Certification Regulations

Certification Regulations and Requirements

of

International Certification Management GmbH (ICM)

Ohmestrasse 2-4
94342 Strasskirchen

General

These Certification Regulations and Requirements apply to the auditing, certification and
maintenance of the certification of management systems. They govern the contractual rela-
tionship between ICM and its clients.

The certificate holder
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can request information on the auditors (e.g. a brief CV),

can reject auditors if there is good cause for such a refusal,

may lodge objections or appeals against decisions of the certifying authority,

may use the certificate in accordance with the Certification Regulations and Requirements

in force at the time (e.g. on web-sites or in brochures),

recognises these Certification Regulations and Requirements as a binding basis for as-

signments,

must meet the requirements for certification and make all information available which is

necessary for auditing,

will notify the certifying authority of all material changes after certification e.g.

- changes in the management system and changes in all matters which influence con-
formity or the management system,

- changes in contact addresses and locations,

- changes in the number of employees in the company or organisation,

- changes in the structure of the company/organisation, the legal form or its ownership,

may make no statements on his/her certification over and above the scope stated on the

certificate,

may not use the certification, certification documents, certification logo and audit reports

in a misleading manner, and in particular must not give the impression that a product or

service is certified,

must record any complaints and objections relating to his certified management system.

Corrective actions which are taken must be disclosed if requested by the certifying au-

thority,

must have a system in place to define and investigate reportable accidents and legal in-

fringements,

must also immediately report notifiable accidents and violations of the law to the certifica-

tion body,

must bring neither the certification nor the certifying authority into disrepute through his

statements,

after certification has been suspended, cancelled or withdrawn, the client must discontinue

any promotion and advertising which refers to the certification. Documents must be sur-

rendered if so requested by the certifying authority.
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»>  allows the presence of witness auditors of accreditation body during audits
The certifying authority

» will use all the confidential information to which it has been given access by its clients
exclusively for the purpose of auditing and certification. Such information is not passed to
third parties,

»  will inform the client before confidential information is passed to the accreditation author-
ities (e.g. audit reports),

»  will archive management documents submitted by its clients in a manner that excludes
access by third parties,

»  will destroy the client’s management documentation at the end of the contractual relation-
ship or returns the documentation to the client at the client’s request,

»  will create all the pre-conditions necessary for it to be able to perform its services in ac-
cordance with the articles of association,

»  will agree dates with its clients for the execution of monitoring and repeat audits in good
time and at regular intervals,

»  will ensure that certification and monitoring of its clients’ management systems is impartial
and prompt,

» may conduct an extraordinary audit due to a reportable accident or violation of law,

> will retain only competent and reliable auditors for conducting audits,

»  will not undertake consultancy on management systems,

»  can carry out an unannounced audit at the client, if and when it is necessary

»  will maintain a list of its certified clients showing the scope and status of the certification
and will make this list available on request,

»  isresponsible for its decisions regarding certification, including the issue, refusal, mainte-
nance of certification, extension or restriction of the scope of certification, renewal, sus-
pension or restoration after a suspension, or withdrawal of the certification

»  if so requested, will provide information on the auditing, issue, renewal, maintenance, ex-

tension, restriction, suspension or withdrawal of the certification of its clients,
»  will calculate the charge for auditing (man-days) in accordance with the required parame-
ters.

Promotion and publication of certificates

The client may use the certification as documentary evidence of conformity to his clients or
other interested parties or persons; the client may also use the certification for promotional
purposes. Product-related promotion with the certification is not permitted.

Use of the logo

The logo of International Certification Management GmbH may be used in conjunction with
reference to the certification of management systems, for example, on note-paper, brochures
and web-sites. The logo may only be used in the specified design (colours, shape and content).
It may not be applied to products or their packaging such that a conclusion could be drawn that
it relates to product certification. The use of the logos on laboratory test reports, calibration
certificates or inspection reports is prohibited.

Use of the logo is only permitted for the period of certification. The right of use lapses on the
expiry of the certification.

Logos of the accreditation and approval authorities may only be displayed on the certificate.
The logos may not be displayed elsewhere.
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Flow diagram of the basic certification sequence over three years

Application / Request from client

Information to be provided by the client:

General informaion (name, address, declaration of all locations), current number of employees, required scope of certification, eventually excluded
processes, standard for certification, eventually received consulting services, information to environmental / occupational safety relevance, legal

obligations, significant aspects of processes and aclivties

&

2.

Issuance of Quotation
The client receives a detailled quotation, which shows all steps of the cextification procedure and the cost.
-» as an option, a pre-audit on site is offered. It gives the possibility to evaluate the relevant local conditions and to gain confidence for the upcoming
certification

A
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Stage 1 audit

Evaluation of the management documents
Analysis and evaluation of the management documentation (Q-manual, process descriptions and eventually additional documents).
These documents are reviewed by the auditor prior to the certification audit for compliance with the applicable requirements.

Readiness review / aligned with the on site visit — at the location of the client
Evaluation of the readiness for certification of the client and preparation for the stage 2 audit, location specific conditions,
performance and status of the management system, internal audits, management reviews, definition of the scope of certification,
Quality- environmental- and legal aspects and related risks, resources and planning of the stage 2 audit

<

control of processes, intemal audits and management review, management responibility for customer requirements,
Fulfillment of applicable normative and legal requirements

A 4

Stage 2 audit
Audit on site — at the location of the client
Evaluation of the implementation and effectiveness of the management system: obtaining information and proofs of conformity,
nterviews with employees, competence of the employees, evaluation of the performance of the management system and measuring of key indicators,

<7

Evaluation of the certification audit
Reporting to the client and to the certification bady: evaluation of information in one report, evaluation of nonconformities and corrective actions, ,
confirmation of the application information. recommendation of the certification decision

<

Certification decision
The certification decision is met by the certification body based on the report from the auditor(s) and other relevant information.

- Issuance of certificate with validity of max. 3 years

management system, measures regarding nonconformities from the previous audit, measures for continous improvement , evaluation of changes in the

Surveillance audits (at the location of client) / annually, latest 12 months after the certification audit
Evaluation of the continous application and effectiveness of the management system: internal audits and management review, performance of the
management system, complaint management. use of the logo and use of the certification

h

Recertification audit (at the location of client)
accurately timed prior to the expiry date of certificate
Evaluation of the continous application and effectiveness of the management systerm:

as stage 2 audit, corrective actions must be closed out and certificate decision must be met before expiry date of the certificate

If the scope of the certification should change or in the event of third party complaints in respect
of the management system or if the organisation’s location should change, or after reportable
accidents it may be necessary and infringements of the law to conduct unscheduled audits in
order to verify the conformity of the management system.
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Suspension

Suspension is the annulment of the certification for a defined period of time.
Examples of possible reasons are:

»  Failure to meet the requirements of the management system,

»  Failure to conduct monitoring or re-certification audits as and when they fall due,
»  Complaints on the part of third parties about the client's management system.

All promotion using the certification must cease during the period of suspension of the certifi-
cation. The certificate will be definitively withdrawn or its scope restricted if corrective action is
not taken within an agreed period. The suspension will be published on request by the certifying
authority.

Withdrawal

Withdrawal of the certification is the definitive de-recognition of the certificate.

Examples of possible reasons are:

»  Failure to implement agreed actions within the defined period of time (see “Suspension of
Certification”,

»  Failure to fulfil contractual agreements made between the certifying authority and the cli-
ent,

Withdrawal will be published on request by the certification authority. The certificate must be

returned to the certifying authority without delay.

Cancellation

Examples of possible reasons for the cancellation of the certificate are:

»  Termination of the certification at the client’s wish,

»  Closure of the production facilities,

»  Discontinuation of the certified activities.

The client’s name will be deleted from the list of certified clients. The certificate must be returned
to the certifying authority. Cancellation of the certification is not a sanction.

Restriction

Examples of possible reasons for an amendment of the scope of the certification are:

»  Discontinuation of a part of the certified activities,

»  Failure to meet requirements in a part of the scope of the certificate.

Restriction leads to the re-issue of the certificate. The original certificate must be returned to
the certifying authority.
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Termination of the contractual relationship between the certifying authority and the cli-
ent

The contractual relationship may be terminated if
» audits which are due cannot be conducted within an agreed period in spite of a written
request,

» an audit reveals that the pre-requisites for certification longer exist,

»  the certificate is used in misleading or otherwise inadmissible promotion, or the certificate
IS misused,

» invoices are not paid after the third reminder,

»  the client objects to changes in these Certification Regulations and Requirements within
a period of six weeks after it comes into force and objects in writing to this information in
whatever way it is made available to him and no agreement can be reached. In such case
the existing version remains in force. However, the certifying authority has the right of
extraordinary termination.

Appeals

Appeals against the decisions of the certifying authority must be lodged with the certifying au-
thority.

Appeals will be handled by persons other than those involved in the case. If the parties cannot
reach an agreement, the case may be passed to the Impartiality Committee of International
Certification Management GmbH.

The party lodging the appeal will be regularly informed about progress and about the final de-
cision.

Complaints

Complaints about the certifying authority may be forwarded to the certifying authority in written
or oral form. Complaints will be assessed and processed independently. The outcome will be
communicated to the person making the complaint.

Complaints made by third parties about certified clients will be forwarded to the client. The
corrective action to be taken by the client will, if necessary, be independently assessed for its
effectiveness by an audit which will be announced at short notice or during the next scheduled
audit.

If the parties cannot reach an agreement, the matter may be referred to the Impartiality Com-
mittee of International Certification Management GmbH.

Amendments

International Certification Management GmbH will inform its clients about important amend-
ments to the Certification Regulations and Requirements. The current version of the Certifica-
tion Regulations and Requirements is available on the web-site www.ic-management.com.

Liability

The certifying authority is only liable to the client or third parties to the extent defined by law in
the event of intent or gross negligence. All other liability is excluded.

Except in the case of intent or gross negligence, International Certification Management GmbH

is not liable for loss or damage incurred by the client from the failure to issue a certificate or
from the termination or withdrawal of a certificate.
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