TUVNORD

Description of the certification procedure

MS -1SO 9001, MS - ISO 14001, MS - I1SO 29001 ve MS - 1SO 45001,
MS -1S0O 50001-MS-ISO 37001, MS - ISO 55001, MS-SCC/SCP, MS-ISO 13485

Sertifikasyon Prosediirinin Hizmet Tanimi

Bir yonetim sisteminin ISO 9001, ISO 14001, ISO
29001, ISO 45001, ISO 50001, SCC-VAZ, ISO
37001, ISO 37301, ISO 55001, ISO 56001, I1ISO
13485, ISO 19443 veya ISO 21001 ilk
belgelendirme, gbzetim ve yeniden
belgelendirmeden olusur.

1. ILK BELGELENDIRME DENETIMi

Bir yonetim sisteminin ilk belgelendirme denetimi
iki asamada gergeklestirilir: 1. asama ve 2.
asama.

Her iki denetim de mdusterinin sahasinda
gerceklestirilir.

1.1. Denetim Hazirhigi

Belgelendirme s6zlesmesi imzalandiktan sonra
denetg¢i denetimi planlar.

1.2. 1. Asama Denetim

1. Asama Denetim;

1 Mdasterinin yonetim sistemi
dokimantasyonunun gbzden
gegirilmesi,

1 Musterinin sahaya &6zgl kosullarini
degerlendirmek ve 2. asamaya hazir
olup olmadidini belirlemek icin mugteri
personeliyle gérismeler yapmak,

1 yOnetim sisteminin kilit performansinin
veya O6nemli yodnlerinin, sureclerinin,
hedeflerinin ve isleyisinin belirlenmesi
agisindan musterinin standardin
gerekliliklerine iligkin  durumunu ve
anlayisini gdézden gecirmek,

1 YOnetim sisteminin kapsami,
musterinin slrecleri ve tesis(ler)i, uyum
yukumldlUklerinin - yani sira  kalite,
cevre, enerji ve is saghgi ve guvenligi
boyutlari/riskleri  hakkinda  gerekli
bilgileri edinmek
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The certification process of a management
system according to ISO 9001, ISO 14001, ISO
29001, 1ISO 45001, ISO 50001, SCC-VAZ, ISO
37001, ISO 37301, ISO 55001, 1SO 56001, ISO
13485, ISO 19443 or ISO 21001 consists of an
initial certification, surveillance and
recertification.

1. INITIAL CERTIFICATION AUDIT

The certification audit consists of the Stage 1
audit and the Stage 2 audit. Both audits are
generally performed at the client’s site.

1.1 Audit preparation

After the certification agreement is signed, the
auditor plans the audit.

1.2. Stage 1
Objectives of stage 1:

m review of the client's management
system documentation,

m evaluate the client's site-specific
conditions and to undertake discussions
with the client’s personnel to determine
the preparedness for stage 2,

m review the client's status and
understanding regarding requirements
of the standard, with respect to the
identification of key performance or
significant aspects, processes,
objectives and operation of the
management system,

m obtain necessary information
regarding the scope of the
management system, the client’s
processes and site(s), compliance
obligations, as well as the quality,

environmental, energy, and
occupational health and safety
aspects/risks,
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1 2. asamanin planlanmasi,

1 Ic denetimlerin ve ydnetim gézden
gegirmelerinin planlanip
planlanmadigini ve gergeklestirilip
gerceklestiriimedigini ve ydnetim
sisteminin uygulanma dUzeyinin
masterinin - 2. asamaya hazir
oldugunu kanitlayip
kanitlamadigini degerlendirir.

1 SCC-VAZa gore ISG ydnetim
sisteminin Gg¢ ay boyunca yururlikte
olup olmadigini degerlendirir

Asama 1'de endise verici alanlar tespit edilirse,
musteri bunlari agsama 2'den énce ¢dzmelidir.
Asama 1'den sonra musterinin asama 2'ye hazir
oldugu Kkesin olarak slrece belgelendirme
sonlandirihr.

Bas denetgi bir denetim raporu (asama 1) ve ek
kayitlar (6rn. denetim anketi ve el yazisi notlar)
saglayacaktir.

Bas denetci 1. asamanin dizgun bir sekilde
yuritilmesinden ve denetim ekibi Uyeleriyle
iletisimden sorumludur.

1.3 2. Asama Denetim

Asama 2'nin denetim plani bildiriimeli ve denetim
tarihleri Gzerinde mdusteri ile énceden mutabik
kalinmalidir.

Asama 2'nin  amaci, mdisterinin  yonetim
sisteminin etkinligi de dahil olmak Uzere
uygulanmasini degerlendirmektir. Bu, ISO 9001,
ISO 14001, ISO 29001, 1SO 45001, SCC-VAZ,
ISO 37001, ISO 37301, ISO 50001, ISO 13485,
ISO 55001, ISO 56001, ISO 19443, 1ISO 21001.
Bu, calisanlarla gérismeler yapilarak, denetim
sirasinda ilgili bilgiler dogrulanarak ve kurulugun
ilgili  sdrecleri ve alanlann  denetlenerek
gergeklestirilebilir.
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m planning of stage 2,

m evaluate if the internal audits and
management reviews are being
planned and performed, and that the
level of implementation of the
management system substantiates
that the client is ready for stage 2,

m evaluate if the OH&S management
system according to SCC-VAZ is in
force for three months.

If areas of concern are identified in stage 1, the
client shall resolve these prior to stage 2.

Unless it cannot be positively assessed after
stage 1 that the customer is ready for stage 2, the
certification is terminated.

The lead auditor shall provide an audit report
(stage 1) and additional records (e.g. audit
questionnaire and handwritten notes).

The lead auditor is responsible for the proper
conducting of stage 1 and communication
concerning audit team members.

1.3. Stage 2

The audit plan of stage 2 shall be communicated
and the dates of the audit shall be agreed upon,
in advance, with the client.

The purpose of stage 2 is to evaluate the

implementation, including effectiveness, of the
client’'s management system. This is based on
the standards 1SO 9001, ISO 14001, ISO 29001,
ISO 45001, SCC-VAZ, 1ISO 37001, ISO 37301,
ISO 50001, ISO 13485, ISO 55001, ISO 56001,
ISO 19443, 1ISO 21001. This can be achieved by
interviews of employees, verifying relevant
information during the audit and auditing relevant
processes and areas of the organization
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Katilimin kayit altina alinacagi resmi bir kapanis
toplantisi musteri yonetimi ve uygun oldugu
durumlarda denetlenen iglev veya slreglerden
sorumlu kisilerle  yapilmalidir. Kapanis
toplantisinin  amaci, belgelendirmeye iligkin
tavsiyeler de dahil olmak Uzere denetim
sonuglarini sunmaktir.

Herhangi bir uygunsuzluk, anlasilacak sekilde
sunulmali ve yanit vermek i¢cin zaman gergevesi
Uzerinde anlagmaya variimalidir.

Bas denetci bir denetim raporu (2. agsama) ve ek
kayitlar (6rnedin denetim anketi ve el yazisi
notlar) veya nesnel kanitlar saglar. Denetim
raporu musteriye gonderilir.

1.4 Sertifikanin Diizenlenmesi

Belgelendirme kurulusu, belgelendirme Kkarari
vermeden Once denetim ekibi tarafindan
saglanan bilgilerin yeterli olup olmadigini ve
herhangi bir uygunsuzluk icin dizeltme ve
dlzeltici faaliyetlerin kabul edilip edilmedigini
g6zden gegirecektir.

Belgelendirme kararina gore sertifika diizenlenir.

2. GOZETiM DENETIMI

GOzetim denetimlerinin hazirlanmasi sirasinda
musteri, yonetim sistemi ve sireclerindeki dnemli
degisiklikleri belgelendirme kurulusuna
bildirmekle yukimlidar.

Sertifikanin gecerlilik stresi icinde (3 yil) gbzetim
denetimleri, yeniden belgelendirme denetiminin
yapildigi yillar haric olmak Uzere, her takvim
yilinda en az bir kez yapilmalidir.

ik belgelendirmeyi takip eden ik gdzetim
denetimi, belgelendirme karari tarihinden en gec¢
12 ay sonra, planlamayla ilgili tarihe kadar
gerceklestiriimelidir.  Sonraki  tim  gbzetim
denetimleri  planlamayla ilgili tarihe gore
programlanir ve her takvim yilinda en az bir kez
gerceklestiriimelidir.

Gozetim denetiminden sonra denetim raporu
musteriye gonderilir.
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A formal closing meeting, where attendance shall
be recorded, shall be held with the client’s
management and, where appropriate, those
responsible for the functions or processes
audited. The purpose of the closing meeting is to
present the audit conclusions, including the
recommendation regarding certification. Any
nonconformities shall be presented in such a
manner that they are understood, and the
timeframe for responding shall be agreed.

The lead auditor shall provide an audit report
(stage 2) and additional records (e.g. audit
questionnaire and handwritten notes) or objective
evidence. The audit report is sent to the client.

1.4. Issue of certificate

The certification body shall review prior to making
a certification decision that the information
provided by the audit team is sufficient and the
correction and corrective actions for any
nonconformities are accepted.

Based on the certification decision the certificate
is issued.

2 SURVEILLANCE AUDIT

During preparation of the surveillance audits, the
client is obliged to inform the certification body of
any major changes to the management system
and processes.

Within the period of validity of the certificate (3
years) surveillance audits shall be conducted at
least once per calendar year, except for the years
in which a recertification audit is conducted.

The first surveillance audit following the initial
certification must be conducted by the planning-
relevant date, at the latest 12 months after the
date of the certification decision. All subsequent
surveillance audits are scheduled based on the
planning-relevant date and must be conducted at
least once per calendar year.

After the surveillance audit, the audit report is
sent to the client.
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3. YENIDEN BELGELENDIRME DENETIMi

Yeniden belgelendirme denetiminin hazirlanmasi
sirasinda  mdsteri, yonetim sistemi ve
sureglerindeki 6nemli degdisiklikleri belgelendirme
kuruluguna bildirmekle yUkimlidur. Yeniden
belgelendirme denetimi, dulzeltici faaliyetlerin
dogrulanmasi ve belgelendirme karari, mevcut
sertifikanin gecerlilik siresi dolmadan &nce
tamamlanmalidir. Yeniden belgelendirme
denetimi, yénetim sisteminin etkinligini ve dnceki
denetim programinin sonuglarini ele alan bir
yerinde denetimi igermelidir. TUm standart
gereklilikleri denetlenmelidir.

Yeniden belgelendirme denetimleriyle ilgili
faaliyetler, yonetim sisteminde veya sirketin
faaliyetleri baglaminda o6nemli degisiklikler
olmasi halinde (6rnegin uyum
yukumliliklerindeki  degisiklikler) 1. asama
denetimini gerektirebilir.

4. KAPSAM GENiSLETME DENETIMI

Mevcut bir sertifikanin kapsaminin genisletiimesi
amaglaniyorsa, bu bir genisletme ile birlikte
gerceklestirilebilir.  Genigletme denetimi  bir
g6zetim denetimi, bir yeniden belgelendirme
denetimi veya ayri bir denetim c¢ercevesinde
gerceklestirilebilir.
Mevcut bir
degdismeyecektir.

sertifikanin gecerliligi

5. KISA_SURELi VEYA HABERSIzZ
DENETIMLER

Ornegin, sikayetleri veya ciddi olaylari aragtirmak
icin, degisiklikler nedeniyle veya askiya alinan
sertifikasyonlarin bir sonucu olarak kisa sureli
haberli veya habersiz denetimler yapilmasi
gerekebilir. Bu gibi durumlarda, belgelendirme
kurulusu bu tir denetimlerin hangi kosullar
altinda yapilacagini belirleyecektir.
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3 RECERTIFICATION AUDIT

During preparation of the recertification audit, the
client is obliged to inform the certification body of
any major changes to the management system
and processes.

The recertification audit, the verification of
corrective actions and the certification decision
shall be completed prior to the expiry date of the
current certificate.

The recertification audit shall include an on-site
audit that addresses the effectiveness of the
management system and the results of the
previous audit program. All  standard
requirements shall be audited.

Activities related to re-certification audits may
require a stage 1 audit if there are significant
changes in the management system or in the
context of the company's activities (e.g. changes
in compliance obligations).

The audit methodology for the recertification audit
is equivalent to the methodology of stage 2.

4. EXTENSION AUDIT

If it is intended to extend the scope of an existing
certificate, this may be conducted in conjunction
with an extension audit. An extension audit can
be conducted within the framework of a
surveillance audit, a recertification audit or a
separate audit.

The validity of a current certificate will not change.

5. SHORT-NOTICE AUDIT

It may be necessary to conduct short notice
announced or unannounced audits, for example,
to investigate complaints or serious incidents,
because of changes, or as a result of suspended
certifications. In such cases, the certification body
shall the conditions under which such audits will
be conducted.
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6. DIGER BELGELENDIRME
KURULUSLARINDAN SERTIFiKA
TRANSFERI

Sadece gecgerli akredite yoOnetim sistemi
sertifikalari  transfer  edilebilir.  Duzenleyen
belgelendirme  kurulusu planlanan transfer
hakkinda bilgilendirilir. Duzenleyen
belgelendirme kurulusu ve musteri tarafindan IAF
MD 2'ye goére gecgerli sertifikanin transferini
engelleyen herhangi bir neden bilinmiyorsa,
transfer gerceklestirilebilir.

Yetkili bir denetci tarafindan bir "transfer dncesi
inceleme" yapiimalhdir. Bu gdzden gegirme,
dokimantasyonun gbzden gegirilmesi yoluyla
gerceklestirilecek ve gerekli olmasi halinde (6rn.
olaganusti blylk uygunsuzluklar) musterinin
sahasina yapilacak bir transfer 6ncesi ziyareti de
icerecektir.

Transfer 6ncesi inceleme olumlu bir sekilde
tamamlandiktan sonra, TN CERT veya TN
istiraki, kabul eden belgelendirme kurulusu
olarak, belgelendirmeyi transfer edebilir ve
denetim programini planlayabilir.

Devredilen sertifikanin belgelendirme doéngusu
bir onceki belgelendirme déngusine
dayanacaktir.

Transfer o6ncesi incelemede tamamlanmasini
engelleyen sorunlar tespit edilirse, TN CERT bir
ilk belgelendirme yapacaktir.

Askiya alindigi bilinen sertifikalar transfer igin
kabul edilmeyecektir.

Sertifikasyon basarili bir sekilde transfer edilir
edilmez, sertifikasyonu duzenleyen kurulus
bilgilendirilir.

7. COK TESiS_Li_ KURULUSLARIN
BELGELENDIRILMESI

Cok sayida tesisi olan kuruluslarin (¢ok tesisli )
denetimi  tesis  drneklemesi kullanilarak
gergeklestirilebilir.

Cok tesisli bir kurulugun tek bir tizel kisilige
sahip olmasi gerekmez, ancak tum tesislerin
kurulusun merkezi isleviyle (asagiya bakiniz)
yasal veya s6zlesmeye dayali bir bagi olmali ve
merkezi islev tarafindan yonetim incelemesi ve
ic denetimler yoluyla ortaya konan, kurulan ve
surekli gdzetime tabi olan tek bir yonetim
sistemine tabi olmalidir.
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6. TRANSFER OF CERTIFICATES FROM
OTHER CERTIFICATION BODIES

Only valid accredited management system
certifications may be transferred.

The issuing certification body is informed about
the planned transfer. As soon as no reasons are
known from the issuing certification body and the
customer that exclude a transfer of the valid
certificate according to IAF MD 2, the transfer can
be carried out.

A "pre-transfer review" shall be conducted by a

competent auditor. This review shall be
conducted by means of a documentation review
and, if necessary (e.g. outstanding major
nonconformities), shall include a pre-transfer visit
at the site of the client.

Once the pre-transfer review has been positively
completed, TN CERT or the TN subsidiary, in the
function as the accepting certification body, can
transfer the certification and plan the audit
programme.

The certification cycle of the transferred
certification shall be based on the previous
certification cycle.Where the pre-transfer review
identifies issues that prevent the completion of
transfer, TN CERT shall conduct an initial
certification.

Certifications which are known to be suspended
shall not be accepted for transfer.

The issuing certification body is informed as soon
as the certification has been successfully
transferred.

7. CERTIFICATION OF MULTI-SITE
ORGANIZATIONS

Auditing of organizations with a number of sites

(multi-site organizations) may be conducted using
site sampling.

A multi-site organization need not be a unique

legal entity, but all sites shall have a legal or
contractual link with the central function (see
below) of the organization and be subject to a
single management system, which is laid down,
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Bu, merkezi islevin herhangi bir sahada
gerektiginde  sahalarin  dulzeltici  eylemler
uygulamasini talep etme hakkina sahip oldugu
anlamina gelir. Uygulanabilir oldugu durumlarda,
bu durum merkezi islev ile tesisler arasindaki
resmi anlagsmada.

Cok tesisli bir kurulusun belgelendirme igin
uygunlugu

1 Merkezi fonksiyon tarafindan kontrol
edilen tek yonetim.

1 Sahalarda cok benzer
suregler/faaliyetler.

1 Merkezi fonksiyon, tek ydnetim
sistemini  tanimlamak,  kurmak
surdirmek i¢in  organizasyonel
yetkiye sahip olmalidir.

. TUm tesislerde benzer
surecler/faaliyetler.

1 Kurulusun tek yénetim sistemi merkezi
bir ydnetim incelemesine tabi olacaktir.

1 TUm tesisler kurumun i¢ denetim
programina tabi olacaktir.

1 Merkezi iglev, tim tesislerden veri
toplanmasini ve analiz edilmesini
saglamaktan sorumlu olacak ve
bunlarla sinirh olmamak Uzere,
gerektiginde kurumsal degisimi
baslatma yetkisini ve yetenegini
gOsterebilecektir:

e sistem dokimantasyonu ve
sistem degisiklikleri,

e yoOnetim incelemesi,

o sikayetler,

o dUzeltici
degerlendirilmesi,

e ic denetim planlamasi ve
sonuglarinin  degerlendirilmesi
ve

e gecerli standart(lar)a iliskin yasal
ve duzenleyici gereklilikler.

faaliyetlerin
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established and subject to continuous
surveillance by management review and internal
audits by the central function. This means that
the central function has rights to require that the
sites implement corrective actions when needed
in any site. Where applicable this should be set
out in the formal agreement between the central
function and the sites.

Eligibility of a multi-site organization for
certification

m Single management controlled by the
central function.

m Very similar processes/activities at the
sites.

m The central function shall have
organizational authority to define,
establish and maintain the single
management system.

m  Similar processes/activities across all
sites.

m The organization’s single management
system shall be subject to a centralized
management review.

m All sites shall be subject to the
organization’s internal audit
programme.

m The central function shall be
responsible for ensuring that data is
collected and analyzed from all sites
and shall be able to demonstrate its
authority and ability to initiate
organizational change as required in
regard, but not limited, to:

e system documentation and
system changes,

management review,

complaints,

evaluation of corrective actions,

internal audit planning and

evaluation of the results, and

o statutory and regulatory
requirements pertaining to the
applicable standard(s).
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8. UYGUNSUZLUKLARIN YONETIMI

Mdasteri, her bir uygunsuzlugun nedenini analiz
etmeli ve belirtilen uygunsuzluklari belirli bir stre
icinde ortadan kaldirmak i¢in alinan veya
alinmasi planlanan 6zel dizeltme ve duzeltici
eylemleri tanimlamalidir. K&k neden analizi,
eylem plani ile duzeltici faaliyetler ve gerekirse
nesnel kanitlar, musteri tarafindan denetimin son
gundna takip eden alti hafta iginde sunulmalidir.
Uygunsuzluklar belirtilen sure icinde
kapatilmazsa, sertifika dlzenlenemez veya
mevcut sertifika geri gekilir.

9. ISO 19443'E GORE BELGELENDIRME iGiN
EK SARTLAR

Uygunsuzluklarin nedenlerinin analiz edilmesi ve
denetlenen kurulus  tarafindan dizeltici
faaliyetlerin belirlenmesi igin belirlenen sdre,
yerinde denetimin bitiminden itibaren 45 takvim
guninden fazla olmamahdir.

Uygunsuzlugun niteligi derhal kontrol altina alma
eylemi gerektirdiginde, denetim ekibi lideri
kurulustan asagidakileri talep etmelidir.

1 Uygunsuz durumu/kosullari kontrol
altina almak ve tespit edilen uygunsuz
Urdnleri kontrol etmek igin alinan acil
Onlemleri (‘'simdi dizelt' eylemleri)
tanimlayin  (dizeltme her zaman
kaydedilmelidir),

1 Denetimden sonraki 7 takvim gunu
icinde, dizeltme de dahil olmak
Uzere spesifik kontrol altina alma
eylemlerini rapor etmeli ve sonraki
14 takvim gunu i¢cinde denetim ekibi
lideriyle bu eylemler Uzerinde
anlasmaya varmalidir.
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8. MANAGEMENT OF NONCONFORMITIES

The client shall analyse the cause of each
nonconformity and describe the specific
correction and corrective actions taken, or
planned to be taken, to eliminate stated
nonconformities, within a defined time. The root
cause analysis, corrective actions with action
plan and, if necessary, objective evidence, shall
be submitted by the client within six weeks
following the last day of the audit. If the
nonconformities are not closed within the
specified time, no certificate can be issued, or an
existing certificate is withdrawn.

9. ADDITIONAL REQUIREMENTS FOR
CERTIFICATION ACCORDING TO ISO 19443

The defined time for analyzing the causes of
nonconformities and determining corrective
actions by the audited organization shall be no
more than 45 calendar days from the end of the
on-site audit.

When the nature of the nonconformity
needs immediate containment action, the
audit team leader shall require the
organization to

m describe the immediate actions ('fix
now' actions) taken to contain the
nonconforming situation/conditions
and to control any identified
nonconforming products (correction
shall always be recorded),

m report within 7 calendar days, after
the audit, the specific containment
actions, including correction, and
reach agreement on those actions
with the audit team leader within the
next 14 calendar days.
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