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Revizvon Revizyon
y Tarihi / Madde No T
No / - . Revizyon Igerigi / Revision Content
S Revision / Article No
Revision No
Date
o1 26.11.2003 3 Sorumluluklar bélumi tamamen degistirildi. / The responsibilities section
has been completely changed.
411 Belgenin dondurulma suresi 4 ay olarak duzeltildi. / The freezing<period
o of the document has been corrected as 4 months
Diizeltici faaliyet suresi 60 giin olarak dizeltildi. / Corrective action period
412b
has been corrected as 60 days.
412g h maddeleri eklendi./ articles were added.
414-56 maddeleri kaldirildi./ articles have been abolished
4.1.5 Yeniden diizenlenerek eklendi./ Added by reerganisation.
42345 maddeleri kaldinldi./ articles have been_ abolished
423 Yazili bildirim eklendi. /Written notification added,
4'2'4 Talep edilmesi halinde ifadesi kaldinldi./ Statement removed upon
n request
431 Iptal talebinin yazili olmasi_hususu eklendi. / Added that the cancellation
~ request must be in writing
02 19.01.2004 444 maddesi eklendi./ article-added
03 16.08.2004 412avec maddelerinde degisiklik yapildi. / amendments were made to the articles
04 18.10.2006 Dondurulma ifadesi afklya alma olarak degistirildi. / The term "freezing"
has been-changed to "suspending
j, k,, I-bendleri degistirildi ve eklendi./ paragraphs j, k, | have been
4.1.2 amended and added
05 11.11.2007 4.4 4.4 maddesi kapsam daraltma eklendi. / Article 4.4 added scope
reduction
06 10.03.2008 Iptal izni tek imzaya indirildi. / Cancellation permission reduced to a
single signature
07 17.05.2010 Timi Dokiiman formati ve dokiman kodu degisti. / Document format and
document code have changed.
28.09.2011 FR.065 iptal Yazisi ve FR.066 Aski Yazisi formlari olusturuldu./ FR.065
o Cancellation Letter and FR.066 Suspension Letter forms were created.
FR.065 ve FR.066 formlarina atif yapildi.
08 28.09.2011  4.1.34.2.34.3.15.67 5.6 ve 5.7 eklendi. / Reference was made to forms FR.065 and FR.066.
5.6 and 5.7 added
Aski siiresi 6 ay olarak gtincellendi.
09 03.01.2012 4.1.14.1.4 4.5.5 maddesi eklendi. / The suspension period has been updated as 6
455 months.
Article 4.5.5.5 has been added
Bakanlik bilgilendirmelerinin 15 gun icerisinde yapilacagi bilgisi eklendi. /
10 01.11.2016 414,424,434 The information that the Ministry will be informed within 15 days has been
added
" 05.12.2018 21 Persp_nel Belgelendirme faaliyetleri hari¢ tutuldu. / Personnel Certification
activities were excluded.
Kiwa Mydesk KAMS sistemine gecis igin gerekli gdézden gegirme ve
01.04.2019 A ) :
12 Version 1 Tuma kontroller yapildi. / Necessary reviews and controls were carried out for
the transition to the Kiwa Mydesk KAMS system.
Md. 4.4.2 eklenerek muisteriden gelen kapsam daraltma talebi
13 05.11.2021 442 sonrasinda yurutule_cek sureg¢ tanimlandi. / Art. 4.4._2 was added and the
process to be carried out after the scope reduction request from the
customer was defined
Miisteriden gelen kapsam daraltma talebi siireci detaylandirildi. Ilgili
formlarin  kullanimlari ve talebin kim tarafindan degerlendirilecegi
14 07.04.2022 4.4.2 tanimlandi. / The process of scope narrowing request from the customer
has been detailed. The use of the relevant forms and who will evaluate
the request have been defined.
15 29.09.2023 45 Sertifikasyonun kgpul _edllmeme5| sureci eklendi./ The process of non-
acceptance of certification has been added.
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PROSEDURU
PROCEDURE FOR SUSPENSION, WITHDRAWAL AND
REDUCTION OF SCOPE OF CERTIFICATES

1.0 AMAC / PURPOSE

1.1Belgelendirilmis mugterilerin sertifikalarinin askiya alinmasi, geri ¢gekilmesi ve kapsam daraltma igin
sistem tanimlamaktir. / To define a system for suspension, withdrawal and scope reduction of
certificates of certified customers.

2.0 KAPSAM / SCOPE

2.1 Kiwa'nin personel belgelendirme faaliyetleri haricinde, tim belgelendiriimis musterileri icin
uygulanabilirdir. / It is applicable to all certified customers of Kiwa, except for Kiwa's personnel
certification activities

3.0 SORUMLULUKLAR / RESPONSIBILITIES

3.1 Operasyon Muidiri musterilerden gelen iptal taleplerinin alinmasindan .sorumludur./ The
Operations Manager is responsible for receiving cancellation requests from customers

3.2 Operasyon Mudurl yonetim sistemi ile ilgili sikayetler, uygulama eksiklikleri neticesinde belgelerin
askiya alinmasi ve geri gekilmesi ile ilgili taleplerin olusturulmasindan ve/geri ¢ekilme konusunda
belgelendirme komitesine bilgi veriimesinden sorumludur. / The Operations Manager is
responsible for the creation of requests for suspension and withdrawal.of documents as a result of
complaints about the management system, application deficiencies and informing the certification
committee about the withdrawal.

3.3 Finansman bdlima musterilerin finansal yukimliluklerini yerine getirmemelerinden dogacak olan
askiya alma ve geri cekme gereksinimi igin Operasyon Mudurine bilgi vermekten sorumludur. /
The Finance department is responsible for informing the -Operations Manager of any suspension
and withdrawal requirements arising from customers"failure to fulfil their financial obligations.

3.4 Kiwa denetgileri belgelendirmenin surdiriimemesi kararinin s6z konusu oldudu ara denetimler
icin tavsiye raporunu doldurmakla ve denetim. 'sirasinda operasyon muduru ile telefon temasi
kurmakla sorumludurlar. / Kiwa auditors are responsible for completing the recommendation report
for interim audits where the decision to discontinue certification is in question and for establishing
telephone contact with the operations manager during the audit

3.5 Belgelendirmenin askiya alinmasi Belgelendirme Komitesi onayi ile gergeklesebilir. Belgelendirme
komitesi, bildirim Oncesi tim geri| gekme kararlarinin onayindan sorumludur. Musteri istegiyle
yapilan geri gekmeler, iptal olarak/isimlendirilir ve komite incelemesi yapilarak nihai karar verilir. /
Suspension of certification_can-take place with the approval of the Certification Committee. The
certification committee is'.responsible for the approval of all withdrawal decisions prior to
notification. Withdrawals ‘made at the request of the client are called cancellations and a final
decision is made after-committee review

4.0 UYGULAMA / APPLICATION

4.1 Sertifikalarin Askiya Alinmasi / Suspension of Certificates

4.1.1 Sertifikalarin askiya alinmasi, geri gekme 6ncesinde uygulanan ara bir tedbirdir. Sertifikalarin
askiya alinma sulresi 6 ayl asmaz. / Suspension of certificates is an interim measure prior to
withdrawal. The period of suspension of certificates shall not exceed 6 months.

4.1.2 Kiwa asagidaki kosullarin olusmasi halinde musteri sertifikalarini askiya alma hakkini sakli
tutar: / Kiwa reserves the right to suspend customer certificates if the following conditions
occur:

(a) Firmanin 6nemli degisiklikler icine girmesi ya da faaliyetlerine ara vermesi / The company
undergoes significant changes or suspends its activities

(b) Firmanin yonetim sisteminde aksamaya yol agan uygunsuzluklarin var olmasi. / The
existence of non-conformities that cause disruption in the company's management system.
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(c) Ara denetimlerin programlanamamasi / Failure to schedule surveillance audits

(d) Belirlenen uygunsuzluklari ortadan kaldirmak Uzere duizeltici faaliyetlerin 60 gin iginde
yuritilmemesi. / Failure to carry out corrective actions within 60 days to eliminate
identified nonconformities

(e) Mdasterinin, belgelendirme sistemi ya da Kiwa prosedirlerinde yapilan degisiklikleri
sistemine adapte etmemesi / Failure of the customer to adapt the changes made in the
certification system or Kiwa procedures to its system

(f) Belgelendirme isleminin yanhs yansitilmasi, logo, sertifika, ilgili dokiimanlarin kétliye'ya da
hatali kullanimi. / Misrepresentation of the certification process, misuse or misuse.of logos,
certificates, related documents.

(g) Musterinin, belgelendirme surecinin sayginhdini zedeleyecek sekilde yonetim sistemi
ruhuna aykiri davraniglarda bulunmasi. / The client's behaviour contrary to the spirit of the
management system in a way that damages the reputation of the certification process.

(h) Musterinin, Kiwa ile olan s6zlesmesine aykiri hareketlerde bulunmasi. / The customer acts
in breach of the contract with Kiwa

(i) Miusterinin Kiwa'ya karsi finansal yukdmliliklerini ‘yerine getirmemesi / Failure of the
customer to fulfil its financial obligations to Kiwa

() Belgelendirme sonrasinda major ya da minor._uygunsuzluklarin tespit edilmesi ve bunlarin
kapatilamamasi / Detection of major or, minor non-conformities after certification and
failure to close them

(k) Mdasterinin belge almasina esas-teskil edebilen yasal sartlara uygunluk durumunu
muhafaza edememesi / Failure.of the customer to maintain compliance with the legal
requirements that may constitute‘the basis for obtaining a certificate

() Mdasterinin, belge almig™ oldugu standart esaslarini ihlal ettigine uygunlugu
surdiremedigine delalet-eder sekilde kaza veya olaylara karismasi (érnek: gevresel hasar,
blyuk capli is kazasi) patlama yangin, kitlesel zehirlenme vb.) / The customer is involved
in accidents or.incidents that indicate that the customer has violated the principles of the
standard for«which it has received a certificate and cannot maintain compliance (for
example: (environmental damage, large-scale work accident, explosion, fire, mass
poisoning;.etc.).

Kiwa belgelerin askiya alinmasi ile ilgili olarak 5 gun iginde musteriye FR.066 formunu
kullanarak yazili bilgi verir. / Kiwa provides written information to the customer within 5 days
regarding the suspension of the documents using the FR.066 form.

Kiwa Onaylanmis kurulus faaliyetleri kapsaminda firmalarin belgelerin askiya alinmasi
kararinin vermesi durumunda, bu kararin verildigi tarihten itibaren 15 gun igerisinde Bilim,
Sanayi ve Teknoloji Bakanhgina “Firma belgelerinin askiya alindigi” bilgisini iletir. / In the event
that Kiwa decides to suspend the documents of the companies within the scope of notified
body activities, it informs the Ministry of Science, Industry and Technology within 15 days from

the date of this decision that "Company documents are suspended

Sertifikalarin askiya alinmasini gerektiren kosullarin basari ile ortadan kaldirilmasi ardindan,
musteri Kiwa tarafindan belgelendirme sirecinin devam ettigi yoninde bilgilendirilir ve konu
ile ilgili tm haklarini geri alir. Askiya alma sureci boyunca musgteri sertifikasini elinde tutabilir
ancak haklarindan yararlanamaz. / After the conditions requiring the suspension of certificates
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are successfully eliminated, the customer is informed by Kiwa that the certification process
continues and regains all rights related to the subject. During the suspension process, the
customer can keep the certificate but cannot benefit from its rights.

Belgelerin askiya alinmasini gerektiren durumlar 6 ay igersinde ortadan kaldirilamazsa
belgelerin geri ¢ekilme sireci baslatilir. / If the conditions requiring the suspension of the
documents cannot be eliminated within 6 months, the process of withdrawal of the documents
is initiated

4.2 Sertifikalarin Geri Cekilmesi / Withdrawal of Certificates

42.1

4.2.2

4.2.3

4.2.4

4.2.5

4.2.6

Kiwa, 4.1.2'de verilen kosullarin olusmasi halinde musteri sertifikalarini geri ¢ekme hakkina
sahiptir. Geri gekme 6ncesinde sertifikalar askiya alinir. / Kiwa has the right)to withdraw
customer certificates if the conditions given in 4.1.2 occur. Certificates are suspended before
withdrawal.

Sertifikalarin geri ¢ekilmesi yoninde karar alindiginin masteriye bildirilmesi ardindan, musteri
derhal Kiwa ve akreditasyon kurumu logolarinin ve belgelendiriimis.oldugunu yansitan diger
ibarelerin kullanimini durdurur. Bu kapsamda reklam, tesislerde kullanilan logo ve markalar da
yer alir. / Upon notification to the customer of the decision to withdraw the certificates, the
customer immediately stops the use of Kiwa and accreditation“body logos and other phrases
reflecting that it is certified. In this context, advertising is included in the logos and marks used
in the facilities.

Kiwa musterilerini belgelerin geri cekildigine dair FR.065 formunu kullanarak yazil bilgi verir. /
Kiwa informs its customers in writing using the.FR.065 form that the documents have been
withdrawn

Kiwa Onaylanmis kurulus faaliyetleri kapsaminda firmalarin belgelerin geri gekilmesi kararinin
vermesi durumunda, bu kararin verildigi tarihten itibaren 15 gun icerisinde Bilim, Sanayi ve
Teknoloji Bakanligina “Firma belgelerinin askiya alindigi” bilgisini iletir. / If Kiwa decides to
withdraw the documents of the.companies within the scope of notified body activities, it informs
the Ministry of Science, Industry’and Technology that "Company documents are suspended"”
within 15 days from the date-of this decision

Musteri belgelendirme’sertifikasinin geri gonderilmesi Kiwa tarafindan talep edilir. / The return
of the customer certification certificate is requested by Kiwa.

Kiwa sertifikasi-geri alinan musteriyi belgelendirilmig firmalar listesinden ¢ikarir. Bu durumda
belgesini geri-almak isteyen musterinin tim belgelendirme sirecini bagtan gegirmesi gereklidir.
/ Kiwa ~removes the customer whose certificate is withdrawn from the list of certified
companies. In this case, the customer who wants to get his certificate back must go through
the entire certification process again.

4.3 Sertifikalarin iptali / Cancellation of Certificates

4:3:1

4.3.2

Musteriler herhangi bir zamanda belgelendirme iglemlerinin iptal edilmesini talep edebilirler.
Talep yazili olmahdir. Komite incelemesi yapilarak nihai karar verilir ve onaylanmasi ardindan
misteriye FR.065 formunu kullanarak yazili bilgi verir. / Clients may request cancellation of
their certification at any time. The request must be in writing. The Committee reviews and
makes a final decision and upon approval, provides written information to the client using the
FR.065 form.

Kiwa, sertifikanin iptalinin yazilh olarak bildiriimesi ardindan musteriden sertifikasini geri
goéndermesini talep eder. Bu durumda musteri derhal Kiwa ve akreditasyon kurumu logolarinin
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ve belgelendirilmis oldugunu yansitan diger ibarelerin kullanimini durdurur. Bu kapsamda
reklam, tesislerde kullanilan logo ve markalarda yer alir. / Kiwa requests the customer to return
the certificate after written notification of the cancellation of the certificate. In this case, the
customer immediately stops the use of Kiwa and accreditation body logos and other phrases
reflecting that it is certified. In this context, advertising is included in the logos and marks used
in the facilities.

Kiwa sertifikasi iptal edilen musteriyi belgelendirilmis firmalar listesinden ¢ikarir./ Kiwa removes
the customer whose certificate is cancelled from the list of certified companies.

Kiwa Onaylanmis kurulus faaliyetleri kapsaminda firmalarin belgelerin iptali kararinin vermesi
durumunda, bu kararin verildigi tarihten itibaren 15 gun igerisinde Sanayi ve Teknoleji
Bakanhgina “Firma belgelerinin askiya alindigi” bilgisini iletir. / If Kiwa decides to«cancel the
documents of the companies within the scope of notified body activities, it informs the Ministry
of Industry and Technology that "Company documents are suspended" within’15 days from the

date of this decision

4.4 Kapsam Daraltma / Scope Reduction

44.1

4.4.2

Kiwa, musterisinin belgelendirme sartlarini karsilamada devamli ya da ciddi basarisizlik
gosterdiginde musterinin belgelendirme kapsamini sartlari Karsflamayan kisim disinda tutacak
sekilde daraltir. Bu islem sirasinda belgelendirmede -Kullanilan standart sartlariyla uyum
gozetilir ve sure¢ FR.010 Belgelendirmede Degisiklik - Talep Formu ile son denetimi yapan
bas denet¢i ya da Operasyon Mudirl tarafindan/dokimante edilerek komite incelemesine
sunulur. / When Kiwa shows continuous or«<-serious failure to meet the certification
requirements of its customer, it narrows the scope of the customer's certification to exclude
the part that does not meet the requirements. During this process, compliance with the
standard requirements used in certification is observed and the process is documented by the
lead auditor or Operations Manager \who conducted the last audit with the FR.010
Certification Change Request Form and submitted for committee review.

Kapsam daraltma islemi musteri talebi dogrultusunda da gerceklestirilebilir.

Yonetim sistemi belgelendirmeleri icin talep FR.010 Belgelendirmede Degisiklik Talep Formu
ile alinir ve Operasyon Muduru tarafindan degerlendirilir. Belgelendirme komitesi nihai karari
ile ilgili belgede kapsam-daraltma yapilarak, belge revize edilir. / Scope reduction can also be
carried out upon customer request.

For management: system certifications, the request is received with FR.010 Certification
Change Request Form and evaluated by the Operations Manager. With the final decision of
the certification-committee, the scope of the relevant document is reduced and the document
is revised.

Tibbi Cihazlar Yonetmeligine gore yapilan belgelendirmeler igin talep S.M.FR.017 Tibbi
Cihazlar Belgelendirmede Degisiklik Talep Formu ile alinir ve Tibbi Cihazlar Program
Yoneticisi tarafindan degerlendirilir. Belgelendirme komitesi nihai karari ile ilgili belgede
kapsam daraltma yapilarak, belge revize edilir. / For certifications made according to the
Medical Devices Regulation, the request is received with S.M.FR.017 Medical Devices
Certification Amendment Request Form and evaluated by the Medical Devices Program
Manager. With the final decision of the certification committee, the scope of the relevant
document is reduced and the document is revised.

4.5 Sertifikasyonun Kabul Edilmemesi / Non Acceptance of Certification

45.1

Musterilerin, uygunluk degerlendirme  slreglerinde tespit edilen  uygunsuzluklari
kapatamamasi, Urindn glvensiz olmasi, mali yukUmluliklerin yerine getiriimemesi vb.
durumlardan dolay Ureticiye belgelendirme reddi gerekgesi ile birlikte FR.065 formu
kullanilarak yazili bildirilir. Ayrica yetkili otoriteler bilgilendirilir. / In cases where customers
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cannot close the nonconformities detected in the conformity assessment processes, the
product is unsafe, financial obligations are not fulfilled, etc., the manufacturer is notified in
writing using the FR.065 form with the reason for refusal of certification. In addition, the
competent authorities are informed

4.6 Genel / General

45.1

4.5.2

4.5.3

454

4.5.5

5.0

Kiwa, musterilerine sertifika askiya alma, geri gekme ya da iptal durumlarinda gerekli bilgileri
yazil olarak bildirir. / Kiwa notifies its customers in writing of the necessary information in case
of certificate suspension, withdrawal or cancellation.

Kiwa, sertifika askiya alma, geri cekme ya da iptal durumlarinda ilgili taraflara gerekli bilgileri
verme hakkina sahiptir. / Kiwa has the right to provide the necessary information to the
relevant parties in case of certificate suspension, withdrawal or cancellation.

Musterilere sertifika askiya alma, geri gekme islemine itiraz etmeleri_halinde hukuki yollar
aciktir. / Legal remedies are open to customers in case of objection to certificate suspension or
withdrawal.

Kiwa askiya alinan, iptal edilen ve geri ¢ekilen belgeleri Belgelendirilmis Firmalar Listesi
vasitasiyla yayinlar ve bu durumu akreditasyon kurumuna/bildirir. Ayrica askiya alinan, iptal
olan ve geri cekilen belgeler www.kiwa.com.tr adresinde ‘ilan edilir. / Kiwa publishes the
suspended, cancelled and withdrawn documents through the List of Certified Firms and
notifies the accreditation body of this situation./In—"addition, suspended, cancelled and
withdrawn documents are announced at www.kiwa:com.tr.

Yeni yaklagim yonetmelikleri ¢ergevesinde  verilmis olan belgelerin askiya alinmasi
velveya iptali durumunda ilgili Yetkili ‘Kurulug (T.C. Saghk Bakanhgi, T.C. Sanayi ve
Teknoloji Bakanhgi, T.C. Cevre, Sehircilik ve iklim Degisikligi Bakanhgi) yazili olarak
bilgilendirilir. Bilgilendirme periyotlari ilgili yetkili kurulug s6zlesme ve yénetmeliklerine
gore belirlenir. / In case of suspension and/or cancellation of the certificates issued
within the framework of thesnew approach regulations, the relevant Authorised Body
(Republic of Turkiye Ministry~of Health, Republic of Turkiye Ministry of Industry and
Technology, Republic of-Turkiye Ministry of Environment, Urbanisation and Climate
Change) shall be informed in writing. Notification periods are determined according to
the relevant competent-authority contracts and regulations.

KAYITLAR / RECORDS

51
5.2
5.3
5.4
55
5.6
5.7

6.0

FR.003 Sertifika-ve Marka Kullanim Sézlesmesi / Commitment for Certificate and Mark Use
FR.010 Belgelendirmede Degisiklik Talep Formu / Certification Change Request Form

FR.009 Tavsiye Raporu / Recommendation Report

FR.044.Ydnetim Sistem Belgelendirme Sézlesme/ Management System Certification Contract
S.Q.CR.001 Kalite Yénetim Sistemi Sertifikasi / Quality Management System Certificate
FR.065 Iptal Yazisi / Cancellation Letter

FR.066 Aski Yazisi / Suspension Letter

REFERANSLAR / REFERENCES

TS EN ISO/IEC 17021 Kuruluglar igin Sartlar / Conformity Assessment - Requirements for Organisations Providing Audit

Uygunluk Degerlendirmesi  Yonetim Sistemlerinin Tetkikini ve Belgelendirmesini Saglayan

and Certification of Management Systems

TS EN ISO/IEC 17020

Cesitli Tipteki Muayene Kuruluglarin Calistiriimalari igin Genel Kriterler / General Criteria for the
Operation of Various Types of Inspection Organisations

TS EN ISO/IEC 17065 - Requirements for organisations carrying out product, process and service

Uriin Belgelendirmesi Yapan Belgelendirme Kuruluglari icin Genel Sartlar / Conformity assessment

certification
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Uygunluk Degerlendirmesi Personel Belgelendirmesi Yapan Kuruluslar igcin Genel Sartlar /

TS ENISO/IEC 17024 Conformity Assessment - General Requirements for Personnel Certification Bodies

Deney ve Kalibrasyon Laboratuvarlarinin Yeterliligi igin Genel Sartlar / General Requirements for

TS ENISO/IEC 17025 the Competence of Testing and Calibration Laboratories

PR.005/11.11.2024/R16 8/8



