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INTRODUCTION

The purpose of this information document is to describe the consensus standardization process
used at the Bureau de normalisation du Québec (BNQ). This information document is intended
for BNQ standards development committee members as well as clients and any other persons
having an interest in the standards development activities of the BNQ.

The BNQ is a standards development organization accredited by the Standards Council of Canada
(SCC). The SCC is the organization that coordinates all consensus standards development activities
in Canada and represents Canada within the International Organization for Standardization (ISO).

The BNQ subscribes fully to the general principles of consensus standardization set out in the
document ISO/IEC Guide 59, and has accepted the “Code of Good Practice for the Preparation,
Adoption and Application of Standards” appearing in Annex 3 of the World Trade Organization’s
(WTO) document Agreement on Technical Barriers to Trade (TBT). The BNQ applies these
principles as follows:

a) The BNQ ensures that standardization projects under its responsibility are
harmonized, where possible, with all National Standards of Canada (NSCs) or
international standards.

b) The BNQ ensures that its standards in no way contravene any law or regulation
in force in Canada.

c) The BNQ ensures that its standards have neither the purpose nor the effect of
creating unnecessary obstacles to trade.

d) The BNQ ensures that the guidelines set forth in its standards consider the health
and safety of individuals, the protection of the environment and the promotion
of sustainable development.

e) The BNQ ensures that a consensus is obtained and maintained among interest
groups represented during consensus standardization work.

The achievement of consensus requiring the resolution of important objections with regard to the
content of a standard is a fundamental principle of standards development and an indispensable
condition underlying the publication of standards. The BNQ subscribes fully to this principle while
ensuring that every effort is made during discussions and negotiations to resolve major
disagreements on technical aspects of a standard. These principles are defined in this information
document and seek to ensure that standards published by the BNQ are accepted and widely used.
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1 PURPOSE AND SCOPE

This information document describes the consensus standardization process established by the
Bureau de normalisation du Québec (BNQ) to meet the accreditation requirements of the standards
development organizations of the Standards Council of Canada (SCC). This process is based on the
requirements and guidelines set out in the document Canadian Standards Development — SCC
Requirements & Guidance for Accreditation of Standards Development Organizations of the SCC.

NOTE — The consensus standardization process of the BNQ also relies on the guidelines provided in
the document ISO/IEC Guide 59 and in the Code of Good Practice for the Preparation, Adoption and
Application of Standards of the World Trade Organization (WTO).

This information document applies to the development and maintenance of standards published
by the BNQ, including National Standards of Canada (NSCs).

2 NORMATIVE REFERENCES

2.1 GENERAL

The references below (including any amendment or errata) are normative references, and are
therefore considered mandatory. They are essential to the understanding and use of this
information document, and are cited in appropriate places in the text.

It should be noted that a dated (normative and informative) reference refers to that specific
edition of the reference, while a non-dated reference refers to the latest edition of the reference
in question.

NOTE — This information document also cites informative references, which are listed in an annex.

2.2 DOCUMENTS FROM STANDARDS BODIES

SCC (Standards Council of Canada) [https://www.scc.ca]

Canadian Standards Development — SCC
Requirements & Guidance for Accreditation of
Standards Development Organizations.
(Élaboration des normes canadiennes — Exigences et lignes
directrices du CCN — Accréditation des organismes
d’élaboration de normes.)

Canadian Standards Development — Requirements
& Guidance — National Adoptions of
International/Regional Standards and Other
Deliverables.
(Élaboration des normes canadiennes — Exigences et lignes
directrices — Adoption, sur le plan national, de normes
internationales et régionales, et d’autres documents à
caractère normatif.)

https://www.scc.ca/en

	1 PURPOSE AND SCOPE
	2 NORMATIVE REFERENCES
	2.1 GENERAL
	2.2 DOCUMENTS FROM STANDARDS BODIES

	3 DEFINITIONS
	4 PROCESS OF DEVELOPMENT OR REVISION OF A STANDARD
	4.1 GENERAL
	4.2 ANALYSIS OF THE SUBJECT (Stage 10)
	4.2.1 Analysis of the subject enables the BNQ to precisely define the subject area of standardization and the scope of the standard required. The exercise takes into account the existence of related standards on a regional, national, or international level. This type of analysis is carried out at the start of the development of a new standard and at the start of the revision of an existing standard.
	4.2.2 If a feasibility study has been carried out in the early stages of the standardization project, the standards developer shall take the results and conclusions of the study into consideration when analyzing the subject.

	4.3 PREPARATION OF A PRELIMINARY DOCUMENT (Stage 20)
	4.3.1 The preliminary document for a standardization project is prepared by the standards developer with a view to submitting it to the members of the standards development committee for study. In the accomplishment of this task, the standards developer may seek the assistance of persons, groups or associations with an interest in, or having expertise related to the subject of standardization at issue.
	4.3.2 A preliminary document may be inspired by a document prepared by a source outside the BNQ, notably by a group of suppliers, users, or members of a body who have already made progress in the subject of standardization at issue, or be inspired by one or more related regional or international standards.
	4.3.3 When revising an existing standard, the preliminary document is prepared from the edition of this standard currently in force. In this standard are incorporated all published amendments and errata, and any other modification(s) deemed pertinent by the standards developer.

	4.4 FORMATION OF A STANDARDS DEVELOPMENT COMMITTEE (Stage 25)
	4.4.1 Role of the standards development committee
	4.4.2 Balance and representation
	4.4.2.1 The standards developer is responsible for forming a balanced standards development committee that includes participating bodies and experts who have a particular interest in the subject of standardization at issue. The standards developer invites experts or bodies representing each of the interest groups concerned by the subject of standardization at issue. Normally, the standards development committee is made up of three interest groups:
	4.4.2.2 A standards development committee composed of three interest groups is deemed balanced when the number of members of each interest group does not exceed the total number of members of the other interest groups.
	4.4.2.3 A standards development committee composed of four interest groups is deemed balanced when the number of members of each interest group does not exceed the total number of members of the two smallest interest groups.
	4.4.2.4 The standards developer ensures that he/she can justify and document, if such is the case, the establishment of a committee that is not balanced or that does not comprise at least the three interest groups specified in Clause 4.4.2.1.

	4.4.3 Invitations to a standards development committee
	4.4.3.1 The standards developer is responsible for inviting experts and candidate bodies to participate in the work of the standards development committee.
	4.4.3.2 The candidate bodies approached to sit on a standards development committee decide whether they wish to participate actively in the work of the committee. If so, it is their responsibility to designate a representative to represent their interests, according to the subject of standardization at issue.
	4.4.3.3 The role of the representative appointed to the standards development committee by a participating body consists of presenting the position of this body and not personal interests.
	4.4.3.4 It is advisable that a candidate body designates a substitute who may occasionally replace the representative if it is impossible for the representative to attend a meeting.
	4.4.3.5 An expert may be called to sit on a standards development committee owing to his or her personal expertise on the subject of standardization at issue. If he or she becomes a member of the standards development committee, this expert will defend his/her own opinions and convictions.
	4.4.3.6 The participation of members in the work of a standards development committee is on a voluntary basis. Members who commit to participate in the process of developing a standard agree to dedicate the necessary time to prepare for meetings, to participate in meetings and to carry out any tasks that the standards development committee may entrust to them.
	4.4.3.7 As a rule, the BNQ does not provide financial support for members, but may, if necessary, target sources of funding or help members to find them.

	4.4.4 Size of a standards development committee
	4.4.4.1 The size of a standards development committee may vary, depending on the complexity of the subject of standardization at issue and the availability of experts and candidate bodies and their willingness to participate. The standards developer ensures that the size of the standards development committee does not impede an efficient search for consensus.
	4.4.4.2 When forming the standards development committee, the standards developer will consider the fact that experts or bodies not selected to sit on the committee as members will be given the opportunity to argue their case during the public review period. If certain experts and bodies not selected manifest an interest in following the work of the standards development committee, the standards developer may grant them the status of nonvoting participants if he/she judges that their participation will not hinder the committee’s work and will provide added value.

	4.4.5 Confirmation of the composition of the standards development committee
	4.4.5.1 When the standards development committee is complete, the standards developer provides a list of the members of the standards development committee to each of its members.
	4.4.5.2 The list of the standards development committee members is available on the BNQ website.

	4.4.6 Updating the standards development committee
	4.4.6.1 The standards developer ensures that a standards development committee remains balanced and representative throughout the standardization project.
	4.4.6.2 The standards developer may review the composition of a standards development committee when deemed necessary, particularly under the following circumstances:
	4.4.6.3 The representatives of a participating body shall inform the BNQ of any changes that concern them, particularly changes altering their relationship to the body they represent.

	4.4.7 Participating in a meeting as an observer
	4.4.7.1 Persons who are not members of a standards development committee (including substitutes who would like to accompany the committee member they substitute for to a meeting) shall first obtain authorization from the standards developer before attending a standards development committee meeting. Said persons are then granted observer status.
	4.4.7.2 During meetings, observers shall only intervene in discussions upon invitation of the standards developer or the person chairing the meeting. Since observers are not committee members, they are not entitled to vote.

	4.4.8 Roles and responsibilities of members and nonvoting participants of a standards development committee
	4.4.8.1 Having the status of member of a standards development committee involves responsibilities and obligations. Each member shall participate actively, sharing knowledge and expertise on the subject to the extent of his or her competence.
	4.4.8.2 During the committee review stage, a member of a standards development committee shall regularly attend meetings. If unable to attend a meeting, the member shall advise the standards developer as soon as possible and indicate if the substitute is available to attend. A committee member who is absent from a meeting cannot return to items resolved during the meeting, and on which consensus was reached.
	4.4.8.3 When a substitute replaces a committee member for a meeting, the member shall ensure that the substitute is sufficiently informed of the committee’s work in order to contribute efficiently to the progress of the work during the meeting.
	4.4.8.4 Members of a standards development committee shall devote the necessary time to analyzing documents, preparing for meetings and completing any tasks required of them.
	4.4.8.5 Members of a standards development committee shall recognize that standards are produced and published in the public interest and do not aim to promote specific commercial or economic interests.
	4.4.8.6 Members of a standards development committee undertake to bring to the attention of the standards development committee and the BNQ any information whose omission could compromise the quality, pertinence, or reliability of the standard, including any intellectual property rights or other rights related to the subject at issue.
	4.4.8.7 Members of a standards development committee shall avoid placing themselves in a real, potential or perceived conflict of interest of a financial or moral nature. They shall therefore inform the BNQ without delay of any situation likely to cause such a conflict of interest.
	4.4.8.8 Members of a standards development committee shall adopt a professional conduct and work with the other members and nonvoting participants of the committee, and with the BNQ, in a spirit of integrity, honesty and courtesy.
	4.4.8.9 Members of a standards development committee shall exercise the strictest confidentiality concerning discussions held, and documents and information received at committee meetings and, unless agreed otherwise, shall not divulge any of the aforementioned other than to the representatives of their organization who need this information, and who have previously undertaken to keep the information confidential.
	4.4.8.10 Members of a standards development committee shall undertake not to use any documents or information received at meetings in any manner prejudicial to the other members, to nonvoting participants, or to the BNQ, or with the aim of obtaining, directly or indirectly, any advantage for themselves or for a third party.
	4.4.8.11 Members of a standards development committee shall avoid any conduct, act or omission likely to result in causing prejudice to a member of the committee, a nonvoting participant, the standards development committee itself, or to the BNQ, or in discrediting them, particularly in using the name of the BNQ or its logo in an inappropriate manner or by publicly expressing personal opinions while leading people to believe that they are positions held by the standards development committee or by the BNQ.
	4.4.8.12 To confirm their agreement to respect the BNQ’s procedures during standardization work, the members of the standards development committee shall sign the document Rules of Ethics — Members and Participants of BNQ Technical Committees. Nonvoting participants shall also sign the same rules of ethics to confirm their agreement in respecting the rules that apply to their status. Any failure to respect these rules of ethics may result in the BNQ removing the member or nonvoting participant from the standards development committee.


	4.5 COMMITTEE REVIEW (Stage 30)
	4.5.1 Objectives
	4.5.1.1 Committee review fosters exchanges between members of the standards development committee, particularly during meetings, allowing them to present their respective positions and justifications and to reach decisions concerning the technical content of the draft standard while respecting consensus.
	4.5.1.2 The preliminary document is used as the starting point for the standards development committee’s work. The draft standard evolves as the committee’s work progresses and undergoes additions and amendments resulting from the committee’s decisions.

	4.5.2 Organization of meetings
	4.5.2.1 Meetings are organized by the standards developer who prepares a detailed agenda and ensures that the members of the standards development committee receive it, along with all documents necessary for the meeting.
	4.5.2.2 During the first meeting, the standards developer proposes a work schedule, including a schedule of meetings for the standards development committee.

	4.5.3 Conduct of meetings
	4.5.3.1 The standards developer is responsible for the conduct of meetings and will often act as chair and secretary of the standards development committee. The standards developer may also delegate the chairmanship of the meeting to one of the standards development committee members.
	4.5.3.2 The chairperson of a standards development committee is responsible for facilitating the meeting as well as respecting the agenda and seeing that all opinions are expressed and properly understood. To achieve this, the chairperson reformulates the decisions or guidelines agreed upon by the committee to their satisfaction.
	4.5.3.3 The standards developer is responsible for writing up the minutes of the meeting and modifying the draft standard based on the discussions of the standards development committee. However, the standards developer may ask a member of the standards development committee to assist in taking notes.
	4.5.3.4 The minutes of a meeting highlight the decisions and guidelines agreed upon by the committee. They are usually approved at the beginning of the following meeting by the standards development committee members who were present at the meeting in question.

	4.5.4 Principle of consensus
	4.5.4.1 Decisions regarding the technical content of the draft standard shall be made in accordance with the principle of consensus. It is up to the standards developer, in conjunction with the chairperson of the standards development committee, if applicable, to judge whether the agreement of each interest group corresponds sufficiently to the principle of consensus.
	4.5.4.2 When consensus is questionable concerning a particular guideline or a proposal, the standards developer verifies the position of each of the interest groups. An interest group is considered in agreement with the proposal or guideline presented if a vote reveals no opposition from members of this group present during the meeting. A tie between positive and negative votes for an interest group is deemed as an absence of opposition. A committee member who has accepted to chair the standards development committee continues to exercise the right to vote within his or her interest group.

	4.5.5 Work groups and invited experts
	4.5.5.1 A standards development committee may create a work group for the purpose of studying a particular problem or technical aspect. The work group will submit its recommendations to the committee at a subsequent meeting or at a time agreed upon by the standards development committee.
	4.5.5.2 Members of a work group are first selected among the members of the standards development committee, followed, when necessary, by invited experts (also considered as nonvoting participants). In such a case, the standards developer takes responsibility for inviting the targeted experts.
	4.5.5.3 The standards development committee may well decide to invite one or more experts to a meeting to obtain additional information on certain technical aspects concerning which the members of the standards development committee do not have sufficient expertise. If this is the case, the standards developer takes responsibility for inviting these experts. The presence of these experts at a meeting is generally limited to the purpose of discussing the particular problem or technical aspect in question.

	4.5.6 Distribution of documents
	4.5.6.1 Documents of the standards development committee, in particular the different versions of the draft standard and the minutes of the meetings, are intended for use by members of the standards development committee only.
	4.5.6.2 The BNQ alone may decide to distribute documents of the standards development committee to persons or bodies other than those who are members of the standards development committee if the BNQ considers it advisable within the context of the project in hand.

	4.5.7 End of committee review

	4.6 INTERNAL REVIEW AND PUBLIC REVIEW (Stage 40)
	4.6.1 Internal review
	4.6.1.1 Before being submitted for public review, an internal review of the draft standard is carried out at the BNQ.
	4.6.1.2 This internal review may lead to minor amendments to the text, tables, or figures, which do not affect the technical content of the draft standard, or contravene the decisions taken during the committee review stage.
	4.6.1.3 When comments during the internal review relate to the content, the standards developer submits these comments to the committee at the same time as those received during the public review period.

	4.6.2 Public review
	4.6.2.1 The public review is the stage of a standardization project that allows for the consulting and gathering of comments from the largest possible number of people and bodies interested in the subject of standardization at issue.
	4.6.2.2 When the public review stage begins, targeted people and bodies are informed by email.
	4.6.2.3 All draft standards submitted for public review are available on the BNQ website.
	4.6.2.4 The public review period is at least 60 calendar days and the end date is posted on the BNQ website. Exceptionally, the BNQ may decide to shorten the public review period in cases where urgent problems of safety, health, or environmental protection arise or threaten to arise.
	4.6.2.5 Those interested in participating in the public review shall submit their comments to the BNQ by email using the mandatory form provided on the BNQ website before the end date of the public review period. It is important that comments be accompanied by relevant technical justifications in order to be considered by the standards development committee. Moreover, it is recommended to include potential solutions for technical problems that are raised.
	4.6.2.6 The BNQ is not obliged to take into account comments received after the end date of the public review period. However, the standards developer can decide to submit late comments in whole or in part to the committee if he or she believes it is appropriate to do so.
	4.6.2.7 The standards developer submits comments to the standards development committee as soon as possible after the deadline for receiving comments. He or she can then decide how the project should be pursued. Possible courses of action are as follows:
	4.6.2.8 The standards developer is authorized to make decisions regarding comments on editorial aspects of the draft standard. Other comments are reviewed and treated by the standards development committee.
	4.6.2.9 The standards developer documents committee decisions regarding each comment received. Persons or bodies participating in the public review and wishing to be informed of the committee’s decisions regarding their comments may contact the standards developer by email, who will provide them with the information.
	4.6.2.10 Once the comments from the public review have been analyzed and handled to the satisfaction of the committee members, the draft standard is finalized.


	4.7 STANDARDS DEVELOPMENT COMMITTEE VOTING (Stage 50)
	4.7.1 Agreement of the standards development committee on the content of a draft standard is confirmed by a vote in writing. A ballot and the final copy of the draft standard are sent by email to each member of the standards development committee.
	4.7.2 The duration of the vote, i.e., a maximum of 30 calendar days, is determined by the standards developer according to the context of the project. The members shall return their ballots to the standards developer before the deadline indicated on the ballot, failing which the member’s vote will be considered an abstention.
	4.7.3 The standards developer may compile the votes before the end of the deadline if he or she has received all the ballots.
	4.7.4 The vote expressed by a member of the standards development committee must be explicit: either positive or negative. A committee member may also indicate that he or she wishes to abstain from voting. However, abstentions are discarded during the counting of the ballots. To be taken into consideration, a negative vote must relate to the technical content of the draft standard and be accompanied by technical justification.
	4.7.5 The standards developer attempts to resolve all negative votes. However, he or she may discard negative votes not accompanied by technical justification or not related to the technical content of the draft standard.
	4.7.6 After the standards developer has attempted to resolve the negative votes, a draft standard is considered approved when the two following conditions are met:
	4.7.7 If the draft standard is not approved after the standards developer has attempted to resolve the negative votes, the standards developer hands over to BNQ Management, who will decide what course of action to take.

	4.8 SECOND-LEVEL REVIEW AND APPROVAL (Stage 53)
	4.8.1 Second-level review
	4.8.1.1 Secondlevel review is intended to ensure that the draft standard has been developed in line with the BNQ’s consensus standardization process. Secondlevel review does not allow for exercising judgement on the technical content of the draft standard, as this is the responsibility of the standards development committee.
	4.8.1.2 If the secondlevel review identifies gaps in the draft standard development process, the file shall be transferred to BNQ Management, who will decide what course of action to take.

	4.8.2 Approval of the publication

	4.9 PUBLICATION AND DISTRIBUTION (Stage 60)
	4.9.1 Publication of the standard is the last stage of the consensus standardization process.
	4.9.2 Copyright of BNQ’s published standards at the end of standardization projects belongs to the BNQ.
	4.9.3 Following publication, an electronic copy of the standard is sent to each member of the standards development committee.
	4.9.4 Once published, all standards may be obtained in electronic form from the BNQ website subject to the conditions specified.


	5 PROCESS FOR THE MAINTENANCE OF STANDARDS
	5.1 SYSTEMATIC REVIEW OF A STANDARD
	5.1.1 Standards published by the BNQ are periodically subject to a systematic review to ensure that they still meet a need and remain pertinent and up to date. At the time of a systematic review, the members of the standards development committee, the businesses and bodies that are certified in accordance with the requirements of the standard, and targeted stakeholders are consulted for their opinion on the action to be taken (reaffirmation, revision, modification, stabilization or withdrawal) to ensure the maintenance of the standard.
	5.1.2 The BNQ determines the time for the systematic review of standards other than the NSCs by consulting the standards development committees responsible for their development or revision.
	5.1.3 The time for the systematic review of a specific standard is indicated in the document.
	5.1.4 The decision resulting from the systematic review of the NSCs, that will enable to determine whether the relevant document shall be amended, revised, reaffirmed, stabilized or withdrawn, will be implemented within five years following the publication of the edition in force.

	5.2 REAFFIRMATION OF A STANDARD
	5.2.1 Following a systematic review and after confirmation by the standards development committee that the standard remains valid without requiring technical modifications, the BNQ may proceed with the reaffirmation of the said standard.
	5.2.2 Reaffirmation of a standard requires a new date of publication and a new edition number.
	5.2.3 When a standard is reaffirmed, no modification to the technical content of the standard is allowed. The only modifications permitted are those that consist in rectifying typographical, linguistic, or printing errors; updating standard paragraphs used in BNQ’s documents; updating the general layout of the standard; and including any amendments and errata published since the latest edition.

	5.3 REVISION OF A STANDARD
	5.4 MODIFICATIONS TO A STANDARD
	5.4.1 A standard may be modified by the publication of an amendment or errata. This publication is a separate document and the edition of the standard remains unchanged.
	5.4.2 Errors and ambiguities introduced inadvertently into a standard, whether during preparation or printing, may be remedied by the publication of errata without the agreement of the standards development committee.
	5.4.3 When modifications need to be made to technical requirements, an amendment should be published. An amendment is drafted in consultation with the standards development committee. Any amendment to a standard shall be approved by written vote of the committee members before publication.
	5.4.4 The responsibility of the BNQ concerning the distribution of an amendment or errata is limited to members of the standards development committee at the time of preparation of the amendment or errata, and to parties who have obtained the standard from the BNQ, provided that the said parties have informed the BNQ of any changes of address.

	5.5 STABILIZATION OF A STANDARD
	5.6 WITHDRAWAL OF A STANDARD
	5.6.1 Following a systematic review, BNQ Management may decide to withdraw a standard.
	5.6.2 Before withdrawing a standard, the BNQ informs the members of the standards development committee, clients holding a BNQ certificate of conformity related to the standard, and regulatory bodies who make reference to the standard.


	6 HANDLING OF COMPLAINTS
	6.1 RECEIPT OF COMPLAINTS
	6.2 COMPLAINT ADMISSIBILITY CRITERIA
	6.2.1 Technical complaint
	6.2.2 Procedural complaint

	6.3 COMPLAINT HANDLING PROCEDURE
	6.3.1 General
	6.3.1.1 Within the seven calendar days following the receipt of a technical or procedural complaint, the quality manager processes the file, ensures that the subject is related to standards development activities under the responsibility of the BNQ and then acknowledges receipt in writing.
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