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1.
OBJECTIVE
Determining those regulations and requirements that must be fulfilled by organizations in order to obtain, maintain and review the management systems certification. The requirements of current document are generic and they have to be applied by all organizations which ask for certification.

2.  SCOPE

It is applied to those organizations that need the certification of management system provided by TQA. Certification activities of TQA do not include any consultancy services provided to the applicant for certification (elaborating the documents and implementing the system).

The solicitation for obtaining the certification is voluntary. The certification granted by TQA is not equivalent with the authorization granted by the specialized bodies of the state for different activities in conformity with the law, but may be used by those ones in order to get the authorization, notification or other procedures of recognition related to legal / legalized areas. 


The certificated organizations have the entire responsibility for their own activities, products / services which they provide and for the issued documents and cannot prevail of the certification granted by TQA in order to be exonerated of any responsibility or for sharing the liability. 

The responsible for the certification requirements conformity is the client organization not the certification body.


The acces to certification is permitted for all organisations and it’s not linked to their membership or non-membership to a certain association or group
For the certification services TQA applies its price list in force, insuring impartiality and uniformity for its implementation. According to the law, TQA may not accept certification applications of organizations subject to a Public Authority restrictive, suspension or interdiction measures or whose activity or production are under such measures. 

The accreditation body (ESYD), may require the participation of own auditors as observers during TQA certification audits in order to insure that the audit procedures followed by TQA are in line with the applicable standards of the certification bodies. When the organization does not approve the participation of these observers, the conformity certificate is suspended.

3.  NORMATIVE REFERENCE    

	· ISO/IEC 17021:2011 Conformity assessment. Requirements for bodies providing audit and certification of management systems.;

· ISO/CEI 17000: 2005  Conformity assessment. Fundamental principles and vocabulary.

· ISO/CEI 19011 :2011 Guide for the quality systems audit


4. DEFINITIONS AND ABBREVIATIONS

4.1 Definitions

Definitions from normative reference ISO/CEI 17000:2005 Conformity assessment. Fundamental principles and vocabulary are applied.

The criteria for companies requesting management systems evaluation/certification represent the assembli of requirements the company requesting the evaluation/certification has to comply with in order to be certified and that have to be respected duting the entire certification period.

TQA certification criteria are made of: certification requirements (international standards, instructions, national standards), the additional requirements guide (regulations muttualy agreed upon together with the authorities, regulations regarding the usage of the certification mark, the emblem and TQA logo, rates and certififcation regulations, policy etc.

Certification: procedure through which a body formally recognizes that a organization has a management system documented, implemented and maintained in conformity with the chosen reference standard 

Company: a group, a society, an organization, a firm and organism or an association, or parts of these combinations, associated or not, public or private, that has its own functional and administrative structure. 

4.2 ABREVIERI

· TQA  – Certification Body of TOTAL Q ARM;
· CPA – Audit Programme Manager;
· DC – Certification Director ;
· SM – Management System

5.  REQUIREMENTS FOR MANAGEMENT SYSTEMS CERTIFICATION 


Organizations that applied for certification have to respect the current requirements and to have a quality management system already implemented in conformity with ISO 9001:2001 / ISO 14001:2005/ OHASAS 18001:2008. 

The client has to assure all necessary facilities to the personnel of TQA in order to provide in good conditions the auditing activities of certification and supervision, and especially: 

· access to all information necessary for the activities of certification and surveillance, according to the regulations of each working place;

· access to all documents and technical documentations;

· proper conditions during the development of the activities of certification and surveillance (secretariat support, access to the telephone and fax, access to the computer, offices, etc.). 

· to allow the acceptance of observers coming from the accreditation bodies, evaluating TQA activities.


The client has to respect the confidentiality of all materials and information under the property of TQA, to assure safekeeping and handling in conformity with the law.


After obtaining the certification, the organization has to comply with regulations regarding the use of certificate and of TQA mark and to notify TQA in written about: 

· modification of the legal statute; 

· modification of the organizational structure;

· modification of the board structure;

· major modification of MS documents;

· changing the headquarters;

· any problems that may influence the capability of organization or the conformity of certification documents.

TQA will analyze these modifications and within 30 days will communicate its decision.
6.
DEVELOPMENT OF THE CERTIFICATION PROCESS

6.1 
In order to initiate the certification, the interested organizations will leave a standard application form at the TQA headquarters. The forms and present requirements are free for the applicant. (they can be downloaded from the site www.totalqarm.com or they can be requested via mail or fax).


The organisation  shall send to TQA information’s about:

· the general features of the organization, including name address and any relevant legal obligations;

· general information, relevant for the field of certification applied for, functions and relationship in a larger corporation;

· the standards or other requirements for which the client is seeking certification;

· information concerning the use of consultancy relating to the management system.


When receiving the application, if the required conditions for the assessment process are met, TQA send the offer or the contract project. As a result of information interchange, the parties will sign the contract, according to the legal provisions in use.


The Audit Program is elaborated (appenix to the contract) for the entire certification cycle to clearly identify the necessary audit activities to show that the client’s management system meets all certification requirements according to the settled criteria.


The Audit program contains an initial audit in 2 stages, surveillance audits in the first and second year.


TQA does not grant certification to an organization that doesn’t perform activities in the required certification field.
6.2
The audit team is made out of the chief auditor, and if necessary a corresponding number of members to cover the competency field proposed for evaluation

Note: In certain circoumstances the audit team can include evaluators in formation and/or can be accompanied by monitors, observers, competent authority representatives.


The organization is informed about the assessment team members and they are requested to approve the team’s componence, and if they disagree, they can refuse one or more team members only under the following circoumstances:

· the existence of proved conflict of interest;

· un incorrect behavior (breach of confidentiality, negative influence coming from conflict of interest);

· Proved lack of impartiality and incompetency.

In case one ore more members of the evaluation team are rejected, the organization will take upon itself the certification process postponing in comparison to the established audit program.


The refusal is made in writing and not more than twice, the company emphasizing the objective motives that lead to this.

6.3 
Initial certification–stage 1: The organization pays the rate for the assessment stage 1 based on an invoice issued by TQA. The requesting company sends TQA the management system documents (on paper or electronic). 

The company’s docments and records are analysed to evaluate its system, to observe the fulfillment of certification criteria and standard requirements.


The assessment is set at headquarters in maximum 1 month from the documents receival. 

Non-conformities to the documentation analysis still opened as a result of the headquarter evaluation, are mentioned in the Audit Report, together with the audit acknowledgements from stage 1, that are researched and communicated to the client, including the identification of any susceptible subject that can be classified as a non-conformity during stage 2 of the audit.
6.4 Passing to the 2nd stage depends on the client’s requirements to solve the susceptible subjects identified in the 1st stage, no more 3 mounth. 

6.5 The certification auditing takes place in conformity with the audit plan and programme and includes the following stages 

· the opening session – establishes the modalities of evaluation, practical details for performing the audit and the official communication channels between the auditing team and the representatives of the organization;

· management system evaluation – the evaluation team has to be able to evaluate at least one internal audit and management system complete cycle, the chief auditor can modify the audit team members, during the evaluation, if this necessary and the company’s management is informed about this;

· the organization’s competency evaluation – is necessary to demonstrate the competency for the domain in all locations, for which the certification was requested; 
· closing session – its purpose is to present the auditing conclusions and to determine corrective actions, with terms and responsibilities for non-conformities;

· a copy of the non-conformity files are left to the organization and the audit raport is sent to the applicant within at most 10 days from the audit date, by the chief auditor.

6.6  
If any non-conformity is detected after the certification auditing, the file will be forwarded for analysis to the evaluator, but only after verifying the implementation of corrective actions established with such occasion. The verification may take place either to the certification body headquarters or directly on spot, through a verification audit of corrective actions.

Note : MAJOR NON-CONFORMITIES represents not complying a request emphasizing the non-compliance of an essential part of the management system or which emphasizes the total of all observations (5) on the same system element and that leads to the incapacity of functioning of an essential part of the system; 

MINOR NON-CONFORMITY represents not fully complying one single request without major implications within one element of the quality manangement system that does not concer the safe operation of the system. 

ObservaTION – it is the potential problem for which the auditors don’t have objective proofs that it represents a strike form the requirement imposed. 

6.7  
Granting the certification

The Evaluator at the proposal of lead auditor adopts resolution regarding the certification, after approbation of DC who verifies if it complies with the procedures of the certification body. 

The certificate of TQA defines the reference standard, the activity for which the certificate was granted, the initial, issuing, expiring date and the date of next surveillance of the conformity certificate. The certificates are issued by TQA Greece and are signed by president of BoD. The certificates are written in English and in Romanian .

The applicant will be notified in written, if the certificate is not granted, and will have to solve them in a definite period of time agreed with TQA. If the organization does not agree with the decision of TQA, it has the right to request for a supplementary auditing, explaining those reasons.  

The availability of certificate – 3 years from the issuing date, if it complies with the requirements of TQA.
7.  CERTIFIED ORGANIZATIONS SURVEILLANCE

The surveillance audits are performed in accordance with the Audit Programs, appendix to the contract. Depending on the certified organisation’s performance and/or its changes or the management system, TQA can decide to modify the Audit Program, appendix to the contract.


The surveillance activity takes place based on the certification contract as follows: 1st audit - 12 months from the certificate issue date and 2nd audit – 24 months from the certificate issue date. 


TQA informs the certified company about the surveillance assessment development period 7 days before the date of the surveillance audit. When planning the surveillance assessment, TQA takes into consideration the certified company’s seasonal activity to establish the activities that are about to be evaluated. The surveillance assessments can be postponed 2 months at most, at the company’s request, only if there are valid problems related to the personnel, lack of liquidities or discontinuous activity because of the economical crisis, force majeure..


The surveillance audit program, ground audit includes at least:

· internal audits and management analysis 

· an actions analysis for the non-conformities identified during the previous audit;

· dealing with complaints 

· management system effectiveness regarding accomplishing client’s objectives; 
· development of planned activities for continuous improvement 

· analysis of any modifications 
· Usage of TQA marks and/or any references to the certification.



If the surveillance audit conclusions presented in the audit report are positive, the chief auditor proposes to keep the certification.



For non-conformities that may lead certification suspension or withdrawal based on the conclusions presented in the audit report, the audit program coordinator sent to evaluator the  certification file  to determine if the certification may be kept.   
 8.  RECERTIFICATION

The renewal of the conformity certificate is made through an official application sent with at least a month before its expiry date.  


A new certification contract will be closed and shall proceed with the complete evaluation of the management system, respecting the payment terms.



The recertification audit is ment to continuously verify the conformity and effectiveness of the management system, as a whole, its continuous relevance and applicability for the certified domain.
9.  SPECIAL AUDITES
9.1 Extension of domain

As a response to the certification domain extension, TQA analizes the requests and determines the necessary audit activities to decide whether the extension is granted or not. This can be performed together with the next surveillance audit.
9.2 Unscheduled audits

The unscheduled surveillance audits are performed to certified clients or susoended clients under the following circoumstances:

· Conformity certificate holder legal status modification;

· Modifications in the organizational structure of the conformity certificate holder (process, personnel, organisation) ;

· Breakdown of activity for more than 6 calendar months;

· Major modifications of the conformity certificate holder’s management system;

· Readjustment of management system because of the modification of the TQA certification conditions;

· Performing tracking audits pursuant to the conformity certification suspension;
· After receiving at TQA headquarters complaints regardint the certified management system including to the products/services provided by the holder, in the certified field. In that event, the audit team will comply with the impartiality conditions by selecting the auditors and the experts that weren’t involved in previous audits and assessments.

10.   RENOUNCIATION OF THE CONFORMITY CERTIFICATE

The organization may renounce of the certification process:

· if the reference standard does not comply with the conditions specified chapter 13;

· the availability of certificate has expired, and its renewal was not requested;

· in case of not accepting the modifications of the current procedures and of afferent annexes. 


If the organization renounces of the certification, it has the obligation to: 

· -give back the original of conformity certificate and logo;

· -not to use copies of the conformity certificate and logo;

· -to eliminate any reference regarding the certification.

11.
SUSPENDING AND WITHDRAWAL OF THE CONFORMITY CERTIFICATE
11.1 
Suspending of the certification

The conformity certificate will be suspended for a period of 60 days, if there are found major non-conformities with the stipulated certification requirements after the supervision audits or if the holder of the conformity certificate is in one of the following situations:

· refusing the supervision audit at the terms settled when granting the conformity certificate;

· not realizing the corrective actions programme determined after the supervision audit;

· using abusively the granted conformity certificate and the TQA set of initials;

· not announcing TQA regarding important changes occurred in the organization structure or the certificated management system documentation;

· not fulfilling the financial obligations towards TQA;

· the certified client requests the suspension voluntarly.

The suspending period of time (max 60 days) does not modify the availability period of the given conformity certificate. In the suspending period, the client shall not use the conformity certificate. 

11.2  
Withdrawal of the conformity certificate


Will be done by TQA in the following cases:

· not respecting the requirements of these procedures;

· not lifting the suspension at the established period;

· repeatedly not respecting the contractual terms, including not remitting the payments within 30 days from the receiving confirmation of summons;

· ceasing the economic activity by the holder;

· bankrupt or juridical liquidation.


The suspending/ withdrawal of conformity certificate shall be public on www.totalqarm.com  
11.3 Restriction of certification fomain

Eșecul rezolvării problemelor care au avut ca rezultat suspendarea, în timpul stabilit de TQA, poate să aibă ca rezultat restrângerea domeniului de certificare. 

Se restrânge domeniul de certificare prin excluderea părților care nu îndeplinesc cerințele atunci când clientul a eșuat repetat și serios în a îndeplini cerințele certificării pentru acele părți ale domeniului certificării.

12.  CONFIDENTIALITY


All activities and documents related to the certification process are confidential and they may be divulgated to third parties only by common agreement of both parties.


Personnel of TQA involved in the certification activity have the obligation to comply with deontological code. 


TQA offers information, by their request, to all authorities with regulation competence/accreditation body, and notifying the affected organization. 


Information about a client, but not from client, are confidential.

13. MODIFICATION OF CERTIFICATIONS CONDITIONS


Any modifications performed by TQA in regards with the current requirements, certification activities fees, as well as any modifications of the reference standards are brought to the organizations’ acknowledgement.  


In case the organization accepts the modification, will agree with TQA the compliance term. 


In case the certified organizations do not accept the notified modifications, these ones may renounce of the certification, in conformity with chapter 10.

14.  INFORMATION REGARDING THE CERTIFICATION MARK

The certification owners are granted, once the certificate is handed, „TOTAL Q ARM body regulations for using the certification mark” code: RUM.TQA, that the holders are liable to comply with it based on the contractual liabilities concluded.


It is considered incorrect (abusive) any usage of the conformity certificate or mark susceptible to mislead the information destinatary (on products, packaging).
15.  TREATING THE APPEALS, CONTESTATIONS AND COMPLAINTS


The applicants or conformity certificates holders issued by TQA can contact/contest the decisions regarding the management certification system or complaint about the performing of the certification audits.


Appeals regarding the decisions of the evaluator shall be analyzed by the Committee for safequarding impartiality - CAI, according to “Treating the appeals and complaints”, code PG.TQA-97.


Complaints received from the applicant/holder of conformity certificates issued by TQA, related to the audit teams activity and evaluator decision are addressed to the certification director and it is solved by this one, according to the procedure stipulations “Treating the complaints and appeals”, code PG.TQA-97. In case the client is not satisfied with the decision of the DC, he can addressed to the CAI. The complaint will be solved within 30 days from its registration. The decision adopted by the Committee members is definitive and compulsory for both parties.

Forwarding a complaint, will not entail the annulment or suspending of the questioned decision. This decision shall stand operational till it is solved.


In case the client is not satisfied with the decision of the Committee for safeguarding impartiality, the case shall be solved in the Court of Justice.
16.  RECORDS RELATED TO THE CERTIFICATION

The totality of records is collected in a file marked with a registration number. The certificate number is given in ascending order of the Register of Certificates. TQA keeps the records regarding a certification for a period that exceeds the decisions related to the certification.


The certification files are completed with documents resulted from certification/supervision audits and other documents that justify the decision regarding the certification. Access to files is made only with the approval of DC, and complies with the confidentiality regulations.

17. COMMON RIGHTS AND LIABILITIES OF TQA AND OF ORGANIZATIONS

The Common rights and liabilities of TQA and of organizations will be registered in the certification contract.

18.
MISCELLANEOUS FOR ORGANISATIONS WITH MORE WORK POINTS


When an Organisation has more permanent headquarters, all operations corresponding to the Management System are managed by a central headquarter and a single certification is requested, the audit is performed by sampling the audited headquarters, provided that: 

• 
The activity subject of certification is the same for all headquarters and the organisation must use the same Management System (managed by a central headquarter) for all headquarters; 

• 
At the headquarters there are similar processes and activities and environmental aspects; in case of sub-groups for the headquarters with similar activities, the sampling criteria can be applied for each identified headquarter sub-group; 


Prior the initial audit performed by TQA, the organisation performs an internal audit at each headquarter and checks after closing the corrective actions, their conformity with the reference standard. 


For possible non-conformities resulting at a single headquarter during the audits, the Organisation has to evaluate if they refer to imputable risks for more headquarters and if necessary they have to adopt corrective measures for the central headquartere and their other headquarters. 


Based on the information provided by the Organisation, TQA establishes the sampling plan applicable for the initial audit as well as the monitoring and recertification audits. In the monitoring audit plan is mentioned the number of headquarters which are part of the sampling for each planned audit. 

18.1
General and specific aspects for ISO 9001:

The organisation must be able to prove that it gathers and analyses data from all sites, including the central headquarter and it has authority and possibility to initiate organisational changes if necessary for:

· The system documentation and the system modification;

· The management analysis;

· Complaints;

· Corrective actions evaluation;

· Internal audit planning and results evaluation.

· Different legal requirements

The organisation will nominate the Management Representative (ii) with general responsibility to maintain the management system.

Limited variations are allowed in the local working practices determined by the difference between the equipment available or the size of the local organisation (for example in the small work places a person may be responsible for more tasks).

18.2 
Specific aspects for ISO 14001

· Comparable environmental aspects (quality and quantity) in the each location (materials going in, waste, waste water, emissions) or alternative aspects of conditions on sites as environmental legislation associated requirements;

· Technical equipment for environmental technology;

· Interested parties’ influence (justified exceptions are allowed).


The organisation must prove that it has the possibility and the authority to determine organisational changes if necessary, changes regarding environmental management systems aspects and associated impacts.


For the sampling including several countries, more environmental requirements may be applicable. To integrate these locations within the sampling procedure one have to prove that similar technical equipment and procedures are used.


For the locations with "meaningful specific environmental aspects" the sampling procedure is not applicable. We have to take into consideration in the same context the sites with a high degree of relevance from the environment point of view.

18.3
Specific aspects for OHSAS 18001


The conditions must be comparable and referring to occupational health and safety.

For the sampling including several countries it is possible to apply different specific requirements in the work field. For the integration of these locations within the sampling procedure it is necessary to prove that there are comparable conditions concerning the potential hazards and risks on all sites. Within one organisation it is possible that the sites which are not equivalent (for example different activities) to be placed together in different entities. For the companies with structures on more levels (like the central headquarter – regional branch – locations / branches/ headquarters), each of these hierarchic levels forms a different group.


For the sites with high risk degree assessments the sampling procedure is not applicable. We have to take into consideration the sites relevant from the occupational health and safety point of view. We must grant special attention in case one organisation with sites in more countries and different regulations requests multi-site certification.

19. 
COMBINED AUDITS


If it is possible combined audits will be performed (all types of combined audits are allowed except SA 8000). The standards can be easily integrated and they are complementary. An integrated audit report can be issued.
20.  ACCREDITED CERTIFICATION TRANSFER


When an organisation already holds a certificate issued by an accredited body, adherent to the reciprocal recognition accord EA/IAF applys for certification, TQA must perform an audit including: 

• 
The documents analysis in accordance with the present regulations; 

• 
The previous audits reports (performed by the accreditated body which issed the previous certification) analysis 

• 
The potential audit at the organisation’s headquarter, which level of expansion depends on the conformity level and the validity of the previously issued certification. 


The organisation must communicate to TQA: 

• 
The reasons for certification transfer request

• 
Possible observations or notices received from national or local authorities

• 
Any possible complaints received and the measure taken


The agreement between TQA and the applicant is managed in accordance with the same modalities, depending on the audit activity expansion. 


After performing positively the above mentioned activity, the Conformity certificate is issued for the management system in discussion that usually maintains the maturity already established by the body that issued the previous certification. 


Usually, for the system monitoring and rectification audits performance the previous planning established by the body that issued the previous certification is maintained. 

21.  RECORDERS AND APPENDIX:


Appendix 1: Application for certification code F.81– 01.
            Appendix 2: Certification contract (model)
Appendix 3: Flux Diagram
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