively and accurately documented the | [ ] | [ ] | []
results of the audit.

22. | Audit report was checked for spelling, and grammatically correct. HEIIREIR

23. | Conducted follow-up audit activities (submitted audit charges, followed- | [ ] [[] | [
up on required corrective actions, etc.).

24. | Acted professionally with the highest degree of ethical conduct (honesty, |1 |[] | []
integrity and impartiality).

25. | The importance of maintaining confidentiality and security of information | ] | [] | []
learned during the audit is understood and applied.
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AMS Auditor's Overall Rating:
Evaluator must select the appropriate statement and include the necessary information if
applicable.

[] Satisfactory (All individual elements rated “2” and no individual element rated "1").

] Unsatisfactory (rated “1” in any element). Evaluator must provide comments for all
individual element ratings of “1” and indicate training or other action recommended.
Indicate element number and explain below:

Comments:
If individual elements were evaluated “NA,” comments may be necessary to explain why.
Indicate element number and explain below:

Auditor’s Acknowledgment Signature: Evaluator Signature:

Date: Date:

*If the AMS Auditor disagrees with the evaluation, a documented reason must be submitted.
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1 Scope

11 General

This document specifies the requirements for the USDA Process Audit Program. The Program is
provided under the Agricultural Marketing Service, Industry Services Audit and Accreditation
Program (AMS ISAAP), AMS Branch Audit Management Program.

The USDA Process Audit Program is most useful to verify conformance to standards, methods,
procedures, or other requirements. It is a program that verifies processes are working within
established limits. An audit of a process includes an analysis of elements of a specific process or
processes and an appraisal of completeness, correctness of conditions, and probable effectiveness.

1.2 Application
All requirements of this document are generic and are intended to be applicable to all applicants,
regardless of type, size, and product produced.

2 References

The following referenced documents are indispensable for the application of this document. For
dated references, only the edition cited applies. For undated references, the latest edition of the
referenced document (including any amendments) applies.

2.1 AMS Industry Services Audit and Accreditation Programs Manual (AMS 1)

3 Definitions
3.1 Process: Any activity or set of activities that uses resources to transform inputs to outputs.

4 AMS Branch Responsibilities
4.1 The AMS Branch shall establish documented requirements for a Specific USDA Process
Audit Program, including the processes that shall be addressed.

Note: A guideline in itself usually does not set forth requirements. Documented requirements are
necessary to verify conformance.

4.2 The AMS Branch may include additional requirements within a Specific USDA Process
Audit Program, as appropriate to the industry.

4.3 The AMS Branch may use an alternative name for a Specific USDA Process Audit Program.
4.4 The AMS Branch shall not use the terms "quality management system,” "quality system,"
"management system," or "1SO based" to identify or describe a Specific Process Audit Program.
These terms are reserved for descriptions of audit programs that cover all aspects of an applicant’s
control system and where audits are conducted to verify, through objective evidence, whether or not
the quality management system and organizational plans are indeed carried out to adequately and
effectively meet the requirements set forth. The term "1SO based™ may not be used in any program,
instruction, or information used to describe the program as this program does not include all the
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required elements of an 1SO program and the term "ISO" is reserved for programs that incorporate all
the elements of an ISO standard or guide.

US DA Agricultural Marketing Service 1400 Independence Avenue SW AMS 2A
e

45 The AMS Branch shall select an AMS Auditor who meets the AMS Auditor Criteria for the
USDA Process Audit Program.

5 Applicant Responsibilities
The applicant shall develop and implement a documented program that addresses all requirements.
The documented program shall include

a) Documents required by the Specific USDA Process Audit Program;

b) Documents needed by the applicant to ensure the effective planning, operation, and
control of its processes; and

C) Records required by the Specific USDA Process Audit Program.

6 Frequency of Audits

The AMS Branch shall conduct the audit in accordance with a specified time frame stated in a
specific USDA Process Program. However, the program audit shall be carried out at least once every
12 months.

7 Program Requirements
7.1 A Specific Process Audit Program shall include the following

a) Monitoring and Measurement of Processes: The applicant shall apply suitable
methods for monitoring and, where applicable, measurement of the processes. These
methods shall demonstrate the ability of the processes to achieve planned results.
When planned results are not achieved, correction and corrective action shall be
taken, as appropriate, to ensure conformity of the product or service.

b) Monitoring and Measurement of Product: The applicant shall monitor and measure
the characteristics of the product to verify that product requirements have been met.
This shall be carried out at appropriate stages of the product realization process in
accordance with planned arrangements. Non-conforming product must be controlled
and not used within the program.

C) Identification and Traceability: The applicant shall have a documented procedure to
identify product by suitable means throughout product realization, where appropriate.
d) Corrective Action: The applicant shall take action to eliminate the cause of non-

conformances in order to prevent recurrence. Corrective actions shall be appropriate
to the effects of the non-conformances encountered.
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United States Department of Agriculture
Agricultural Marketing Service
Fruit and Vegetable Programs

Fresh Products Branch Directive

FPB 701
07/26/10

I. PURPOSE

Il. REPLACEMENT
HIGHLIGHTS

1. AUTHORITY

IV. POLICY

MINIMUM AUDITOR CRITERIA FOR FEDERAL AND
FEDERAL- STATE PERSONNEL LICENSED TO PERFORM
AUDITS

To outline the minimum requirements needed by Fresh Products Branch
(FPB) employees and federal-state personnel in order to meet the
Agricultural Marketing Service (AMS) auditor requirements, and outline
the requirements to maintain auditor status.

This Directive supersedes FPB Directive 701 dated 4/23/08 and makes
obsolete FPB Directive 704 dated 9/22/08. Please discard Directive 704
dated 9/22/08.

The AMS Industry Services Audit and Accreditation Program (ISAAP)
is responsible for developing AMS policy and procedures for the
management of AMS audit-based services. These policies include a
standard set of criteria for training, licensing, and maintaining of auditor
status. The purpose of developing uniform auditor criteria is to
demonstrate that AMS auditors have received appropriate training and
are qualified to provide auditing services. FPB is responsible for
ensuring that all licensed auditors meet these requirements.

FPB shall adopt the policies outlined in AMS ISAAP documentation
pertaining to auditor criteria. This Directive does not restate all policies
outlined in ISAAP documentation, but highlights key criteria, as well as
establishes Branch policy for FPB specific audit programs. All Branch
personnel and federal-state licensees should review the following
ISAAP documents for a full explanation of auditor criteria.

e AMS 1C- AMS ISAAP Auditor Criteria

e AMS 1C1- Performance and Training Evaluation Procedures for
AMS Auditors

e AMS 1C1A- AMS Auditor - in - Training Evaluation Worksheet

e AMS 1C1B- AMS Auditor Performance Evaluation Worksheet

e AMS 2A- AMS Process Audit Program

Distribution:
Originating Office:

File Maintenance
Instructions:

EM

Office of the Chief

Remove Directive 701 dated 4/23/08 and file this one in its place.
Discard Directive 704 dated 9/22/08.
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The Good Agricultural Practices and Good Handling Practices
(GAP&GHP), Identity Preservation (IP), and Partners in Quality (P1Q)
programs are all defined as process based audits and must meet the
requirements under AMS 2A. For the purposes of FPB audit programs,
any commaodity specific audit program for good agricultural practices
falls under the umbrella of the generic GAP&GHP program.

Qualified Staff. In addition to meeting the criteria outlined in AMS 1C,
a potential auditor must be either a USDA employee or an employee of
an entity which has entered into a cooperative agreement with FPB,
typically a state department of agriculture, in order to be licensed by
FPB as an auditor. The potential auditor must be recommended by the
cooperating agency’s program manager in writing for consideration, and
must be accountable to the state program manager when performing
audits on behalf of FPB.

AMS Auditor Criteria. The specific criterion which a potential auditor
must meet is outlined in AMS 1C. It covers five core auditor
requirements; personal attributes, education, work experience, auditor
training, and audit experience.

Fundamental Requirements. All requirements listed under AMS

1C section 3.1 must be met in order for staff to be recognized as an

auditor-in-training. In addition, FPB requires the following

specialized requirements in order to be licensed to perform audits:

e Section 3.1.1c- Have completed a minimum of 3 years
experience post high school which shall be in an agricultural
related field. All potential auditors shall demonstrate knowledge
of the production, handling, and marketing of fruit, vegetable
and other specialty crops through appropriate work experience.
A resume outlining work experience in order to meet this
requirement must be submitted to FPB. FPB will review
documentation to determine if the potential candidate meets
work experience requirements and at its discretion interview
potential auditors to determine suitability. In addition, the
combination of work experience and educational requirements
remain in effect. However, the work experience must meet the
same requirements as outlined above.

Section 3.1.1f- Have successfully completed Specific Audit
Program Management Training and/or Specific Accreditation
Program Training as defined by the Branch. This training shall
consist of the training courses for the appropriate FPB audit
program(s). In addition, any potential auditor who is not
licensed by FPB to perform inspections must demonstrate
knowledge of the role of the inspection program within the fruit
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and vegetable industry, including an understanding of AMS
ethical standards, customer service standards, and mission
statement. All licensed auditors shall participate in annual
refresher training as defined by FPB management.

e Once a potential auditor has met the Fundamental Requirements,
he/she shall be considered an auditor-in-training.

Auditor Evaluations. The policies for performing auditor evaluations is
addressed in AMS 1C1. Evaluators may be Federal Program
Managers/Supervisors, delegated FPB staff, Officers-in-Charge, or
federal-state licensees to which supervisory authority in auditing has
been delegated. The evaluator must have completed an AMS - approved
ISO 9001 Lead Auditor training course in order to act in this capacity.

e Section 7.2.1 addresses the frequency of evaluations.
Evaluations shall be completed by an evaluator at least annually
for each specific program (GAP&GHP, IP or PIQ) in which the
AMS Branch considers the auditor qualified. The evaluation
shall be recorded on the AMS Auditor Performance Evaluation
Worksheet 1C1B. A desk or witness evaluation (shadow audit)
shall be performed at least annually. All auditors must be
evaluated using a witness evaluation (shadow audit) at least once
every three years for each specific program. In addition, a
witness evaluation (shadow audit) must be conducted at least
annually on FPB licensed auditors with less than 2 years audit
experience, any auditor who receives less than a satisfactory
rating on their previous audit evaluation, or any auditor who has
performed less than 6 audits over the previous two year period.

e The results of the auditor evaluations shall be used in
determining the auditor’s overall performance evaluation.

e The original copy of the auditor evaluation shall be kept on file
according to FPB or State personnel retention policy. For state
personnel, these will be reviewed as part of the Branch Internal
Quality Management System review.

e For the Federal State Inspection Program (FSIP), a copy of the
completed audit evaluation shall be sent to the appropriate
Federal Program Manager; for federal employees a copy shall be
sent to the Audit Program Coordinator

Continual Professional Development. To maintain AMS auditor status,

auditor must meet the criteria listed in AMS 1C, Section 6 regarding
continual professional development. Any non-USDA sponsored courses
or training used toward continual professional development must be
approved prior to attendance using the form FPB 701a (attached).
Documentation of completion of the 80 hours of continual professional
development must be submitted to the appropriate Federal Program
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Manager/Supervisor (for federal-state licensees) or the Audit Program
Coordinator (for federal employees) by the end of the 3" fiscal year
(October 1%) after the issuance of the auditor’s license. Failure to do so
may result in the auditor not being licensed. The documentation must
show at a minimum the class, training course, or event name, location,
date(s), total number of approved hours, and the auditor and supervisor’s
signatures that the 80 hours have been met. Form FPB 701b (attached)
can be utilized for this purpose; however States may utilize their own
forms to document this requirement as long as it meets the minimum
criteria noted above.

Identity Preservation Program. In addition to meeting the AMS ISAAP
auditor requirements, the following requirements must be met in order
to be licensed by FPB to perform IP audits:
e Licensed to perform GAP&GHP audits
e Complete FPB Train the Trainer class within 1 year of
performing first IP audit
e Complete an AMS approved ISO 9001 Lead Auditor Training
class within one year of performing first IP audit.
e Perform a minimum of three IP audits under the supervision of
an IP auditor, with a minimum of two acting as the lead auditor
e Receive at least a “satisfactory” rating on an auditor evaluation
performed by the manager of the IP program or designee.

(_'-"'_.,'/'/‘_;._'(__ P P Ef

Cheri Courtney
Branch Chief

Attachments:

AMS 1C- AMS ISAAP Auditor Criteria

AMS 1C1- Performance and Training Evaluation Procedures for AMS Auditors
AMS 1C1A- AMS Auditor — in - Training Evaluation Worksheet

AMS 1C1B- AMS Auditor Performance Evaluation Worksheet

AMS 2A- AMS Process Audit Program

FPB Form 701a Pre-approval Form for Continual Professional Development
Activities

FPB Form 701b- Documentation of Completion of Continual Professional
Development
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USDA-Agricultural Marketing Service
Fruit and Vegetable Programs
Fresh Products Branch- Audit Programs

Summary of Continual Professional Development Completed

Auditor Name:

Office:

Date of Training

Name of Course or Training Class

Class Hours

By signing below, | declare that the information listed above is a true and accurate list of courses and training taken or attended for the purposes of
meeting the USDA AMS Auditor Requirement of Continual Professional Development as listed in AMS 1C.

Auditor Signature:

Supervisor Signature:

Date:

Date:

Exhibit D
FPB 701B
4/30/2008






USDA-Agricultural Marketing Service
Fruit and Vegetable Programs
Fresh Products Branch- Audit Programs

Continual Professional Development Approval Form
This form needs to be completed for any continual professional development used to
satisfy the AMS auditor requirements. When completed, please forward to USDA Field
Operations Section.

Name of Auditor:

Office:

Date(s) of Class and classroom hours of class:

Name of Course or Training class:

Name of entity providing the course or training class:

Provide a description of the course or training class agenda and how it relates to auditing:
(A copy of the course or training class description must be attached) Attach additional
pages if necessary.

Auditor Signature: Date:
Supervisor Signature: Date:
Approving Official Signature: Date:

Exhibit C
Form FPB 701a
4/30/2008
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Criteria
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This document summarizes the qualifications necessary to achieve AMS
Auditor status and the requirements necessary to maintain AMS Auditor
status. This document specifically outlines the fundamental, standard, and
advanced training options and defines audit experience and continual
professional development requirements for AMS Auditors, AMS Internal
Auditors, and technical experts.

U.S. Department of Agriculture
Agricultural Marketing Service ..

Industry Services Audit and Accreditation Programs .
September 3, 2009
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1 Scope

This document provides the requirements for AMS Auditors who conduct audits and/or assessments
under the AMS Industry Services Audit and Accreditation Programs (AMS ISAAP).

2 References

The following referenced documents are indispensable for the application of this document. For
dated references, only the edition cited applies. For undated references, the latest edition of the
referenced document (including any amendments) applies.

2.1  AMS Auditor-in-Training Evaluation Procedure (ISAAP 1C1)

2.2  AMS Auditor Performance Evaluation Procedure (ISAAP 1C2)

2.3 Managing AMS Auditor Qualifications Procedure, Guidelines for the AMS Auditor
Database, (ISAAP 1C3)

24 ISO 19011:2002 Guidelines for quality and/or environmental management systems auditing
2.5  Office of Personnel Management (OPM) Qualification Standards for General Schedule
Positions, Group Coverage Qualification Standards for Administrative and Management Positions.

3 AMS Auditor Criteria

The AMS Auditor Criteria are based on 5 core requirements: personal attributes, education, work
experience, auditor training, and audit experience. The core requirements for an AMS Auditor are
outlined below and in Figure 1 — Five Core Auditor Requirements.

| Audit Experience |
\ Auditor Training \
Work Experience |
) | Education |
] Personal Attributes |

Figure 1C-1 Five Core Auditor Requirements

The 5 core requirements are further defined and grouped into the following 4 modules: Fundamental
Requirements, Standard Training Requirements and Audit Experience, Training and Performance
Evaluations, and Continual Professional Development. AMS Auditors may choose to complete the
Advanced Training Recommendation, an optional module.

The Fundamental Requirements Module incorporates 3 of the 5 core requirements including
personal attributes, education and work experience. The Standard Training Requirements and Audit
Experience Module incorporates the remaining 2 AMS Auditor Criteria core requirements; auditor
training and audit experience. The Training and Performance Evaluations Module, Continual
Professional Development Module, and the optional Advanced Training Recommendation Module
illustrate AMS’ commitment to the continuous development of AMS Auditors and improvement of
AMS audit and accreditation services

To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.

Authorized by:  Under Review Current Version Date: 09/03/2009
Document Owner:  AMS ISAAP Manager Original Issue Date: 09/03/2009
Authorized Distribution: Public
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| Continual Professional Development |
| Training Evaluations and Performance Evaluations |
\ Advanced Training Recommendation (optional) |
\‘ \ Standard Training and Audit Experience Requirements |
| Fundamental Requirements |

Figure 1C-2 AMS Auditor Criteria

3.1  Fundamental Requirements
3.1.1 Anemployee seeking to qualify as an AMS Auditor-in-Training, shall meet all of the
following Fundamental Requirements:

a. Possess personal attributes important in the performance of auditing activities.

b. Have a high school diploma or equivalent.

c. Have completed a minimum of 3 years experience post-high school which shall be in an
agricultural related field, such as: (1) an Agricultural Commodity Grader (ACG), (2) an
Agricultural Marketing Specialist, (3) quality assurance, (4) food processing, (5)
applicable farm experience, (6) auditing, (7) process control application, or (8) ISO
application.

1. Education may be substituted for experience. A 4-year course of study leading to a
bachelor's degree in a related field (agriculture, statistics, science or business) will
meet the experience requirement.

2. A combination of education and experience may be substituted for the 3 years of
experience: Combinations of successfully completed post-high school education and
experience may be used to meet total qualification requirements for the 3 years
experience. Combinations may be computed by (1) determining the total qualifying
experience as a percentage of the 3 years experience required; (2) determining the
education as a percentage of the education required for the grade level; and (3) adding
the two percentages. The total percentage must equal at least 100 percent to qualify.
(For examples of how to calculate the percentage, see the OPM's Group Coverage
Qualification Standards for Administrative and Management Positions.)

d. Demonstrate the ability to effectively communicate orally and in writing.

e. Have successfully completed an AMS approved course for ISO 19011 Section 4
Principles of Auditing and Section 6 Audit Activities.

f. Have successfully completed Specific Audit Program Training and/or Specific
Accreditation Program Training as defined by the AMS Branch.

3.1.2 Anemployee who completes the Fundamental Requirements is considered an AMS Auditor-
in-Training.

3.1.3 Anemployee who does not meet the Fundamental Requirements may participate only as an
observer.

To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.

Authorized by:  Under Review Current Version Date: 09/03/2009
Document Owner:  AMS ISAAP Manager Original Issue Date: 09/03/2009
Authorized Distribution: Public
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3.2  Standard Training and Audit Experience Requirements
3.2.1 The Standard Training and Audit Experience Requirements require an AMS Auditor-in-
Training to:

a. Demonstrate the ability to manage and coordinate audits and/or assessments.
b. Meet the training requirements based on the type of audit or accreditation program:

1. Client Developed Service Program — No additional requirements.

2. USDA Process Audit Program — successfully complete an AMS approved course for
process-based auditing.

3. USDA Quality Management System (QMS) Program - successfully complete an
RABQSA/IRCA certified 1SO 9001:2000 Lead Auditor training course.

4. USDA Process Verified Program - successfully complete a RABQSA/IRCA certified
ISO 9001:2000 Lead Auditor training course.

5. USDA Environmental Management System (EMS) Program - successfully complete
a RABQSAV/IRCA certified 1SO 14001:2004 Lead Auditor training course.

6. USDA HACCP Audit Program - successfully complete an AMS ISAAP approved
HACCP training course.

7. USDA Testing and/or Calibration Laboratory Accreditation Program - successfully
complete a RABQSA/IRCA certified ISO/IEC 17025:2005 Lead Auditor training
course; or an AMS ISAAP approved training course for calibrations and/or tests
performed, as applicable.

8. USDA Certification Body Accreditation Program - successfully complete an AMS
ISAAP approved ISO/IEC Guide 65:1996 training course.

NOTE: Where training requirements state “RABQSA/IRCA certified”, this means that the training
course must be approved by either the Registrar Accreditation Board Quality Society of Australasia
(RABQSA) International, Inc. or the International Registrar of Certificated Auditors (IRCA) and
administered through their respective certified trainers.

When a RABQSA/IRCA certified training course is not available, the AMS Branch may request an
exemption to use an AMS ISAAP approved training course. The AMS Branch shall submit the
request to the AMS ISAAP Manager for approval by the AMS ISAAP Functional Committee.

c. Participate in a minimum of 3 complete audits and/or assessments within a 2-year period.

(A complete audit or assessment is one that evaluates the entire program or system.)

1. Two complete audits and/or assessments shall be for a Specific Audit Program or a
Specific Accreditation Program.

2. The Auditor-in-Training shall act in the capacity of a team leader under the
supervision of an evaluator for 2 audits or assessments.

3. For every audit or assessment the AMS Auditor-in-Training participates in, the
evaluator must complete the AMS Auditor-in-Training Evaluation Worksheet.

4. The AMS Auditor-in-Training must perform at an overall "Satisfactory" level for 2
complete audits or assessments in which he/she acted as a team leader in order to be
eligible to become an AMS Auditor.

To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.
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3.2.2 An AMS Auditor must:
a. Participate in at least three complete audits or assessments in which he/she is qualified
every 2 years; and
b. Refresh their knowledge and skills in accordance with Section 6 of this document.

3.2.3 An AMS Team Leader must:
a. Participate in at least two audits or assessments annually, acting in the capacity of a team
leader for the specific program they are qualified for; and
b. Refresh their knowledge and skills in accordance with Section 6 of this document.

NOTE: A Program Manager who participates in at least two audits or assessments annually,
regardless of capacity, meets the requirement outlined in 3.2.3.a.

3.3  Advanced Training Recommendation
3.3.1 AMS Auditors are encouraged to become an American Society for Quality, Certified Quality
Auditor (ASQ CQA).

4 Performance and Training Evaluation Procedures
4.1  All AMS Auditors-in-Training shall be evaluated according to the AMS Auditor-in-Training
Evaluation Procedure (ISAAP 1C1).

4.2  All AMS Auditor’s performance shall be evaluated according to the AMS Auditor
Performance Evaluation Procedure (ISAAP 1C2).

5 Continual Professional Development

5.1  To maintain AMS Auditor status, an AMS Auditor shall fulfill continual professional
development requirements by completing a combined total of 80 hours continual professional
development, excluding travel and social time, during a 3-year period. This period starts
when initial AMS Auditor status is achieved and ends on its third anniversary; then
consecutively satisfied every 3 years thereafter.

5.2 The following areas qualify for continual professional development:

a. Complete AMS ISAAP Approved AglLearn courses;

b. Attend AMS approved conferences, seminars or workshops related to audit and/or
accreditation services;

Teach AMS approved courses that apply to audit and/or accreditation services;

Attend AMS approved courses that apply to audit and/or accreditation services;

e. Attend AMS approved meetings related to audit and/or accreditation services such as
monthly membership meetings for ASQ or other technical societies that are technically or
professionally based; or

f. Participate on AMS approved committees related to audit and/or accreditation services,
ASQ, or other professional associations that contribute to the advancement of the quality
profession which may be on a section, division, technical, national, or international level.

g. Certification as American Society for Quality, Certified Quality Auditor (ASQ CQA),

Certified Hazard Analysis and Critical Control Point (HACCP) Auditor, or Manager of
To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.
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Quality/Organizational Excellence (CMQ/OE) is considered as meeting the requirement
to refresh knowledge and skills for a combined total of 80 hours.
6 Internal Auditor Criteria

6.1  An AMS ISAAP Internal Auditor shall meet all of the following requirements:
a. Have successfully met the AMS Auditor requirements for at least one Specific Audit
Program or Specific Accreditation Program, and
b. Have successfully completed an AMS ISAAP approved RABQSA/IRCA certified ISO
9001:2000 Internal Auditor course.

6.2  An AMS ISAAP Internal Auditor is qualified to conduct internal audits for the AMS ISAAP.

NOTE: An AMS Branch shall identify its own internal auditor criteria based on its AMS Branch
Audit Management Program (see Section 4.7.1 of that management program) or it’s AMS Branch
Accreditation Management Program (see Section 5.7 of that management program).

7 Technical Expert Criteria
7.1 Atechnical expert shall meet all of the following fundamental requirements:
a. Possess personal attributes important in the performance of auditing activities.
b. Have a high school diploma or equivalent.
c. Have completed a minimum of 3 years experience post-high school in the specific field
of knowledge or expertise.

1. Education may be substituted for experience. A 4-year course of study leading to a
bachelor's degree in the specific field of knowledge or expertise will meet the
experience requirement.

2. A combination of education and experience may be substituted for the 3 years of
experience: Combinations of successfully completed post-high school education and
experience may be used to meet total qualification requirements for the 3 years
experience. Combinations may be computed by (1) determining the total qualifying
experience as a percentage of the 3 years experience required; (2) determining the
education as a percentage of the education required for the grade level; and (3) adding
the two percentages. The total percentage must equal at least 100 percent to qualify.
(For examples of how to calculate the percentage see the OPM's Group Coverage
Qualification Standards for Administrative and Management Positions.)

d. Demonstrate the ability to effectively communicate orally and in writing.
e. Have signed a conflict-of-interest disclosure statement and a confidentiality statement on
file with the appropriate AMS Branch.

8 Managing AMS Auditor Qualifications

8.1  The Managing AMS Auditor Qualifications Procedure (ISAAP 1C3) outlines the
requirements for the AMS ISAAP Manager and the various positions within an AMS Branch
responsible for managing AMS Auditor qualifications through the AMS Auditor Database.

To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.
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Table A — AMS Auditor Criteria:

on the Type of Program

Requirement AMS Auditor-in- AMS Auditor AMS Team Leader
Training
Fundamental Requirements:
Personal Attributes Possess Possess Possess
Education High School High School Diploma or | High School Diploma
Diploma or Equivalent or Equivalent
Equivalent
Work Experience Minimum of 36 Minimum of 36 months Minimum of 36 months
(See Section 3.1) months
Demonstrate the ability to Yes Yes Yes
effectively communicate
orally and in writing
ISO 19011 Sections 4&6 Yes Yes Yes
Training Course
Specific Audit Program Yes Yes Yes
Training or Specific
Accreditation Program
Training Defined by the
AMS Branch
Standard Training and Audit Experience Requirements
Demonstrate the ability to Yes Yes Yes
manage and coordinate audit
activities
Training Requirement Based | Yes (3.2.1.b) No No

Audit Experience

Yes, Participate in a
minimum of 3 audits
within a 2-year
period, where 2 of
the audits shall be
for the Specific
Audit Program or
Specific
Accreditation
Program acting in
the capacity of a
team leader under
the supervision of an
evaluator.

(See Section 3.2.1)

Yes, participate in at least
3 complete audits or
assessments every 2
years, in which s/he is
qualified.

Yes, participate in at
least 2 audits or
assessments annually;
acting in the capacity of
a team leader for the
specific program s/he is
qualified.

Advanced Trainin

Recommendation

RABQSA No Strongly Recommended | Strongly

ASQ CQA Certification Recommended
Training and Performance Evaluations

Training Evaluations Yes No No

Performance Evaluations No Yes Yes

Continual Professional Development

To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.
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80-hours training

No

Yes, achieve within 3
years after initially
achieving AMS Auditor
status; then renew every 3
years.

Yes, achieve within 3
years after initially
achieving AMS
Auditor status; then
renew every 3 years.

Internal Auditor Criteria

(See Section 6)

Successfully complete the AMS Auditor requirements for a Specific Audit or Accreditation Program; and
an AMS ISAAP approved RABQSA/IRCA certified 1SO 9001:2000 Internal Auditor course.

Technical Expert

Meet a. through d. of the Fundamental Requirements.

To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.
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Table B — Training Requirement Based on the Type of Audit or Accreditation Program

Program

Training Requirement

Client Developed Service Program

No Additional Requirements.

USDA Process Audit Program

Successfully complete an AMS approved course
for process-based auditing (*see note below).

USDA Quality Management System (QMS)
Program

Successfully complete an RABQSA/IRCA
certified 1ISO 9001 Lead Auditor training
course.

USDA Process Verified Program

Successfully complete an RABQSA/IRCA
certified 1ISO 9001 Lead Auditor training
course.

USDA Environmental Management System
(EMS) Program

Successfully complete an RABQSA/IRCA
certified 1ISO 14001 Lead Auditor training
course.

USDA HACCP Audit Program

Successfully complete an AMS ISAAP
approved HACCP training course.

USDA Testing and/or Calibration
Laboratory Accreditation Program

Successfully complete an RABQSA/IRCA
certified ISO/IEC 17025 Lead Auditor training
course; or an AMS ISAAP approved training
course for calibrations and/or tests performed,
as applicable.

USDA Certification Body Accreditation
Program

Successfully complete an AMS ISAAP
approved course for ISO/IEC Guide 65 training
course.

*  AMS approved courses for process-based auditing include AMS ISAAP developed process-
based auditing courses and AMS ISAAP recognized process-based auditing courses including but
not limited to the following RABQSA/IRCA certified training courses and certifications:

e SO 9001:2000

ISO 14001:2004

ISO/IEC 17021:2006

ISO 17025:2005

ASQ CQA certification
ASQ HACCP certification
ASQ CMQ/OE certification

To verify the correct version of this document consult the Master Document folder on the AMS ISAAP AGNIS Web site.
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