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Bureau de normalisation du Québec

The Bureau de normalisation du Québec (BNQ) is a standardization organization based in Quebec
and created in 1961. It is one of the standards development organizations accredited by the
Standards Council of Canada (SCC) and as such, is part of the National Standards System.

As an administrative unit of Investissement Québec (IQ), the BNQ produces standards that meet
the needs of the industry, of public and para-public organizations, and of concerned groups.
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SIXTH EDITION — 2024-03-05

This new edition supersedes the edition dated June 5, 2017.

This document is published in both French and English. In case of incompatibility, the French
version prevails.

This English translation is based on the thirteenth edition of the original French document.

ICS: 03.120.10; 03.120.20; 19.020.

ISBN 978-2-551-27086-6 (PDF) Legal deposit — Bibliothèque et Archives
nationales du Québec, 2024
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REQUEST FOR INFORMATION AND PURCHASE

Any request for information or purchase of this document may be sent to the Bureau de
normalisation du Québec (BNQ) at:
333, rue Franquet, Québec, Quebec  G1P 4C7
Telephone: 418-652-2238, ext. 2437 or 1-800-386-5114; fax: 418-652-2292
Email: bnqinfo@bnq.qc.ca; website: https://www.bnq.qc.ca

REVISION OF BNQ DOCUMENTS

Collaboration from BNQ document users is essential in keeping our documents up to date.
Therefore, any suggestion aimed at improving their contents will be appreciated. We ask you to
send us your suggestions or comments on the form at the end of this document.

The electronic or printed version of this document is for personal use only. Distribution to third
parties, partners or clients, as well as saving, distribution or use on a computer network is
forbidden without written agreement from the BNQ.

A notification by email mentioning the publication of a new edition of a revised document,
amendments or errata will be sent to the email address used for the online purchase.

Notifications and the catalogue may be consulted at all times on the BNQ’s website
[https://www.bnq.qc.ca] to verify if a more recent version of a document exists or if amendments
or errata have been published.

© BNQ, 2024

All rights reserved. Unless otherwise specified, no part of this document may be reproduced or
utilized in any form or by any means, electronic or mechanical, including photocopying and
microfilming, without written permission from the BNQ.
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PRODUCT, PROCESS AND SERVICE CERTIFICATION —
GENERAL RULES OF PROCEDURE

INTRODUCTION

The Bureau de normalisation du Québec (BNQ) offers to companies1, on a contractual basis,
various certification programs allowing them to have recognized the conformity of their products,
processes or services with the requirements of a normative document or a part of a normative
document.

A certification program is generally based on a certification protocol, or a certification document,
which provides additional clarification to the general rules of procedure set out in this information
document and describes special conditions for intervention by the BNQ, along with the specific
requirements that shall be met by the company within the certification procedure.

In the event of any discrepancy between this information document and the certification protocol
or the certification document, if applicable, the latter take precedence.

The general rules of procedure described in this information document are developed in
accordance with the accreditation requirements of certification bodies for products, processes
and services including those of the Standards Council of Canada (SCC).

1 PURPOSE AND SCOPE

This information document includes the general rules of procedure of the BNQ applicable to
product, process and service certification programs based on normative documents.

For product certification, BNQ certification programs are offered in the following three formats:

a) product certification;

b) component certification;

c) product attestation.

1 This information document can also apply to non-commercial organizations.
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	1 PURPOSE AND SCOPE
	2 DEFINITIONS
	3 RESOURCES INVOLVED IN BNQ CERTIFICATION PROGRAMS
	4 PRODUCT, PROCESS OR SERVICE CERTIFICATION PROCEDURE
	4.1 GENERAL
	4.2 APPLICATION FOR CERTIFICATION
	4.2.1 Any person wishing to obtain information pertaining to the BNQ’s certification programs or wishing to apply for certification of a product, process or service may communicate with the BNQ by telephone at 1 800 386-5114, by email at s
	4.2.2 The applicant shall then complete and sign the application form for certification and return it to the BNQ with the following items as appropriate:
	4.2.3 The applicant ensures that the company it represents puts into place a quality management system meeting the general requirements of certification as defined in Annex A, and the particular requirements of the certification program, where necessary.
	4.2.4 The documents provided by the applicant as part of the application for certification are reviewed by the BNQ’s program leader, who may, if necessary, request additional information in order to determine the admissibility of the application.
	4.2.5 Once the necessary application documents are deemed admissible, the program leader supplies the service contract to the person designated by the company and, if appropriate, confirms the names of the inspector in charge of the assessment or of the assessment body and if applicable, of the testing organization, designated to carry out the inspection visits or tests on behalf of the BNQ.
	4.2.6 The BNQ’s certification fees are established to ensure that all expenses associated with the BNQ’s certification activities are covered. The BNQ’s list of prices is revised annually.
	4.2.7 The BNQ’s service contract is established for a determined period depending on the certification program and based on the data provided in the application for certification.
	4.2.8 The certification work begins once the signed service contract is received.

	4.3 EXAMINATION OF THE DOCUMENTS
	4.3.1 During preparation for the inspection visit leading to certification, the documents supplied by the Client are examined by the BNQ’s program leader.
	4.3.2 If information is lacking in the documents or if clarifications are necessary, the program leader notifies the person designated by the company in writing.
	4.3.3 The Client shall then make the appropriate modifications and submit the revised documents or provide a satisfactory response to the BNQ before the inspection visit for the purpose of certification.

	4.4 INSPECTION VISIT LEADING TO CERTIFICATION
	4.4.1 Following the examination of the documents and confirmation of admissibility of the Client’s file, the inspector plans an inspection visit leading to certification with the person designated for this purpose in the application for certification.
	4.4.2 The inspector proceeds with an inspection visit according to the requirements stipulated in the certification program to determine, as appropriate, the conformity of the products, processes or services of the Client along with the conformity of the quality management system in place.
	4.4.3 Unless the normative documents of the certification program specify otherwise, the inspector:
	4.4.4 In the case of product certification, in accordance with the sampling plan outlined in the certification program, the inspector determines the products to be sampled in order for the tests to be carried out in his presence (see Annex C), or to be completed by the testing organization designated in the service contract.
	4.4.5 When a case of nonconformity to the certification requirements is detected, the inspector writes a notice of nonconformity on site and has it signed by a person in charge in the company. Then, this person shall notify the inspector in writing, within 14 calendar days of how this case of nonconformity has been or will be handled (see Chapter A.4).
	4.4.6 In certain cases, a timeframe may be agreed upon between the Client and the inspector to complete the handling of the case of nonconformity.
	4.4.7 If the person designated within the company has not notified the inspector of the treatment he has done or intends to do within the initial period of 14 calendar days or if, at the end of the agreed period (see Clause 4.4.6), the case of nonconformity has still not been resolved to the satisfaction of the inspector, the program leader notifies in writing the person designated within the company of the consequence on the file.
	4.4.8 Following the inspection visit, the inspector writes a visit report indicating the activities undertaken, the notices of nonconformity and the test results, where applicable, and the conclusions reached, and sends it to the program leader.
	4.4.9 The program leader, who has not been involved in any assessment activities, carries out a comprehensive review of the report and accompanying documents following the assessment.

	4.5 DECISION ON CERTIFICATION AND ISSUING OF THE CERTIFICATE OF CONFORMITY
	4.5.1 Once it has been established that all certification program requirements have been met, the program leader submits a recommendation for certification to management who reviews the file to ensure that the certification procedure has been respected, and rules on the submitted recommendation.
	4.5.2 Subsequently, the BNQ confirms the decision concerning certification, in writing, to the Client, and includes a certificate of conformity if the application has been successful. During the period of validity of the certificate of conformity, from the date of delivery until the expiry date indicated, the Client has the right to use the mark of conformity applicable to the products, processes or services indicated on the scope of the certificate. Terms regarding the licence to use the certificate of conformity and mark of conformity are described in Annex D.
	4.5.3 If, at this stage, the request for certification is rejected, the program leader gives the reasons, in writing, to the Client and informs the latter of the options available.
	4.5.4 Information relating to certificates issued by the BNQ is published on its website.

	4.6 PERIODIC INSPECTION VISITS AND VISITS FOR RENEWAL
	4.6.1 The inspector carries out inspection visits at the established frequency and in accordance with the requirements specified in the certification program in order to determine, as the case may be, the maintenance of the conformity of the Client’s products, processes or services as well as the maintenance of the conformity of its quality management system.
	4.6.2 The activities related to the periodic inspection visits and visits for renewal are similar to those related to the inspection visits leading to certification described in Clause 4.4, but they also include verification of the following elements:
	4.6.3 During a periodic visit or visit for renewal, the inspector carries out a review of any additions and amendments to the Client’s documents and inquires about any significant events that occurred since the previous inspection visit that could influence the validity of the Client’s certificate of conformity.
	4.6.4 During a periodic visit or visit for renewal, the inspector follows up on the actions taken by the Client in response to any cases of nonconformity detected as part of the previous inspection visit, if applicable.
	4.6.5 Once all conditions are met, the BNQ confirms its decision for maintaining or renewing the certification, in writing, to the Client, and sends an updated certificate of conformity, if necessary.
	4.6.6 Since BNQ’s certificates of conformity are valid until the last day of the month of their expiry date, a renewed certificate of conformity is sent to the Client during the month of its expiry once conformity with all the certification program requirements has been confirmed.
	4.6.7 The information published by the BNQ on the certificates of conformity it issues is updated whenever a modification is made.
	4.6.8 If, at the end of the agreed period, a case of nonconformity has not been settled to the BNQ’s satisfaction, the program leader undertakes the procedure to suspend or withdraw the certificate of conformity as stipulated respectively in Chapters 8 and 9.
	4.6.9 Before the expiry date of the certificate, the BNQ sends the Client a service contract for a new certification cycle. The Client shall then return the signed contract in order to the BNQ to proceed with the necessary activities for certificate renewal and ensure the continued validity of the certificate.

	4.7 MODIFICATIONS TO THE PRODUCT, PROCESS OR SERVICE
	4.8 MODIFICATIONS TO THE SCOPE OF THE CERTIFICATE OF CONFORMITY
	4.8.1 A Client wishing to add a new element or elements, authorized within the certification program, to the scope of an already valid certificate of conformity shall apply to the BNQ in writing and include the following:
	4.8.2 The required documents as part of a request for an addition to the scope provided by the Client are verified by the program leader, who may, if need be, ask the Client for additional information in order to determine the admissibility of the application.
	4.8.3 During the next periodic inspection visit or during an additional visit requested by the Client, the activities required for the addition of the new element(s) to the scope of the certificate of conformity continue in accordance with the steps provided for in Clauses 4.3, 4.4 and 4.5.
	4.8.4 The BNQ may reduce the scope of a valid certificate of conformity at the request of the Client.

	4.9 MODIFICATIONS TO THE REQUIREMENTS OF A CERTIFICATION PROGRAM
	4.10 MODIFICATIONS TO THIS INFORMATION DOCUMENT

	5 COMPONENT CERTIFICATION PROCEDURES
	6 CONFORMITY ATTESTATION PROCEDURES
	7 RESPONSIBILITIES AND COMMITMENTS OF THE BNQ AND CLIENT
	7.1 BNQ
	7.2 CLIENT

	8 SUSPENSION OF THE CERTIFICATE OF CONFORMITY
	8.1 GENERAL
	8.2 PROCEDURE
	8.2.1 In the event of the suspension of a certificate of conformity, the BNQ sends a notice of suspension, in writing, to the Client stating the observed deviation from the requirements of the certification program or from the requirements described in this information document, as well as the conditions for lifting the suspension, including the time period granted to remediate the situation.
	8.2.2 Notwithstanding the above, in exceptional circumstances, the BNQ reserves the right to suspend a certificate of conformity without having sent prior written warning to the Client.
	8.2.3 The BNQ lists any invalid certificates of conformity on its website.
	8.2.4 The Client shall immediately cease using the BNQ’s mark of conformity and suspend all advertising relating to certification for the duration of the suspension of his certificate of conformity.
	8.2.5 Fees relating to certification, including additional work created by the suspension, remain payable according to the deadlines stated in the contract.
	8.2.6 In the event that, during the suspension period, the conditions for lifting the suspension are met by the Client to the satisfaction of the BNQ, the suspension is immediately lifted and the Client regains his rights regarding the use of the certificate of conformity and mark of conformity.
	8.2.7 If, at the end of the suspension period, the conditions for lifting the suspension have still not been met to the BNQ’s satisfaction, the process to withdraw the certificate of conformity (see Chapter 9) or transition of the certificate to a non-valid state (see Chapter 10) is initiated.


	9 WITHDRAWAL OF THE CERTIFICATE OF CONFORMITY
	9.1 GENERAL
	9.2 PROCEDURE
	9.2.1 In the event of the withdrawal of a certificate of conformity, the BNQ sends the Client a written notice of withdrawal of the certificate of conformity stating the reasons for withdrawal and, if applicable, a list of actions required to ensure that references to the BNQ’s certification and mark of conformity will no longer be used by the Client (see the licence in Annex D).
	9.2.2 The certificate of conformity withdrawal notice stipulates that the Client has a period of 30 calendar days following the withdrawal notice, to appeal, in writing, the decision of the BNQ, explaining the grounds of the appeal (see Chapter 12).
	9.2.3 If he so wishes, the Client that has had his certificate of conformity withdrawn can apply for a new certification from the BNQ after the period stipulated in the withdrawal notice.
	9.2.4 Certificate of conformity withdrawal notices are communicated to regulatory authorities and interested parties. The status of a Client’s certificate of conformity may be seen on the BNQ’s website by searching for the certificate number.


	10 INACTIVE STATUS OF A CERTIFICATE OF CONFORMITY
	11 CLOSURE OF A CERTIFICATION FILE
	12 TREATMENT OF COMPLAINTS
	12.1 GENERAL
	12.1.1 Any person or Client may file a complaint with the BNQ in connection with the services offered by the latter as part of its certification programs.
	12.1.2 The complaint treatment process provided for in these rules conforms with the international accreditation requirements applying to certification bodies. Thus, the BNQ will take the necessary provisions so that complaints received are treated confidentially by one or more persons having the necessary impartiality.
	12.1.3 Information regarding the treatment of complaints is periodically subject to a BNQ management review through the continuous improvement process of its management system.

	12.2 TERMS AND STEPS IN THE TREATMENT OF A COMPLAINT
	12.2.1 Complaints submitted to the BNQ, whether against the BNQ concerning service or against a Client whose product, process or service is certified, shall be lodged, in writing, and sent to the BNQ quality manager, by mail to 333, rue Franquet, Québec, Quebec  G1P 4C7, or by email to s
	12.2.2 When a complaint is received from a Client and is related to services rendered to it by the BNQ (e.g., disagreement on conclusions following an inspection visit, inadequate behaviour of an inspector, delays in processing), it is considered formal when it is accompanied by a description of the problem encountered and desired settlement.
	12.2.3 When a complaint concerns the misuse of the BNQ’s mark of conformity or is lodged against a company holding a certificate of conformity from the BNQ, it is considered to be a formal complaint if submitted using the form provided for this purpose by the BNQ. In this case, the signatory of this formal complaint form agrees to pay the investigation fees required by the BNQ in the event that the complaint is proven unfounded.
	12.2.4 A complaint concerns the misuse of the BNQ’s mark of conformity may occur in any of the following situations:
	12.2.5 A complaint against a company holding a certificate of conformity from the BNQ filed without using the form provided for this purpose is considered an informal complaint. Unless urgent, an informal complaint is dealt with during a periodic inspection visit. No letter of acknowledgement is sent for an informal complaint, but the complainant may be informed, in writing, as to whether the informal complaint is founded or not, if the BNQ deems it appropriate to do so.
	12.2.6 Within the seven calendar days following the receipt of a formal complaint, the quality manager processes the file, ensures that the complaint is related to the certification activities under the responsibility of the BNQ, and then acknowledges receipt in writing.
	12.2.7 In the event that the subject of the complaint is related to the services of the BNQ, the complaint is brought to the attention of the director of operations or, if the BNQ deems that his impartiality may be challenged, to the attention of any other impartial person designated by the BNQ to rule on the admissibility of the complaint. Depending on the conclusions of the director of operations or the impartial person designated by the BNQ, the quality manager will send the complainant a written notice regarding the admissibility or otherwise of his complaint.
	12.2.8 In the event that the subject of the complaint is related to a Client whose product, process or service is certified by the BNQ, the complaint is submitted to the attention of the program leader concerned or, if the BNQ deems that the impartiality of it could be called into question, for the attention of any other impartial person designated by the BNQ to rule on the admissibility of the complaint. Depending on the conclusions of the program leader or the impartial person designated by the BNQ, the quality manager will send the complainant a written notice regarding the admissibility or otherwise of his complaint.
	12.2.9 Whether the complaint is deemed admissible or not, the complainant will only be advised of the general status of the complaint. In the case of an admissible complaint, the file will be transferred to the person designated in accordance with Clauses 12.2.7 and 12.2.8 for examination, decision regarding actions to take and follow-up thereof.
	12.2.10 If the complainant is not satisfied with the BNQ’s conclusion regarding the admissibility of a complaint or the treatment of an admissible complaint, he may ask for an appeal within the thirty calendar days following the BNQ’s decision as to its admissibility or substance, by sending his reasons or objections, in writing, to the quality manager to one of the addresses indicated in Clause 12.2.1. Upon receipt of the appeal request, the quality manager submits the appeal request to an internal committee made up of at least three impartial persons designated by the BNQ and who did not participate in the analysis of the admissibility of the complaint or the handling thereof.
	12.2.11 Within the seven calendar days following the receipt of the appeal request, the BNQ will acknowledge receipt and the committee formed by the BNQ in accordance with the requirements of Clause 12.2.10 will have a period of thirty calendar days to become acquainted with the file, consult the parties, if need be, evaluate the treatment completed or conclusion issued, and make a written decision regarding this appeal request.
	12.2.12 If the decision issued by the committee formed by the BNQ in accordance with the requirements of Clause 12.2.10 is still not to the satisfaction of the complainant and mechanisms exist to appeal a decision rendered by the BNQ, in particular under the terms of its accredited products, processes or services certification programs, the latter may apply to appeal this decision to the BNQ’s accreditation body, for example, the SCC.
	12.2.13 The BNQ notifies the complainant, in writing, of the terms of appeal to the accreditation body when it renders its decision in accordance with the requirements of Clause 12.2.11.


	13 TREATMENT OF CERTIFICATION DECISION APPEALS
	13.1 GENERAL
	13.1.1 Any Client of the BNQ who is not satisfied with a certification decision taken by the BNQ may appeal the decision to an internal committee made up of at least three impartial persons designated by the BNQ and who did not participate in the certification decision nor to the procedure that led to that decision.
	13.1.2 The certification decision appeal handling procedure provided for in this information document meets the international accreditation requirements applying to certification bodies. Thus, the BNQ will take the necessary provisions so that certification decision appeals are treated confidentially by one or more persons having the necessary impartiality.
	13.1.3 Information regarding the treatment of certification decision appeals is periodically subject to a BNQ management review through the continuous improvement process of its management system.

	13.2 TERMS AND STEPS IN THE TREATMENT OF A CERTIFICATION DECISION APPEAL
	13.2.1 Certification decision appeals submitted to the BNQ shall be addressed in writing by the Client and sent to the attention of the quality manager to 333, rue Franquet, Québec, Quebec G1P 4C7, or by email at s
	13.2.2 Within the seven calendar days following the receipt of the certification decision appeal, the quality manager processes the file, ensures that the subject is related to certification activities under the responsibility of the BNQ and then acknowledges receipt in writing.
	13.2.3 The committee formed by the BNQ in accordance with the requirements of Clause 14.1.1 will have thirty calendar days to become acquainted with the file, consult the parties if need be, evaluate the decision taken and render, in writing, a decision regarding this certification decision appeal.
	13.2.4 If the treatment of the BNQ’s decision appeal is still not to the satisfaction of the Client and mechanisms exist to appeal a decision rendered by the BNQ, in particular under the terms of its accredited products, processes and services certification programs, the Client may apply to appeal this decision to the BNQ’s accreditation body, for example, the SCC.
	13.2.5 The BNQ notifies the Client, in writing, of the terms of appeal to the accreditation body when it renders its decision according to the requirements of Clause 14.2.3.


	14 CERTIFIED PRODUCT, PROCESS OR SERVICE FOUND TO BE HAZARDOUS
	14.1 GENERAL
	14.1.1 The Client commits to record and immediately report to the BNQ any situation in which a certified product, process or service or an attested lot of products may present or does present hazards.
	14.1.2 A certified product, process or service or a lot of products attested found to be hazardous is a certified product, process or service or a lot of products or products attested by the BNQ that poses a real risk to public health or safety when one of the following situations arises:

	14.2 TERMS AND STEPS IN THE TREATMENT OF A CERTIFIED PRODUCT, PROCESS OR SERVICE OR LOT OF PRODUCTS ATTESTED FOUND TO BE HAZARDOUS
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