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1. AMAC

1. Goal

Bu rehberin amaci, VERICERT tarafindan
belgelendirilmis kuruluslarin gizliliginin
konmasi ve gerek duyuldugu durumlarda
VERICERT tarafindan belgelendirilen
kuruluglarin ilgili taraflar tarafindan belge
gecerliliklerinin sorgulanmasi
amaglanmaktadir.

The goal of this guide is to protect confidentiality of the organizations that are
certified by VERICERT and inquire validity of certificates by the interested
parties of these organizations if necessary.

2. KAPSAM

2.Scopt?

VERICERT biinyesinde belgelendirme faaliyeti
gerceklestirilen tim firmalarin  belgelerinin
durumunun sorgulanmasi islemini kapsar.

Scope contains interrogation of certificate status of certification activities of all
the organizations held within VeriCert.

3. TANIMLAR

3. Definitions

Akreditasyon: Bir uygunluk degerlendirme
kurulusunun, belirli sartlara uygun oldugunun
ve ilgili uygunluk degerlendirme faaliyetlerini
gerceklestirmek icin yeterli oldugunun resmi
olarak uglncu taraf tarafindan taninmasi.

Accreditation: A conformity assessment organization's officially recognition
that it complies with certain conditions and is sufficient to perform related
comformity assesment activities by the third party.

Belgelendirme: Uriinlerle, proseslerle,
sistemlerle veya Kkigilerle ilgili Gglncli taraf
dogruluk beyani.

Certification:  Accuracy declaration of the third party about products,
processes systems or persons.

Denetim/Tetkik: Kayitlar, beyanlar veya diger
ilgili  bilginin elde edilmesi ve bunlarin
belirlenmis sartlarin gerceklestiriime miktarini
tayin etmede objektif olarak degerlendiriimesi
igin uygulanan sistematik, bagimsiz,
dokiimante edilmis proses.

Audit: implemented systematic, independent, documented process for
Obtaining records, declarations or other related informations and evaluate
objectively to supply that realization amount of specified requirements

Gozetim: Uygunluk beyaninin gegerliliginin
surdurulebilmesi icin esas alinan uygunluk
degerlendirme faaliyetlerinin sistematik olarak
tekrarlanmasidir.

Surveillance: Systematically repeating of conformity assessment activities to
maintain validity of conformity declaration

Belge:  Akreditasyon kurallari igerisinde
VERICERT tarafindan musteri kurulusa verilen
ilgili standartlar igin diizenlenmis sertifikalardir.

Certificate: Arranged certificates that given to customer organization by
VERICERT to related standards within the rules of accreditation

Uygunsuzluk: Ydénetim sistemi sartlarindan bir
tanesinin veya daha fazlasinin eksikligi veya
uygulanamamasi veya surduriilememesi veya
mevcut objektif kanitlara goére kurulusun
saglayacagi yonetim sistemi konusunda 6nemli
oranda suphe doguran bir durum.

Nonconformity: An issue that causes significant suspicion about
management system of the organization according to absense or not
implementing or not maintaining of one or more of the management system
requirements or present objective evidence
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Major (Biyiik) Uygunsuzluk: Standard
maddelerinden herhangi birinin veya alt
basliklarinin yeterli olarak tanimlanmamasi
vel/lveya uygulanmamasidir. Sistemin saglkl
galismasini etkileyecek eksiklik ve
aksakliklarin olmasidir.

Major Nonconformity: One of the standard’s items or subhead of the
standard are not sufficiently defined or not applied as required. Deficiencies
and defects that affect the healthy operation of the system.

Minor  (Kigilik) Uygunsuzluk:  Sistem
Standard sartlarindan, sistemin  genelini
etkilemeyen uygunsuzluklardir.

Miinor Nonconformity: These nonconformities are not affect the overall
system and requirements of the standard.

Duzeltici Faaliyet: Saptanmis bir
uygunsuzlugun sebebinin veya istenmeyen
diger durumlarin ortadan kaldiriimasi igin
yapilan faaliyet.

Corrective Action: Performed activities for removing the reason of a
determined nonconformity or other unintended status

Diizeltme: Saptanmis bir uygunsuzlugu
gidermek icin yapilan faaliyet.

Correction: Performed activities for resolving a determined nonconformity.

Sikayet: Ozel veya tizel kisilerin, itirazdan
farkli olarak, VERICERTin belgelendirme
faaliyetleri ile ilgili performansi, prosedurleri,
politikalari, gegici veya surekli personeli,
belgelendirdigi bir kurumun belgelendirme
kapsaminda yaptigi faaliyetler veya
VERICERT ile ilgili herhangi bir konuya iligkin
yaptiklari sozlu veya yazil
memnuniyetsizlikleri.

Complaint: Oral or written dissatisfaction of natural or legal entities, that is
different from objection, about performance, procedures, policies, temporary or
fulltime employees of VERICERT's certification activities or activities within the
scope of certification of a certificated organization by Vericert.

itiraz: Ozel veya tiizel kisilerin, VERICERT'in
kendilerini ilgilendiren konularda aldigi kararlari
yeniden mitalaa etmesine ydnelik talebi.

Objection: Request of natural or legal entities about reconsideration of
Vericert’s taken decisions associated with them

Aski: Akreditasyon kurallari geregi VERICERT
tarafindan verilen belgelerin g06zetim
denetimlerinin zamaninda yapilmamasi veya
diger akreditasyon kurallari geredi belgelerin
gecersiz olma durumu.

Suspension: As required by the accreditation rules, the mistime of
surveillance audits of certificates given by Vericert or as required by the other
accreditations rules, the status of certificates being invalid

iptal: Akreditasyon kurallari geregi VERICERT
tarafindan verilen belgelerin degisik
akreditasyon kurallari geregi (Or:
Uygunsuzluklarin zamaninda kapatiimasi, aski
periyodunda denetimlerin yapilmamasi vb.)
belgelerin gecerliligini kaybetmesi durumu.

Cancel: As required by the accreditation rules, discontinue status of
certificates given by Vericert because of the other accreditition rules (e.g. not
taking corrective action for the nonconformity in expected time, audit not
performed in suspension period)

4. GliZLiLiK
4. Confidentiality
VERICERT, belgelendirmek (izere sartlara
uygunlugu vyeterli gsekilde degerlendirmeye
yonelik ihtiya¢ duyulan bilgiye ayricalikli olarak
ulasilmasini saglamak icin masteri kuruluslar

hakkindaki kamuya agmadigi her turli hususi
bilgiyi gizlilik icinde saklamayl esas alir.
Kamuya direk agilan bilgiler, kurulugsun adi,
adresi (¢cok subeli kuruluglarin her biri igin),
belgelendirme  statlisl, ydnetim sistem
standardi, kapsami, sertifika numarasi, belge
yayin  tarihi, belge gecerliik  suresi,
akreditasyon vb. bilgilerden olusur.

Vericert take basis of confidentially maintaining any kind of private information
about client organizations not open to the public for providing special access
to information that is needed to assest compliancy with conditions for sufficient
certification.

Iinformations announced to the public consist of name, address, certification
status, standard of management system, scope, number of certificate,

certification issue date, certification expiry date and accreditation of The
organization,

5. UYGULAMA

5.Implementation

VERICERT, belgelendirdigi kuruluslarin
belgelerinin durumlarinin izlenebilmesi ve ilgili
taraflarin istekleri dogrultusunda belgelerin
anlik durumlarinin sorgulanmasi adina gerekli
sureci su sekilde ortaya koymustur;

For monitoring of certificate status of The organizations that certificated by
Vericert and requests of interested parties to learn of simultaneous status of
certificates, necessary process is determined by VERICERT as followed:

-Surecin ilk asamasi, ilgili taraflardan gelen
belge sorgulama taleplerinin VERICERT e
ulastiriimasidir.

First stage of the process is delivery of demands from interested parties to

learn certificate status to VERICERT, .
-Sirecin  ikinci  asamasi, VERICERT e
ulastinlan  belge sorgulama taleplerinin

VERICERT tarafindan incelenmesi,

Second stage of the process is being reviewed demands about certificate
status by VERICERT

-Siirecin (glincii asamasi VERICERT’e gelen
ve degerlendirilen taleplerle ilgili geri donlstn
yapilmasidir.

Third stage of the process is providing interested parties feedback about
evaluated demand

Sertifika  bilgi  talep  suregleri  detayl
incelendiginde;

When the information demand processes are reviewed:

-Sirecin ~ birinci  asamasi; VERICERT
musterilerinden ve/veya musteriye taraf Kkisi,
kurum ve kuruluslardan, kamu kurum ve
kuruluslarindan, Tark Akreditasyon
Kurumundan (TURKAK) gelen taleplerin
VERICERT tarafindan alinmasidir.

First stage of the process; incoming demands, that are from VERICERT
customers and/or party of customers, instituaons and organizations, public
corporations and Turkish Accreditation Corporation, are met by VERICERT.

Taleplerin alinmasi igin www.vericert.com.tr
adresi dokimantasyon kisminda yer alan
Form.93 Sertifika Bilgi Talep Degerlendirme
Formu olusturulmustur.

Certificate Information Requests Assessment Form located in documentation
part of www.vericert.com.tr is created for receiving demands.

VERICERT’e ulastirilacak sertifika inceleme
talepleri Form.93  Sertifika Bilgi Talep
Degerlendirme Formu doldurularak
info@vericert.com.tr adresinden veya Form.93
Sertifika Bilgi Talep Degerlendirme formunda
belirtilen fax numarasindan VERICERT’e
ulastirilacaktir.

Certification analysis demands to be delivered to Vericert are to be sent to
Vericert via filling Certificate Information Request Assesment form and
sending to info@vericert.com.tr e-mail address or fax number specified in
Certificate Information Request Assesment form.
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Belge gecerliliginin  sorgulanmasi iglemi
sertifika Uzerindeki Vericert Aplikasyonu ile
QR kodu okutularakta yapilabilir.

Hazirlanan form kullaniimadan yapilan talepler
gegersiz sayilacaktir.

Demands that are made without using these forms are unacceptable

VERICERT’e yapilacak bagvuruda bagvuruyu
yapan Kkigi, kigsinin bagh oldugu kurum ve
kurulug ile yapilan bagvurunun igerigi
gerekgeleri ile belirtilerek yapilacaktir.  on the

application to VERICERT, application content should include related
organization of the applicant and reasons of application.

Basvuru yapan kisinin irtibat bilgilerinin
bulunmasi gerek duyuldugunda eksik bilgilerin
alinmasi ve eksiksiz bir geri donus adina 6nem

ta§|maktad|r. Contact information of the applicant is important for a
complete return and required information.

Isimsiz yapilan basvurular degerlendirmeye
ali nmayacaktl I'. Nameless Applications are not evaluated.

-Siirecin ikinci asamasi; VERICERT
info@vericert.com.tr adresine gelen belge
sorgulama talepleri VERICERT Belgelendirme
Hizmet Sorumlulari tarafindan alinir ve ilk
gbZden gegirmesi yaplllr. Second stage of the process:

responsibles of certification recieve demands about certificate status via

info@vericert.com.tr and review the demands.
Alinan talebin degerlendirmeye alindigi bilgisi

basvuruyu yapan kisiye verilir. applicant is informed about
evaluation of demand.

Yapilan gbzden gecirme sirasinda talebi
yapan, talebin gerekgesi ve igerigi incelenir. the

reasons and content of demand and applicant are evaluated During the
review.

Alinan taleplerden gerekgesi ve igerigi uygun
gorilenler VERICERT Belgelendirme Muduri
ile paylasilir ve Belgelendirme Mudurinin de

onayl alinir. Acceptable reason and content of Received demands are
shared with VERICERT Certification Manager and confirmed by Certification
Manager.

VERICERT’e gelen ve onaylanan talep ilgili
masteri ile paylagilir. Migsterinin talep ile ilgili

gOFU§U alinir. confirmed demand is shared with related customer.
Customer's opinion is taken about demand.

-Sirecin  Gclinci asamasi; VERICERT ve
misteri tarafindan onaylanan talepler ilgili
taraflar ile paylasilir. Mdusteri sorgulama

sonucunda;

Third stage of the process: Confirmed demands by VERICERT and Customer
are shared with interested parts. After questioning of Customer:

e Musgterinin sahip oldugu ilgili
standartlar ve sertifika numaralari

Related standards and numbers of certificates of Customer

e Firmanin ismi

Name of the organization
e Firmanin cografi konumu
geographical position of the organization
e Firmanin adresi
Address of the organization
e Varsa fabrika, sube ve santiyelerinin
adresleri

Address of factory, construction and branch if any

e Sertifika kapsami
Scope of certificate
e Belge verilig tarihi

Date of Inital Certification

e Belge gecerlilik tarihi

Date of Expiry

o Belgenin gegerlilik durumu
Stuation of Expiry

VERICERT Belgelendirme Sorumlulari

tarafindan ilgili taraflar ile paylasilir. Those are shared
with interested parts by VERICERT responsibles of certification.

VERICERT miisterisi  tarafindan  gizlilik
acisinda  sakincali  bulunan ve onay
alinamayan talepler, talepte bulunanlar ile
gerekgeleri belirtilerek paylasilir.

Demands that are found inconvenient about privacy and cannot get approval
by VERICERT clients are shared with demanders specifying reasons.

Ancak talebin kamu kurum kuruluslari ve Turk
Akreditasyon Kurumundan (TURKAK) gelmesi
durumunda ilgili magteri ile yapilan Form.04
Belgelendirme Hizmet Soézlesmesinde geregi
ilgili taraflar ile paylasilabilir.

But if the demand is made by public corporations and Turkish Acredition
Corporation (TURKAK), they can be shared with interested parts according to
Form.04 Certification Service Contract
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