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Draft IECEx Operational document 
No Ex/ODXX Version 1
Title: Draft Operational Document Guidance for “Good working practices for IECEx ExMC and ExTAG Working Groups”

Introduction
During the ExTAG Paris Meeting 2008 the decision was taken to convert ExTAG 
ad hoc WG2 “Guidance for Good working practices for IECEx Working Groups” into an ExMC WG retaining the current Convenor and members. The ad hoc WG became ExMC WG14
This Draft Operational Document has been prepared by members of ExMC WG14 based on ExTAG/109/CD Draft Operational Document Guidance for “Good working practices for IECEx Working Groups” and is issued for consideration by members during the 2009 Melbourne Meeting.

Chris Agius

Chris Agius
IECEx Secretary

	Contact details:

IECEx Secretariat
286 Sussex Street

Sydney NSW 2000

Australia

	Tel:  +61 2 8206 6940

Fax: +61 2 8206 6272 

Email: chris.agius@iecex.com
Web:  www.iecex.com 


Operational Document

Guide for Good Working Practices for the Management of IECEx System Working Groups.
1. Scope
This document is intended to promote a common approach:

· To the working practices, organisation and communication of Conveners and participants of IECEx and ExMC and ExTAG Working Groups.

2. Background

Participants in the IECEx Scheme come from a variety of countries, cultures and backgrounds.  To assist in the overall transparency of the document development process, as well as the conduct of WG meetings and communication, this document is presented as an example of ‘Good Working Practices’.   This document is based on a similar document prepared by IEC TC 31 titled ‘Committee Good Working Practices’.
The IECEx Scheme operates within a documentation hierarchy consisting of

· Basic Rules, IECEx 01

· Rules of Procedures for each Program, e.g. IECEx 02  and IECEx 03

· Operational Manuals, e.g. OD 009 for Certified Equipment program and OD 013 for certified service facility program

· Task orientated Operational Documents, e.g. OD 020 for sampling of Group I motors.

3. Guidance for Convenors of IECEx Working Groups
‘This Section covers the drafting and release of WG prepared documents’
a) Documents – 
New or revised documents are to be prepared in a manner that is consistent with existing documented rules. WG Members are to rely on their knowledge and experience to accomplish this.  It is acknowledged that the following two categories of documents exist:

· Documents of a Technical or Operational nature requiring approval by the membership

· Documents of an administrative nature that may not require approval by the IECEx membership, e.g. OD 011 (instructions on the use of the On-Line CoC system)

Documents shall as a minimum identify
· Document reference Number, assigned by the IECEx Secretariat, 
· Title

· Status and stage of Document e.g. CD (Committee Draft), DV 
(Draft for Voting), RV (result of Voting), R (Report), Inf 
(Document issued for Information), CC (Compilation of 
Comments), Q (questionnaire or form)
· History

· Document Originator

· Date

b) Impact on existing document – 
It is the responsibility of a WG, due to the outcome of their work, to determine if any changes are required to existing documents and to notify same on the relevant CD. It is the responsibility of the WG Convener to notify the originating WG Convener, when available, and the IECEx Secretariat of any required changes.

NOTE: Suggested updates of an administrative or editorial nature shall be forwarded to the originating WG for review and agreement or acceptance and to the Secretariat for publishing.  More significant technical revisions shall be forwarded for voting /agreement of the Members at the Secretariat’s discretion.

c) Conduct of Working Groups – 
The following shall be adhered to for all work conducted through WGs:
· Progress reports are due from WG Conveners at least 1 month prior to the annual IECEx meetings

· Where meetings are held, including conference calls, a report of such shall be communicated to the WG within 6 weeks of the event.

· Sources of input into the WG work can be members of the WG and / or of Member Bodies, this input should be equally resolved within the comment resolution process.

· The co-opting of experts into the WGs, at the approval of the Convener, is permitted subject approval of the convenor and experts.  These co-optees shall not have voting rights.
· In situations where timely progress is not apparent, the Secretariat may contact the ExTAG or ExMC Chairman, as appropriate, who shall decide on the course of action.  This action may include re-constitution of the WG or the appointment of a new Convener.
4. Document Control Practices for Working Group (WG)  Convenors

This clause is intended to give direction to ExTAG, ExMC its Working Groups (WGs) and their Convenors on how to effectively control and handle changes to documents during the development or change cycle.
a) Drafting

The initial electronic text to be used in a revision or amendment shall be the IECEx published text of the existing publication.  New document drafts shall be prepared by the WG using the IECEx Scheme format provided by the Secretariat. 
Only the Convenor, or a person nominated by the convener and/or the IECEx Secretariat shall revise this text electronically. 
The document modification process has been found to be most effective when during comment resolution both the revised document and “Observations of the WG” column in the compilation of comments are developed simultaneously and “on-screen” during the Working Group meeting
b) Comment Resolution

Comments received from Member Bodies on draft documents and revised published documents are sent to the WG Convenor by the IECEx Secretariat on the IECEx Comment form, sample included as Annex B of this document. The Convenor shall then send an unabridged copy of this document to the Working Group for their initial review.
IECEx WG Convenors are delegated by the IECEx Secretary to be responsible for ensuring the completion of the “Observations of the Secretariat” column of the compilation of comments (CC and RV Annex) prior to returning them to the Secretary for review and publication. However, such comments must have been reviewed and discussed by the Working Group, either in face-to-face meetings or by correspondence, and represent the consensus position of the Working Group.
For consistency, the dispositions of comments shall be as follows (acronyms shall not be used):
i)
Accepted.

The comment was acceptable as presented.
ii)
Not Accepted
This term indicates that the comment will not be incorporated into the document.  All rejections shall have the justification for rejection, whether technical or editorial and be documented as part of this disposition.
iii)
Accepted in Part
This term indicates that some parts of the comment will be accepted and incorporated into the document. An explanation of how the accepted part is to be incorporated into the document shall be given. The parts that have not been accepted shall have the justification for doing so, whether technical or editorial, documented as part of this disposition.

iv)
Accepted in Principle
This term indicates that the principle of the comment was accepted, but was incorporated into the document in a different manner than that suggested by the commenter.  Explanation of how this is to be incorporated into the document shall be included along with the justification for the decision.
v)
Held for Next Edition
This term is to be used for major technical comments received for the DV that has had a positive vote but have merit for consideration, but must be held until the next maintenance cycle of the document if the vote was in acceptance of the DV.

vi)
Noted
This term is used where there is no action required on the comment.

In cases c), d) and e), the justification provided should clearly convey the specific reasons why the comment was not acceptable. This will allow the commenter the opportunity to provide additional information and justification at the next stage of review for those cases where, perhaps because of language barriers or interpretation difficulties, the commenter believes that the Maintenance Team did not fully understand the proposal.

The Convenor shall then send the completed CC or /RV Annex document to the IECEx Secretariat who will then post the document to the IECEx web site. The secretariat will then notify the Member Bodies.

The Convenor shall then send the modified CD (to create the DV) or the modified DV (to create the Final Draft) to the Secretariat. It helps the progress of the document if it is also sent showing the changes to the CD/DV, from the previous edition or CD.
Resolution of Final Draft comments are the responsibility of the Convenor and the IECEx Secretary and since changes can be minor editorial only at the Final Draft stage, the entire WG is generally not involved in reviewing and resolving them. This is also the case if at DV stage, with no negative votes, the Chairman, Secretary and Convenor agree to publish.
5.
WG  Meetings and Agendas

WG  Meetings

The Convenor should consult the Meeting Schedule on the IECEx web site before calling a meeting. This is to ensure that it does not take place at the same time as another meeting that would conflict with the experts being able to attend. It also assists in optimizing the travelling time and costs of the experts, for example by calling meetings in conjunction with other meetings at the same location and time frame that the experts will be attending.

The meeting schedule is available on the following IECEx web site:

http://www.iecex.com/meeting_schedule.htm
a) Time to be allocated for WG meetings
When deciding how many days may be necessary for resolution of comments, experience has shown that 70 comments is the average that can be covered in one day; consideration should be give the number of comments received. 

Where there are a very large number of comments to be discussed, it may not be practical to schedule a meeting with the time to consider each comment in detail. In such a case, to improve efficiency, the Working Group Convenor may include suggestions for the editorial comments in the Comment Form for confirmation by the meeting. 

b) 
WG Meeting Agendas

When calling a meeting the Convenor shall ensure that he is using the up to date list of experts by consulting the IECEx Web Site at:
 http://www.iecex.com/directory/working_groups/wg_list.asp
To help the issue of meeting agendas on an IECEx headed document, Annex A gives an example of a WG Draft Agenda which can be copied and modified to suit the particular meeting.
The agenda, along with any other documents that may be considered relevant for discussion during the meeting, can, at the request of the Convenor, be made available on the IECEx Web Site at the above address.
c)  WG  Organization

The Convenor can devise a way of managing a WG’s appointed experts. If, for example, a WG is becoming too large, it can be internally organized to be more manageable. The WG could, for example, have small specialist groups of experts having a particular knowledge. These experts could tackle those issues delegated to the group and report back to the WG via a single expert input, thus saving time and making decisions easier to reach.

d) WG  Participation

Members are expected to participate at meetings and via correspondence.  Those unable to participate should voluntarily step down.  The WG Convener shall have the authority to refer participation problems to both the ExMC and the ExTAG Chairman for notification to the member body.

Observers wishing to attend a meeting must have prior approval from the Convenor.  In some cases the number of observers may be restricted due to meeting room constraints. The convenor decides the level of participation of observers at the meeting.

Annex A
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(Document Number)

(Date)

Working Group Identification)
Draft agenda for the meeting to be held in ………….,

Date of Meeting
Sample Agenda below

	Item
	Description
	Documents

	1 
	Opening of the meeting
	

	2 
	Approval of the agenda
	

	3 
	Note the minutes/notes of the meeting held in      
	

	4 
	Information from the Convenor
	

	5
	Review and complete 
	

	6.
	Redraft document implementing the above and input from experts
	

	7
	Recommend the next stage in the progress of the documents
	

	8
	Any other business
	

	9
	Date and place of the next meeting
	

	10
	Close of the meeting
	


Annex B
Example Collated Comment Form
	Date
	Document

	
	


	Member Body
	Clause/ Subclause
	Paragraph Figure/ Table
	Type of 

comment 

General/technical/

editorial
	COMMENTS
	Proposed change
	Observations
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