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1. Purpose

Determining the rules and procedures in the event of limitation, suspension or withdrawal and extension of certification.

2. Scope

The procedure covers all parties affected by the limitation, extension, suspension or withdrawal of certification.

3. Change in the scope of certification and course of proceedings

A. The scope of certification may be extended at the request of the organization.

If the organization requests to extend the scope of the certificate to include areas of activity that were not covered by the certification, the method and scope of the assessment are determined by the President. The extension of the scope of certification is documented in accordance with the Customer Audit Procedure P.1.

B. The scope of certification may be limited and temporarily limited:

a. as a result of a surveillance audit or an audit with a short notice period, during which it was found that it is impossible to conduct business within the full scope of the granted certificate and when the Client does not meet the requirements of the reference standard constituting the basis for certification for part of the scope of the granted certification

b. at the request of the organization, without performing an audit.

Attention:

Minor stylistic or verbal changes are not treated as a change in the scope of certification provided that they constitute the same PKD code.

Description of Conduct

a) the application to change the scope of certification is considered by the Lead Auditor, documenting the applications on form F.2/SJ - application review

b) positive consideration of the application results in the following actions:

• analysis of the current calculation of the audit duration. If a change in the scope of certification results in an increase/decrease in the audit duration, a calculation should be prepared taking into account the changes. The calculation is prepared by the President. If the President does not have sufficient knowledge of the client's business sector or processes, he uses the help of an expert.

• updating the audit program if it has become non-compliant. If it is necessary to change the audit program, appropriate changes are made by the unit's internal staff.

c) The President, in consultation with the Lead Auditor, makes decisions on further proceedings. As a rule, the scope of certification is changed on the basis of an audit. In the event of limitation of certification, the proceedings may be carried out at the auditor's office if the submitted documentation is sufficient to make a decision to limit the scope of certification.

d) In his report or opinion, the Lead Auditor refers to the changes that have occurred in the organization and takes a position on making recommendations.

e) The final decision to change the scope of certification is made by the President. In the event that the President participated in the audit, the decision is made by the Chairman of the Technical Committee on the basis of the judgment.

4. Suspension and withdrawal of certification

A. Certification is suspended when:

a. The Client fails to meet its obligations or certification requirements

b. The client does not allow surveillance or recertification audits to be conducted with the required frequency

c. Within three months, the Client has not sent supplementary information required by Pomorskie Centrum Certyjny Sp. z o. o.;

d. The client did not perform corrective actions within three months after the assessment, unless another date was agreed with Pomorskie Centrum Certyjny Sp. z o. o. or there has been a change to the previously agreed date;

e. incorrect, misleading use of a certificate or certification mark, despite explicit attention.

f. The client requested suspension of the certification process.

If the Client has a certified Occupational Health and Safety Management System, the certificate may additionally be suspended in the event of a serious accident or serious violation of a legal provision, resulting in the need to involve a competent regulatory authority, or information collected by the audit team during a special audit makes it possible to demonstrate that the system in seriously failed to meet occupational health and safety certification requirements.

It may be necessary to conduct an audit of a certified client with little or no notice. to investigate complaints or in response to changes in certification requirements, as part of the certification reinstatement proceedings. The scope of such an audit, its duration, and the composition of the audit team depend on the specific case considered and do not result from the rules for calculating the audit duration.

B. Certification is withdrawn when:
the issues that resulted in the suspension of the validity of the certification were not resolved within the time agreed by the interested parties, including, for example, incorrect or misleading use of the certificate or certification mark despite the fact that this was the reason for the suspension of the certificate.

b. determination of permanent cessation of provision of services, implementation of processes covered by the certified system, cessation of activities

c. at the express request of the Customer

d. If the Client has a certified Occupational Health and Safety Management System, the certificate may additionally be withdrawn in the event of a serious accident or serious violation of a legal provision, resulting in the need to involve a competent regulatory authority, or information collected by the audit team during a special audit that makes it possible to demonstrate that the system seriously failed to meet occupational health and safety certification requirements.

In the case of an integrated management system - if certification in relation to one or more standards or specifications relating to the management system is suspended, limited or withdrawn, then PCC Sp. z o. o. analyzes the impact of this fact on the certification granted to other standards of the management system specification

Description of Conduct

a) If the Client does not fulfill his obligations, negotiations are initiated. Each case of suspension or withdrawal of certification is considered individually.

b) If the Client submits a written declaration to suspend the certification process, a decision to suspend it is made and the Client is notified in writing.

c) If the Client interrupts the certification process, the President of Pomeranian Certification Center Sp. z o. o. determined based on the advancement of work. The process is resumed after the Client resubmits an application for certification of the quality management system.

d) Failure to resolve the issues causing the suspension of the certificate within 6 months of the decision to suspend the certification will result in the withdrawal or limitation of the scope of the certification. The exception are financial issues - a client who is in arrears with payment for certification activities performed has a time set by the President to settle the amount, otherwise the certificate will be withdrawn.

e) In the case of certificates issued as a result of a combined/integrated audit, in a situation where the withdrawal of certification is limited only to a specific standard relating to the management system, certificates issued for the remaining standards to which the withdrawal does not apply remain valid.

f) Information about the suspension and revocation of the certificate is published in the list of certified organizations.

g) With the decision to withdraw the certificate of Pomorskie Centrum Certacji Sp. z o. o. obliges the organization to stop referring to the certificate.

The certificate's validity may be renewed if the organization whose certificate has been suspended provides information about the fulfillment of the conditions accompanying the suspension decision. Depending on the factors that influenced the decision to suspend, the President of PCC Sp. z o. o. decides whether to take any additional actions related to the suspension of the certificate (e.g. special audit). All costs related to the suspension of certification are the responsibility of the Client.

If an organization requests the renewal of a certificate that has already been withdrawn, the organization's management system is re-evaluated.

5. Other activities

Information related to the limitation, extension, suspension or withdrawal of the certificate is published on the website of Pomorskie Centrum Certacji Sp. z o. o. and entered in the appropriate register.

In the case of a Client with a multi-branch organization, the scope of certification is suspended, withdrawn or limited, respectively, if the headquarters or any of the branches does not meet (does not meet) the criteria necessary to maintain certification.

6. Documents and records

• information sent via Poczta Polska or e-mail about the decision to suspend, withdraw or limit certification.

• post-audit documentation in the event of extension of certification in accordance with the Customer Audit Procedure.

• application for certification - as a result of extending the scope of certification or an update application in the event of minor verbal changes in the scope of certification, provided that the same PKD is maintained.

• register of applications

7. Storage and archiving of documents

Documents and records are stored for a period of 5 years from the moment of limitation, withdrawal or suspension of certification or extension of the scope. These documents are supervised by the Quality Manager.
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