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	NATIONAL ACCREDITATION BOARD
MALTA

	APPLICATION FOR CERTIFICATION BODY AND VERIFIER ACCREDITATION

SCHEDULE NABAF01/C

	(1)  This application schedule should be completed in full and returned with the general application form NABAF01 to

The Director, NAB-MALTA, Second Floor, Evans Building, Valletta, VLT1179.

(2)  The information entered by the applicant on this schedule, except for original signatures, should preferably be typed and should preferably also be sent in electronic format.

(3)  Additional information may be provided by the applicant organisation on supplementary sheets, which should be clearly cross-referenced with the question numbers to which they refer.

(4)  All information provided will be treated in the strictest confidence.

(5)  Additional advice or information may be obtained from the NAB-MALTA at the above address or Tel: 21255548, email: info@nabmalta.org.mt.
(6)  Award of accreditation will be subject to the applicant organisation agreeing to any complying with the Accreditation Criteria, the NAB-MALTA regulations and the NAB-MALTA contract conditions. 

(7)  Please refer to relevant NAB-MALTA, IAF and EA policies, mandatory and guidance documents available from www.nabmalta.org.mt, www.iaf.nu and www.european-accreditation.org. 
Note: For guidance on completing the Application Form see Appendix 1.




	SECTION A

	1. IDENTIFY THE ACCREDITATION STANDARD FOR WHICH ACCREDITATION IS SOUGHT

	Standard
	Subject
	Please tick as appropriate

	EN45011
	Product Certification
	 FORMCHECKBOX 


	ISO17021
	Management System Certification
	 FORMCHECKBOX 


	MSA ISO/IEC 17024
	Certification of Personnel
	 FORMCHECKBOX 


	EMAS Regulation No. 761/2001
	EMAS Verifier
	 FORMCHECKBOX 


	Other (please specify):
	 FORMCHECKBOX 


	
	


	2. IDENTIFY THE ACTIVITIES FOR WHICH ACCREDITATION IS SOUGHT

	Activity
	Please tick as appropriate

	Quality Management Systems (ISO9001)
	 FORMCHECKBOX 


	Environmental Management Systems (ISO14001)
	 FORMCHECKBOX 


	Information Security Management Systems (ISO27001)
	 FORMCHECKBOX 


	Food Safety Management Systems (ISO22000)
	 FORMCHECKBOX 


	Occupation Health and Safety Management Systems (OHSAS18001)
	 FORMCHECKBOX 


	EMAS Verifier (EC Regulation 761/2001)
	 FORMCHECKBOX 


	Verifier for GHG Emissions Trading Regulations
	 FORMCHECKBOX 


	Product Certification
	 FORMCHECKBOX 


	Personnel Certification
	 FORMCHECKBOX 


	Notified Body
	 FORMCHECKBOX 


	Other (please specify):
	 FORMCHECKBOX 


	
	


	3. DETAILS OF THE SCOPE SOUGHT WITHIN EACH OF THE ABOVE FIELDS

	Notes

1.  Please complete a separate page for each standard if you are applying for more than one area of accreditation.

2.  For product, process or service certification (EN45011) or personnel certification (ISO17024), accreditation scopes must be in terms of the applicable standards and/or schemes.

3. For management system certification, accreditation scopes must be in terms of the EA codes listed in Annex 1 of EA publication EA-7/01 (document available from http://www.european-accreditation.org).
4. For EMAS verifiers accreditation scopes must be in terms of the NACE Code (The Classification of Economic Activities established by Council Regulation1893/2006). 

5. Sector Schemes constitute specific scope entries.
6. For product certification specify products or product families. 



	Standard

Scope




	4. For Certification Schemes/Standards which are not International/National Standards, Regulations or Directives, please identify the following:

	4.1 Owner of the Scheme

	4.2  Where the Scheme Owner is not the Certification Body what contractual agreement exists between the Certification Body and the owner of the Scheme?

	4.3 Authors of the Scheme

	4.4 Interested Parties represented in the Scheme

	4.5 Is the Scheme a private scheme or nationally accepted within the industry?

	4.6 Is there a logo attached to the scheme? If in the affirmative, who owns the scheme?

	4.7 What arrangements are in place for controlling the use of the logo?


Note: A copy of the Certification Scheme/Standard shall be submitted to the NAB-MALTA with the application form.
	5. LIST OF THE CERTIFICATIONS/VALIDATIONS PREVIOUSLY AWARDED BY THE APPLICANT BODY FOR THE SCOPE APPLIED FOR
(The applicant may provide this information in any format as long as it includes the information requested below).

	Standard
	Name of Organisation Certified/Verified
	Date of Certification/Verification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	6. SITES AVAILABLE FOR WITNESSING OF CERTIFICATION AUDITS/ EMAS VERIFICATIONS

	Name
	Location
	EA/NACE Code (where relevant)
	Scope of Certification/
Scope of Registration (for EMAS)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	SECTION B

	7 HUMAN AND TECHNICAL RESOURCES

	7.1 Total Number of Employees:

	 Type
	Location 

(if necessary use a separate sheet)
	Permanent Staff
	Contracted Staff

	(a) Professionally qualified
	
	
	

	(b) Other technically qualified
	
	
	

	(c) Administrative and support staff
	
	
	

	

	7.2 List below the names, technical qualifications and relevant experience of the following staff and briefly describe their competence


	7.2.1 Scheme Manager (person who, under governing body, is responsible for the activity applied for)



	7.2.2 Deputy Scheme Manager 


	7.2.3 Quality Manager


	7.2.4 Deputy Quality Manager


	7.2.5 Lead Auditors, Auditors, Technical Experts
List the Lead Auditors, Auditors, Technical Experts and Verifiers, including and identifying contracted auditors used by the Applicant Body/EMAS Verifier for the scope being applied for. Cross-reference the auditor/verifier against the areas within the applied for scope.

Note: Submit with this application evidence of personnel competence (including, but not limited to CVs, training records, relevant experience and records of recent audits conducted) within the applied for scope. 

	Name of Auditor/Verifier
	Specify if:

Lead Auditor (LA)

Auditor (A)

Technical Auditor (TA)

Technical Expert (TE)

EMAS Verifier (V)
	Areas to be certified/verifier by auditor

	
	
	


	8. DECISION MAKING PERSONNEL, GOVERNING BOARD, IMPARTIALITY COMMITTEE

	8.1 List the reviewing/decision-making personnel.

Note: Submit with the application evidence of personnel competence (including, but not limited to CVs, training records) within the applied for scope. Submit also the tasks, responsibilities and authorities of such personnel.

	8.2 Please provide details of membership of the Governing Board / Impartiality Committee and the interests they represent. 

Note: Submit the tasks, responsibilities and authorities of such a Board.




	SECTION C

	9. INFORMATION ABOUT MANAGEMENT SYSTEM

	
	Indicate:

Y = Yes
N = No

NA = Not applicable
	Reference to where the information is documented.

	9.1 Organisational Structure 

(a) Does the Quality Manual describe the legal status and organisation structure of the applicant body?

(b) Is there an organisation chart for the Certification Body?
	
	

	9.2 Impartiality  

(a) How has the impartiality of the applicant organisation been ensured?

(b) How have the impartiality and independence of the applicant body’s personnel actions been ensured?


	
	

	9.3 Personnel 

(a) Are the qualifications, education and work experience of the personnel duly documented and has their competence been demonstrated? 
	
	

	(b) Is there a procedure describing the responsibilities and authorities of each employee?
	
	

	(c) Is external assistance (contracted auditors) engaged in certification activities?
	
	

	(d) Is there a list of approved contracted organisations including the grounds on which they were approved?
	
	

	(e) How has the applicant body analyzed and defined requirements for the team competence and how are these requirements applied in assigning for a specific assessment?
	
	

	(f)  How is the information on both internal and external qualification, training and experience maintained?
	
	

	(g) How has the certification body ensured that either its testing activities or any outside testing bodies that it may use meet the relevant requirements of ISO/IEC17025? (Applicable for Product Certification)
	
	

	9.4 Documentation 

(a) Are there rules and regulations that guarantee that the pertinent issues of documents are used?
	
	

	(b) Does the system ensure that the appropriate documents are available at all locations concerned?

	
	

	(c) Are there documented procedures for document control and changes?
	
	

	9.5 Records 

(a) Is there a record system for the keeping of reports and original observations?
	
	

	(b) Is the retention time for documents defined?
	
	


	9. INFORMATION ABOUT MANAGEMENT SYSTEM (contd.)

	
	Indicate:

Y = Yes

N = No

NA = Not applicable
	Reference to where the information is documented.

	9.6  
Resource Requirement, Certification and Surveillance Procedures 

(a) Are there documented procedures for the initial certification process?
	
	

	(b) Are there documented procedures for the classification of findings and nonconformities?


	
	

	(c) Are there documented procedures for acceptance criteria for the issuing of certificates?

	
	

	(d) Are there documented procedures for the ongoing surveillance of certified bodies/ personnel/ products/ verified sites?
	
	

	9.7 Quality System 

(a)  Does the Certification Body fulfil the requirements of any standard for quality systems? If so, which one?

	
	

	(b)  Has a quality manager been appointed?
	
	

	(c) Is there a documented procedure and system for management reviews and internal quality audits?
	
	

	(d) How many management reviews have been carried out to date? When was the last management review held?
	
	

	(e) Has a full internal audit cycle to check the full quality system been completed?
	
	

	9.8 Confidentiality 

(a) Are there documented procedures that ensure that information obtained during certification work is not unduly disclosed or used?

	
	

	9.9 Publications 

(a) Where and in what form has the certification body described the certification system including its rules and regulations and how is it made available?
	
	

	9.10 Appeals 

(a)  Are there documented procedures for how an appeal may be lodged and how these are handled and resolved?
	
	

	9.11 Complaints 

(a) Are there documented procedures for the handling and resolving of complaints?
	
	

	9.13 Misuse of Certificates, Licences, Marks of Conformity 

(a) Is there a policy with regard to misuse of certificates?
	
	


	SECTION D

	10. LOCATIONS COVERED BY THIS APPLICATION:

	

	11. Countries in which the applicant organisation operates from premises from which one or more key activities are performed (refer to EA2-13 available from www.ea-accreditation.org). 

	

	12. OTHER ACTIVITIES

	List other products, services, including certifications provided by the applicant body not to be subject to accreditation. The applicant body is here to describe the activities such as education, training, consulting, publications, etc., (indicating also the types of clients to which such activities are addressed).


	13. List any other accreditations held by the applicant body:

	

	14. Estimated turnover for the first full year after accreditation:

	


	15. DECLARATION

(This shall be signed by the Manager and by the person designated in Q5 of Application form NABAF01.)

We, as authorised representatives of the applicant, hereby apply for a scope of accreditation by NAB-MALTA defined under Sections 2 and 3.
Upon being granted accreditation we agree to comply with the requirements of accreditation as established by the NAB-MALTA, including the regulations and the policies. We agree to continue to comply at all times during accreditation with the said requirements as the same may be substituted, amended, supplemented or varied after the date hereof. 

We declare that the applicant has the necessary resources to undertake accreditation for the scopes requested.

We shall provide, or give access to, all information, documents, records and facilities as necessary to enable a thorough assessment of the applicant in accordance with NAB-MALTA accreditation criteria. We shall also provide access to those documents that provide insight into the level of independence and impartiality of the applicant from its related bodies.
We shall afford such accommodation and cooperation as is necessary to enable the NAB-MALTA to verify fulfilment of requirements for accreditation.

We enclose 2 copies of the quality manual.

We also declare that the applicant shall pay all fees due to the NAB-MALTA, whether or not accreditation is granted.
We shall, from the date of signing this application, not act in such a manner as to bring NAB-MALTA accreditation and accreditation principles into disrepute, and shall not overstate the position of the applicant regarding NAB-MALTA accreditation.
We declare that the information in this form and the procedures enclosed are true and correct to the best of our knowledge and belief. 



	Signature of Manager
	Date

	Name in Block Capitals

	Signature of Company Representative in Q5 of NABAF-1
	Date

	Name in Block Capitals


Appendix 1

(i)

In the quality manual or other supporting documentation the applicant shall provide:
-
a description of the organisational structure and the relationships (if any) to other undertakings, together with a detailed description of the services provided by those undertakings

-
the operations, duties and responsibilities of the applicant body and a description of the administrative structure

-
details of the members of the management team, the governing board and the certification board together with details of all the other professional activities, business interests and directorships of each person

-
a list of permanent and external staff who will work as assessors/verifiers for the Certification Body/EMAS Verifier with details of their training, areas of specialisation (in terms of EA and NACE codes) and projects undertaken in their present and previous employment over the previous three years

-
a description of internal audit and management review procedures. 

(ii)
Applicants must set out in Question 5 of the application form the sites at which the accreditation body can witness certification audits in order to assess the applicant’s competence.

(iii)
Additional information may be provided on supplementary sheets if deemed relevant.

(iv)
All information provided will be treated in the strictest confidence.

(v)
Additional advice or information may be obtained by contacting the NAB-MALTA.

APPENDIX 2

Documents and Records required from the Accreditation of a Certification Body/ EMAS Verifier
Notes:

(1) The following documents must be submitted with the application. NAB-MALTA will not process your application until it has received all the items listed below.

(2) If any of the documents are included as part of the quality manual or quality documentation, please quote either the quality manual section or the quality document reference number in the space provided next to the tick box.

(3) The documentation should preferably be also provided in electronic version.

	
	TYPE OF DOCUMENT
	CHECK

	1. 
	Quality Manual (1 hard copy and 1 electronic copy) 
(Note: Make sure that the Manual makes proper cross references to the procedures).
	 FORMCHECKBOX 


	2. 
	Proof of legal status of the Certification Body/EMAS Verifier
(Note: Include declaration of ownership, memorandum, articles of association or equivalent)
	 FORMCHECKBOX 


	3. 
	Organisational Structure

(Notes:
· Provide names of people occupying the posts and clearly show any relationships with a parent organisation;
· Provide a description of the organisational structure and the relationships (if any) to other undertakings, together with a details description of the services provided by those undertakings.)
	 FORMCHECKBOX 


	4. 
	Cross-reference Table 
(Note: this should allow a complete and effective identification of the correspondence between the clauses and sub-clauses of the applicable standard/other relevant accreditation guidance documents (including EA and IAF publications, EMAS Regulation) and the parts of the applicant’s documentation (QM, Procedures, etc) where such requirements are addressed; the non-applicable requirements must be properly identified and not simply omitted; exclusions must be justified).
	 FORMCHECKBOX 


	5. 
	Internal operational procedures, documented procedures and other relevant material related to the quality system. 
	 FORMCHECKBOX 


	6. 
	Copies of forms, checklists, reports and certificates (or equivalent) used in the activity for which accreditation is sought.
	 FORMCHECKBOX 


	7. 
	Copies of documents/publications made available to prospective clients describing the applicant organisation and staff structure, the certification procedures used, the rules and regulations and other services provided.
	 FORMCHECKBOX 


	8. 
	Qualifications and  description of responsibilities (job descriptions) of staff members
	 FORMCHECKBOX 


	9. 
	Details of the members of the management team, the governing board, impartiality committee and certification board as appropriate, together with details of all the other professional activities, business interests and directorships of each person.
	 FORMCHECKBOX 



APPENDIX 2

Documents and Records required from the Accreditation of a Certification Body/EMAS Verifier
	10. 
	Proof of commitment of confidentiality of the staff members 
	 FORMCHECKBOX 


	11. 
	Copy of at least one original certificate
	 FORMCHECKBOX 


	12. 
	Details of liability insurance
	 FORMCHECKBOX 


	13. 
	A statement of other activities, if any, conducted by the legal entity.
	 FORMCHECKBOX 


	14. 
	Copy of the Internal Audit Schedule
	 FORMCHECKBOX 


	15. 
	Copy of the agenda and minutes of the latest Management Review
	 FORMCHECKBOX 


	16. 
	A list of permanent and external staff who will work as assessors/verifiers for the applicant with details of their training, areas of specialisation and projects undertaken in their present and previous employment over the previous three years (reference to the EA and NACE codes should be made).
	 FORMCHECKBOX 
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