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Foreword

ISO (the International Organization for Standardization) and IEC (the
International Electrotechnical Commission) form the specialized system for

OorIEC

o roretr oot L ot oo ottt TETTeTTT =

participate in the development of International Standards through
committees established by the respective organization(Ote’ (

technical
eal with

particular fields of technical activity. ISO and IEC technieal cgmmittees
collaborate in fields of mutual interest. Other international orgahizations,
governmental and non-governmental, in liaison with |SO"and IEC, |also take

part in the work.

Draft Guides adopted by the responsible’™-Committee or Gfoup are

circulated to national bodies for voting. Publication as a Guide
approval by at least 75 % of the nationalhedies casting a vote.

requires

ISO/IEC Guide 66 was prepared.tly the ISO Committee on Clonformity

Assessment (CASCO).
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Introduction

Certification/registration of the environmental management system (EMS)
of an organization is one means of providing assurance that the
certified/regt iZzeth f

management of the environmental aspects of its activities, products or
services [n line with the organization's environmental policy.

This Guigle specifies requirements, the observance of which is intended to
ensure fthat certification/registration bodies operate third-party certifi-
cation/registration systems in a consistent and reliable manner, thereby
facilitating their acceptance on a national and international basis. This
Guide shpuld serve as a foundation for the recognition of relevant national
systems |n the interests of international trade.

This Guidle is intended for use by bodies, however described, which carry
out the [functions of assessment and certification/registration of EMS.
For convenience of drafting, such bodies are referred to as
“certificajon/registration bodies”. This wording should not be an obstacle to
the use of this Guide by bodies with other designations which undertake
activities jwhich it covers. Indeed, this Guide should be usable by any.body
involved {n EMS assessment.

EMS certification/registration involves the assessment of an_ofganization's
EMS but| does not imply achievement of specific levels of‘environmental
performahce of its activities, product(s) or service(s). Evidence of
conformity to the appropriate EMS standard or other_fiormative document
and any supplementary documentation will bey in the form of a
certificatipn/registration document or an EMS cetrtificate.

While thi$ Guide is intended for use by bodies concerned with recognizing
the confpetence of certification/registration bodies, many provisions
contained herein may be useful in secend-party assessment procedures.
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General requirements for bodies operating assessment and

ce

rtification/registration of environmental management

systems (EMS)

1 Scope

This
is to

The

body|operating certification/registration of EMS.

NOTHE In some countries, the bodies which verify conformity of EMS to specified standards are called “certification
otherg “registration bodies”, in others “assessment and registration bodies” ory“certification/registration bodies” a
others, “registrars”. For ease of understanding, this Guide always refers t@,such bodies as “certification/registratio
This ghould not be understood to be limiting.

2 Normative references

The
this

applyl. However, parties to agreements based-on this Guide are encouraged to investigate the possibility o
the most recent editions of the normative.documents indicated below. For undated references, the latest

the
Inter

ISO/

ISO

ISO

ISO

ISO
man.

ISO

ISO

Guide specifies general requirements for a third-party body operating EMS certification/registration to
be recognized as competent and reliable in the operation of EMS certification/registration.

equirements contained in this Guide are written, above all, to be considered.as  general requiremen

following normative documents contain provisions which, through reference in this text, constitute pro
Suide. For dated references, subsequent‘amendments to, or revisions of, any of these publicatior

mormative document referred to applies. Members of ISO and IEC maintain registers of curre
ational Standards.

402:1994, Quality rranagement and quality assurance — Vocabulary.
10011-1:1990,/Guidelines for auditing quality systems — Part 1: Auditing.
14010:1996, Guidelines for environmental auditing — General principles.

| 4011:1996, Guidelines for environmental auditing — Audit procedures — Auditing of envir

lEC Guide 2:1996, Generalterms and their definitions concerning standardization and related activities.

meet if it

s for any

bodies”, in
hd, in still
n bodies”.

visions of
s do not
applying
edition of
ntly valid

bnmental

gement Systems.
14012:1996, Guidelines for environmental auditing — Qualification criteria for environmental auditors.

14050:1998, Environmental management — Vocabulary.
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3 Definitions

For the purposes of this Guide, the relevant definitions given in ISO/IEC Guide 2, ISO 8402, ISO 14050 and the
following definitions apply.

31

organization

company, corporation, firm, enterprise, authority or institution, or part or combination thereof, whether incorporated
or not, public or private, that has its own functions and administration

NOTE Hor organizations with more than one operating unit, a single operating unit may be defined as an organization:

3.2
certificatipn/registration body
third party that assesses and certifies/registers the EMS of organizations with respect to published(EMS stangards
or other normative documents and any supplementary documentation required under the system

3.3
certificatipn/registration document
document indicating that an organization's EMS conforms to specified EMS standafds and any supplemgntary
documentation required under the system

3.4
certificatipn/registration system
system hpving its own rules of procedure and management for carrying-out the assessment leading to the issyance
of a certification/registration document and its subsequent maintenance.

4 Requirements for certification/registration bodies

4.1 Certification/registration body
4.1.1 General provisions

4.1.1.1 The policies and procedures under which the certification/registration body operates shall be |non-
discriminptory, and they shall be administered in a non-discriminatory manner. Procedures shall not be used to
impede ar inhibit access by applicantsether than as specified in this Guide.

4.1.1.2 The certification/registration’ body shall make its services accessible to all applicants. There shall npt be
undue financial or other conditions. Access shall not be conditional upon the size of the organization or membgrship
of any aksociation or group,~nor shall certification/registration be conditional upon the number of organizgtions
already certified/registered.;

4.1.1.3 The criteriav-against which the EMS of an applicant is assessed shall be those outlined in the [EMS
standards or other normative documents relevant to the function performed. If an explanation is required as to the
applicatign of these documents to a specific certification/registration programme, it shall be formulated by relgvant
and impartialkcommittees or persons possessing the necessary technical competence, and shall be published Ry the
certificatipn/registration body.

4.1.1.4 The certification/registration body shall confine its requirements, assessment and decision on
certification/registration to those matters specifically related to the scope of the certification/registration being
considered.

4.1.1.5 The maintenance and evaluation of legal compliance is the responsibility of the organization. The
certification/registration body shall restrict itself to checks and samples required in order to establish confidence that
the EMS functions in this regard. The certification/registration body shall verify that the organization has evaluated
legal and regulatory compliance and can show that action has been taken in cases of non-compliance with relevant
legislation and regulations.
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4.1.2 Structure

The structure of the certification/registration body shall be such as to give confidence in its
certifications/registrations.

In particular, the certification/registration body shall

a)

be impartial;

b) be responsible for its decisions relating to the granting, maintaining, extending, reducing, suspending and

<)

d)

e)

0)

ftharawing of Certification/registratior,

identify the management (committee, group or person) which will have overall responsibility-for
following:

) performance of assessment and certification/registration as defined in this Guide,
?) the formulation of policy matters relating to the operation of the certification/registration body,
) decisions on certification/registration,
) supervision of the implementation of its policies,
) supervision of the finances of the certification/registration body,
)

delegation of authority to committees or individuals, as required;Zto undertake defined activiti
behalf;

ave documents which demonstrate that it is a legal entity;

ave a documented structure which safeguards impartiality, inCluding provisions to assure the impartia
pperations of the certification/registration body; this strueture shall enable the participation of 4
significantly concerned in the development of policies.and principles regarding the content and func
lhe certification/registration system;

ensure that each decision on certification/registration is taken by a person or persons different from t
¢arried out the assessment ;

ave rights and responsibilities relevant to«jts certification/registration activities;

ave adequate arrangements to cover iabilities arising from its operations and/or activities;

ave the financial stability and resources required for the operation of a certification/registration systeny;

employ a sufficient number _of-personnel having the necessary education, training, technical knowl
experience for performing- certification/registration functions relating to the type, range and volume
performed, under a responsible senior executive;

ave a quality systemi, as outlined in 4.1.4, giving confidence in its ability to operate a ce
egistration systemAor organizations to which it offers certification/registration;

ave policies@nd procedures that distinguish between certification/registration of organizations and
activities in.which the body is engaged;

logether-with its senior executive and staff, be free from any commercial, financial and other pressu
ight influence the results of the certification/registration process;

all of the

es on its

lity of the
Il parties
tioning of

hose who

pdge and
b of work
tification/

any other

es which

ed in the

certlflcatlon/reg|strat|on process or the development and mamtenance of the certification/registration system;

such committees shall be free from any commercial, financial and other pressure that might influence
(see note 1);

decisions

ensure that activities of related bodies do not affect the confidentiality, objectivity or impartiality of its

certifications/registrations and shall not offer or provide
1) those services that it certifies/registers others to perform,

2) consulting services to obtain or maintain certification/registration,
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p)

3) services to design, implement or maintain EMS or related management systems (see note 2);

have policies and procedures for the resolution of complaints, impartial and independent resolution of appeals,
and disputes received from organizations or other parties about the handling of certification/registration or any
other related matters.

NOTE 1 A structure where members are chosen to provide a balance of interests, where no single interest predominates, will
be deemed to satisfy provision n).

NOTE 2 Other products, processes or services may be offered, directly or indirectly, provided they do not compromise the
confidentiality, objectivity or impartiality of its certification/registration process and decisions

4.1.3 Suybcontracting

When a ¢ertification/registration body decides to subcontract work related to certification/registration({te.g. audits) to
an exterrjal body or person, a properly documented agreement covering the arrangements, including confidentiality

and conflict of interests, shall be drawn up. The certification/registration body shall

a)

b)

c)

take|full responsibility for such subcontracted work and maintain its responsibility forygranting, maintajning,
extending, reducing, suspending or withdrawing certification/registration;

ensure that the subcontracted body or person is competent and complies with thé.applicable provisions df this
Guide and is not involved, either directly or through its employer, with the design, implementation or
maintenance of an EMS or related management system(s) in such.‘a)way that impartiality could be
compromised;

obta|n the consent of the applicant or certified/registered organization

NOTE Requirements a) and b) are also relevant, by extension, when a certification/registration body uses, for granting its own

certificatign/registration, work provided by another certification/registration.bedy with which it has signed an agreement.

ality system

he management of the certification/registration. body with executive responsibility for quality shall define

and docyment its policy for quality, including objectives.for quality and its commitment to quality. The managgment

shall ensgpre that this policy is understood, implemented'and maintained at all levels of the organization.

4.1.4.2
of this

he certification/registration body shall-gperate a quality system in accordance with the relevant elements
uide and appropriate to the types-range and volume of work performed. This quality system shall be

documented and the documentation shall.be“available for use by the staff of the certification/registration body| The
certificatipn/registration body shall ensure effective implementation of the documented quality system procedures
and instiuctions. The certification/régistration body shall designate a person with direct access to its highest

executivg level who, irrespective of other responsibilities, shall have defined authority to

a) ensdre that a quality system’is established, implemented and maintained in accordance with this Guide;

b) repoft on the performance of the quality system to the management of the certification/registration body for
revigw and as a basisfor improvement of the quality system.

4.1.4.3 The quality )system shall be documented in a quality manual and associated quality procedures, and the

quality mpnual_shall contain or refer to at least the following:

a) a qualify,policy statement;

b) a brief description of the legal status of the certification/registration body, including the names of its owners, if
applicable, and, if different, the names of the persons who control it;

c) the names, qualifications, experience and terms of reference of the senior executive and other
certification/registration personnel influencing the quality of the certification/registration function;

d) an organizational chart showing lines of authority, responsibility and allocation of functions stemming from the

senior executive and, in particular, the relationship between those responsible for the assessment and those
taking decisions regarding certification/registration;
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e)

f)
)
h)

)

k)
1)

m)

n)

4.1.5 Conditions for granting, maintaining, extending, reducing) suspending and withdrawing
certifjcation/registration

a description of the structure of the certification/registration body, including details of the management
(committee, group or person) identified in 4.1.2 ¢), its constitution, terms of reference and rules of procedure;

the policy and procedures for conducting management reviews;
administrative procedures including document control;

the operational and functional duties and services pertaining to quality, so that the extent and limits of each
person's responsibility are known to all concerned,;

the policy and procedures for the recruitment and training of certification/registration body personnel (including
uditors) and monitoring their performance,

list of its subcontractors and details of the procedure for assessing, recording and monitofing their
ompetence;

he procedures for handling nonconformities and for assuring the effectiveness of any corre€tive actions taken;
he policy and procedures for implementing the certification/registration process, including

) the conditions for issue, retention and withdrawal of certification/registration docUments,

) verifying the use and applicability of documents used in the certification/registration of the EMS,
) the procedures for assessing and certifying/registering the organization's EMS,

) the procedures for surveillance and re-assessment of certified/registered organizations;

he policy and procedure for dealing with appeals, complaints and.disputes;

he procedures for conducting internal audits based on the provisions of ISO 10011-1.

4.1.511 The certification/registration body shall specify the conditions for granting, maintaining, reduycing and
extending certification/registration, and the conditions under which certification/registration may be suspended or
withdrawn, partially or in total, for all or part of the organization's scope of certification/registration. In particular, the
certifjcation/registration body shall require the ‘drganization to notify it promptly of any intended changes to|the EMS

or other changes which may affect conformity-

4.1.5/2 The certification/registration -body shall require the organization to have a documented EMS which

confgrms to applicable EMS standards or other normative documents.

4.1.5/3 The certification/registration body shall have procedures to

a)
b)
c)

Irant, maintain, with@raw and, if applicable, suspend certification/registration;

xtend or reduce the scope of certification/registration;

onduct re-assessment in the event of changes significantly affecting the activity and operatign of the
rganization (such as change of ownership, changes in personnel or equipment), or if analysis of a complaint or
ny ,other information indicates that the certified/registered organization no longer complies |with the
eguirements of the certification/registration body.

4.1.5.4 The certification/registration body shall have documented procedures which shall be made available on
request for

a)

b)

the initial assessment of an organization's EMS, in accordance with the provisions of ISO 14010 and ISO 14011
and other relevant documents;

surveillance and re-assessment of an organization's EMS, in accordance with ISO 14010 and ISO 14011 on a
periodic basis for continuing conformity with relevant requirements and for verifying and recording that an
organization takes corrective action on a timely basis to correct all nonconformities;
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c) identifying and recording nonconformities and the need for corrective action by organizations on a timely
basis for such items as incorrect references to the certification/registration or misleading use of
certification/registration information.

4.1.6 Internal audits and management reviews

4.1.6.1 The certification/registration body shall conduct periodic internal audits covering all procedures in a planned
and systematic manner, to verify that the quality system is implemented and is effective. The certification/registration
body shall ensure that

a) perspnnelTesponsibie Tor the area audited are mformed of the outcome of the audit,
b) corrgctive action is taken in a timely and appropriate manner;
c) the results of the audit are recorded.

4.1.6.2 The body's management with executive responsibility shall review its quality system at, defined intgrvals
sufficient|to ensure its continuing suitability and effectiveness in satisfying the requirements of this Guide and the
stated quality policy and objectives. Records of such reviews shall be maintained.

4.1.7 Dgcumentation

4.1.7.1 The certification/registration body shall document, update at regular intervals, and make available (thjough
publicatigns, electronic media or other means), on request, the following:

a) information about the authority under which the certification/registration bedy operates;

b) a dopumented statement of its certification/registration system including its rules and procedures for grapting,
maintaining, extending, reducing, suspending and withdrawing certification/registration;

c) information about the assessment and certification/registration.process;

d) a description of the means by which the certification/registration body obtains financial support, and ggneral
information on the fees charged to applicants and certified/registered organizations;

e) a description of the rights and duties of applicants and certified/registered organizations, including
requjrements, restrictions or limitations on the use-of the certification/registration body's logo and on the wgys of
referfing to the certification/registration granted;

f)  information on procedures for handling complaints, appeals and disputes;

g) adirgectory of certified/registered organizations, including their locations, date of certification/registration and the
certification/registration number or similar code, and describing the scope of certification/registration granted to
each.

4.1.7.2 The certification/registrfation body shall establish and maintain procedures to control all documents and data
that relate to its certification/registration functions. These documents shall be reviewed and approved for adequacy
by appropriately authorized-and competent personnel prior to issuing any documents following initial development or
any subsequent amendment or change being made. A listing of all appropriate documents with the respective jssue
and/or amendment status identified shall be maintained. The distribution of all such documents shall be controlled to
ensure that the appropriate documentation is made available to personnel of the certification/registration bofy or
organization, when required to perform any function relating to the activities of an applicant or certified/registered
organizatjorv.

4.1.8 Records

4.1.8.1 The certification/registration body shall maintain a record system to suit its particular circumstances and to
comply with existing regulations. The records shall demonstrate that the certification/registration procedures have
been effectively fulfilled, particularly with respect to application forms, assessment reports, and other documents
relating to granting, maintaining, extending, reducing, suspending or withdrawing certification/registration. The
records shall be identified, managed and disposed of in such a way as to ensure the integrity of the process and
confidentiality of the information. The records shall be kept for a period of time so that continued confidence may be
demonstrated for at least one full certification/registration cycle, or as required by law.
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4.1.8.2 The certification/registration body shall have a policy and procedures for retaining records for a period
consistent with its contractual, legal or other obligations. The certification/registration body shall have a policy and
procedures concerning access to these records consistent with 4.1.9.

4.1.9 Confidentiality

4.1.9.1 The certification/registration body shall have adequate arrangements, consistent with applicable laws, to
safeguard confidentiality of the information obtained in the course of its certification/registration activities at all levels
of its structure, including committees and external bodies or individuals acting on its behalf.

4.1.9.2 Except as required in this Guide, information about a particular organization shall not be disclgsed|to a third
party] without the written consent of the organization. Where the law requires information to be disclesed [to a third
party}, the organization shall be informed beforehand of the information provided, as permitted by the. law.
4.2 |Certification/registration body personnel

4.2.1] General

4.2.111 The personnel of the certification/registration body involved in certificatiob/registration shall be competent
for the functions they perform.

4.2.112 Information on the relevant qualifications, training and experience of each member of the personnel
involyed in the certification/registration process shall be maintained by/the certification/registration body. Records of
trainipg and experience shall be kept up-to-date.

4.2.143 Clearly documented instructions shall be available to the personnel describing their ddties and
responsibilities. These instructions shall be maintained up-te:date.

4.2.2| Qualification criteria for auditors and technical experts

4.2.2l1 In order to ensure that assessments are carried out effectively and uniformly, the minimum relevant criteria
for competence shall be defined by the certificatien/registration body.

4.2.212 Auditors shall meet the requirements of the appropriate international documentation. For the assegsment of
an EMS, the relevant guidelines for auditing are those defined in ISO 14010 and ISO 14011, and the relevant criteria
for aliditors are those defined in 1SO:\14012.

4.2.23 Technical experts arg™not required to comply with the requirements for auditors covered in 15O 14012.
Guidance on their personalsattributes may be obtained from ISO 14012:1996, clause 7.

4.2.3 Selection procedure
4.2.31 Selectionofauditors and technical experts in general
The ¢ertification/registration body shall have a procedure for the following:

a) s$electing auditors and, if applicable, technical experts, on the basis of their competence, training, qudifications
fpnd experience;

b) initially assessing the conduct of auditors and technical experts during assessments, and subsequently
monitoring the performance of auditors and technical experts.

4.2.3.2 Assignment for a specific assessment

When selecting the audit team to be appointed for a specific assessment, the certification/registration body shall
ensure that the skills brought to each assignment are appropriate. The team shall

a) have appropriate knowledge of the applicable legal regulations, certification/registration procedures and
certification/registration requirements;
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b)

d)

e)

4.2.4 Contracting of assessment personnel

have a thorough knowledge of the relevant assessment method and assessment documents;

have appropriate technical knowledge of the specific activities for which certification/registration is sought and,
where relevant, of associated procedures and their potential to cause environmental impacts (technical experts
who are not auditors may fulfil this function);

have a degree of understanding sufficient to make a reliable assessment of the competence of the organization
to manage the environmental aspects of its activities, products or services in its scope of
certification/registration;

be able to communicate effectively, both in writing and orally, in the required languages;

be free from any interest that might cause team members to act in other than an impartial or non-discriminatory
manper. The audit team members shall inform the certification/registration body, prior to the assessmént;”about
any existing, former or envisaged link between themselves or their employer(s) and the organization {o be
assessed.

The certification/registration body shall require the personnel involved in the assessment. to-sign a contract or pother
document by which they commit themselves to comply with the rules defined by the certification/registration body,
including|those relating to confidentiality and those relating to independence from _commercial and other intefests,
and any |prior and/or present link with the organizations to be assessed. The_certification/registration body|shall
ensure that, and document how, any subcontracted assessment personnel_satisfy all the requirements for

assessment personnel outlined in this Guide.

4.2.5 Agsessment personnel records

4.2.5.1 The certification/registration body shall possess and maintain up-to-date records on assessment persqnnel,

consisting of the following:

a)
b)
c)
d)
e)

f)

name and address;

affiligtion and position held in the organizational structure;

edudational qualifications and professional status;

expdrience and training in each field ofcompetence of the certification/registration body;
date|of most recent updating of records;

perfgrmance appraisal.

4.2.5.2 The certification/registration body shall ensure, and verify, that any subcontracted body maintains redords,
which satisfy the requirements of this Guide, of assessment personnel who are subcontracted td the

certificatipn/registration body.

4.2.6 Prpcedures\for audit teams

Audit teams{ shall be provided with up-to-date assessment instructions and all relevant informatioh on

certificatipn/registration arrangements and procedures.

4.3 Changes in the certification/registration requirements

The certification/registration body shall give due notice of any changes it intends to make in its requirements for
certification/registration. It shall take account of views expressed by the interested parties before deciding on the
precise form and effective date of the changes. Following a decision on, and publication of, the changed
requirements, it shall verify that each certified/registered organization carries out any necessary adjustments to its
procedures within such time as, in the opinion of the certification/registration body, is reasonable.
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4.4

Appeals, complaints and disputes

4.4.1 Appeals, complaints and disputes brought before the certification/registration body by organizations or other
parties shall be subject to the procedures of the certification/registration body.

4.4.2 The certification/registration body shall

a) keep arecord of all appeals, complaints and disputes, and remedial actions relative to certification/registration;

b)
c)

5

5.1

5.1.

5.1.

the

orgaiizations shall be maintained up-to-date as specified in 4.1.7.1 and_shall be provided to applic
certifled/registered organizations.

5.1.112 The certification/registration body shall require that an organization

a) always complies with the relevant provisions of the certification/registration programme;

b) akes all necessary arrangements for the conduct of\the assessment, including provision for €
ocumentation and the access to all areas, records (in¢luding internal EMS audit reports) and persont
urposes of assessment, surveillance, re-assessment and resolution of complaints;

c) only claims that it is certified/registered withorespect to those activities for which it has beer
ertification/registration;

d) $oes not use its certification/registration_inf such a manner as to bring the certification/registration
isrepute, and does not make.lany statement regarding its certification/registration wil
ertification/registration body may ¢onsider misleading or unauthorized;

e) discontinues use of all advertising ‘matter that contains any reference to its certification/registration in

suspension or withdrawal cofvits certification/registration (however determined), and returns a
ation/registration documeénts as required by the certification/registration body;

f) ses certification/registration only to indicate that the EMS is in conformity with specified standardg
ormative documentsy and does not use its certification/registration to imply that a product or S
pproved by the-egertification/registration body;

g) ensures that ho certification/registration document, mark or report, or any part thereof, is used in a n
anner;

h) ¢omplies—with the requirements of the certification/registration body when making refereng
ertification/registration in communication media such as documents, brochures or advertising.

5.1.1

explanation shall be provided to the applicant.

take appropriate corrective and preventive action;
dflocument the actions taken and assess therr effecuveness. ... |

Requirements for certification/registration

Application for certification/registration
1 Information on the procedure

11 A detailed description of the assessment and certification/registration procedure, the documents ¢
requirements for certification/registration, and documents describing the rights and duties of certified/

ontaining
egistered
ants and

xamining
el for the

granted

body into
hich  the

cases of
y certifi-

or other
ervice is

isleading

e to its

5.1.1.4 If requested, additional application information shall be provided to the applicant.

5.1.2 The application

ecessary

5.1.2.1 The certification/registration body shall require an official application form, duly completed and signed by a
duly authorized representative of the applicant, in which or attached to which
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a) the scope of the desired certification/registration is defined;

b) the applicant agrees to comply with the requirements for certification/registration and to supply any information
needed for its evaluation.

5.1.2.2 At least the following information shall be provided by the applicant prior to the on-site assessment:

a) the general features of the applicant, such as corporate entity, name, addresses, legal status and, where
relevant, human and technical resources;

b) general information concerning the EMS and the activities it covers;

c) a dgscription of the systems to be certified/registered and the standards or other normative documents
applicable to each;

d) acopy of the documentation of the core elements of the EMS.

The information gathered from the application documentation and the review of the EMS documentation may be
used for the preparation of the on-site assessment and shall be treated with appropriate confidentiality.

5.2 Prgparation for assessment

5.2.1 Beafore proceeding with the assessment, the certification/registration body, ‘shall conduct, and majntain
records df, a review of the request for certification/registration to ensure that

a) the requirements for certification/registration are clearly defined, documented and understood;
b) any difference in understanding between the certification/registration-body and the applicant is resolved;

c) the gertification/registration body has the capability to perform the, certification/registration service with respect
to the scope of the certification/registration sought, the locatiotof the applicant's operations, and any special
requjrements such as the language used by the applicant.

5.2.2 THe certification/registration body shall prepare a plan*for its assessment activities to allow for the necegsary
arrangenjents to be made.

5.2.3 TRhe certification/registration body shall nomimate a qualified audit team to evaluate all material collected| from
the appli¢ant and to conduct the audit on its behalf. Experts in the areas to be assessed may be attached to the
certificatipn/registration body's team as advisers.

5.2.4 The organization shall be informed .of the names of the members of the audit team who will carry out the
assessment, with sufficient notice to appeal against the appointment of any particular auditors or experts.

5.2.5 THe audit team shall be formally appointed and provided with the appropriate working documents. The plan
for and the date of the audit shall be agreed with the organization. The mandate given to the audit team shall be
clearly d¢fined and made known to the organization, and shall require the audit team to examine the strugture,
policies gnd procedures of the organization, and confirm that these meet all the requirements relevant to the qcope
of certification/registrationy’and that the procedures are implemented and are such as to give confidence in the|[EMS
of the organization,

5.3 Asgessment

5.3.1 The-audit team shall assess the EMS of the organization covered by the defined scope against all applicable
certification/registrafion requirements. 1ne SCOPE Of the certfication/registration shall refer 10 specihic actvity(ies)
performed by the organization seeking certification/registration at defined site(s) under clearly identified
management.

5.3.2 The audit of an EMS shall be undertaken in two stages as follows.

a) Stage 1 shall provide a focus for planning the audit by gaining an understanding of the EMS in the context of
possible significant environmental aspects of the applicant and of the organization's state of preparedness for audit.
This stage shall be based on, but not limited to, document review. The certification/registration body may decide to
perform this stage at the applicant's location in order to evaluate better the appropriateness of the EMS in light of
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possible significant environmental aspects. This step shall be performed to: plan and allocate resources for further
document review where required; provide an opportunity for immediate feedback of information to the client
organization; collect necessary information regarding the process and location(s) of the organization; and agree with
the organization on the details of the audit (stage 2).

b) Stage 2 shall take place at the location of the organization, and is the audit performed to evaluate the
implementation of the organization's EMS.

54 _Assessment rnpnrf

5.4.1) The certification/registration body may adopt reporting procedures that suit its needs but, as‘a minimum,
these procedures shall ensure that

a) meeting takes place between the audit team and the organization's management ‘prior to leaving the
remises, at which the audit team provides a written or oral indication regarding.the conformity of the
rganization's EMS with the particular certification/registration requirements, and provides an opportunijty for the
rganization to ask questions about the findings and their basis;

b) the audit team provides the certification/registration body with a report of its findings as to the confornpity of the
rganization's EMS with all of the certification/registration requirements;

c) report on the outcome of the assessment is promptly brought ¢o,the organization's attention by the
ertification/registration body, identifying any nonconformity to be discharged in order to comply with|all of the
ertification/registration requirements;

d) the certification/registration body shall invite the organization<to comment on the report and to degcribe the
$pecific actions taken, or planned to be taken within a defined time, to remedy any nonconformity with the
ertification/registration requirements identified during the @assessment, and shall inform the organizatjon of the
meed for full or partial re-assessment or whether a written‘declaration to be confirmed during surveillance will be
onsidered adequate;

e) the report shall contain as a minimum
1) the date(s) of the audit(s),
2) the name(s) of the person(s) responsikife for the report,

3) the identification of the entities.audited (e.g. names and addresses of facilities and identificatipn of the
organizational elements audited);

4) the assessed scope of certification/registration or reference thereto, including reference to the standard or
other normative document applied,

%) comments on the confermity of the organization's EMS with the certification/registration requirements, with
a clear statement.of nonconformity and, where applicable, any useful comparison with the fesults of
previous assessments of the organization,

®) an explanation of any differences from the information presented to the organization at the closing|meeting.

5.4.2 If the report authorized by the certification/registration body differs from the report referred to in 5.4.1 c) and
e), it shall b&submitted to the organization with an explanation of any differences from the previous report.

The lleport shall take into consideration

a) the qualification, experience and authority of the staff encountered;

b) the adequacy of the internal structure and procedures adopted by the applicant body to give confidence in the
EMS;

c) the actions taken to correct identified nonconformities including, where applicable, those identified at previous
assessments.
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5.5 Decision on certification/registration

5.5.1 The decision whether or not to certify/register an organization's EMS shall be taken by the
certification/registration body on the basis of the information gathered during the certification/registration process
and any other relevant information. Those who make the certification/registration decision shall not have participated
in the audit.

The entity which takes the decision on granting the certificate shall normally not overturn a negative
recommendation by the audit team. If such a situation does occur, the basis for this decision shall be documented
and justified.

5.5.2 TRe certification/registration body shall not delegate authority for granting, maintaining, extending,reducing,
suspendipg or withdrawing certification/registration to an outside person or body.

5.5.3 TRe certification/registration body shall provide to each of its organizations whose EMS is\¢ertified/registered,
certificatipn/registration documents such as a letter or a certificate signed by an officer who has*been assigned|such
responsibility. These documents shall identify, for the organization and each of its_“sites covered by the
certificatipn/registration, the following:

a) name and address;
b) scope of the certification/registration granted, including

1) the EMS standards and/or other normative documents and supplementary documents to which EM§ are
certified/registered,

2) he organization's activities with respect to the product, process or service categories;
c) the gffective date of certification/registration and the term fer,which the certification/registration is valid.
5.5.4 Any application for amendment to the scope of a certification/registration that has already been granted|shall
be processed by the certification/registration body. The certification/registration body shall decide what, if| any,

assessment procedure is appropriate to determine whether or not the amendment should be granted and shall act
accordingly.

5.6 Sutveillance and re-assessment procedures

5.6.1 TRhe certification/registrationsbody shall carry out periodic surveillance and re-assessment at sufficiently close
intervals [to verify that its ,organizations whose EMS are certified/registered continue to comply with the
certificatipn/registration requirements.

NOTE If most cases itrissunlikely that a period greater than 1 year for periodic surveillance and 3 years for re-assesgment
would satisfy the requirements of this clause.

5.6.2 Sdrveillance and re-assessment procedures shall be consistent with those concerning the assessment ¢f the
organization’s EMS as described in this Guide.

5.7 Use of certificates and logos

5.7.1 The certification/registration body shall exercise proper control over ownership, use and display of its EMS
certification/registration mark and logos.

5.7.2 If the certification/registration body confers the right to use a symbol or logo to indicate
certification/registration of an EMS, the organization may use the specified symbol or logo only as authorized in
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