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1 OBJECT

This procedure describes, in general terms, the phases of the certification process carried
out by EXTERNA SOLUCIONES, S.L. as a Certification Entity.

Each certification scheme may have specific particularities that alter the generic guidelines
described in this document. In such a case, these particularities will be recorded in the
corresponding sectoral certification procedures or instructions.

2. SCOPE

This procedure is applicable to all certification processes carried out by EXTERNA
SOLUCIONES, S.L.

3. PHASES OF THE PROCEDURE

Application and Application Review

Anyone interested in receiving certification services from EXTERNA SOLUCIONES, S.L.

(whether they are under accreditation or not) must provide the information requested by 7

it for the preparation of the corresponding technical-economic proposal.

The application channels will be:
- Through the channels established on the corporate website
- Through other means of communication (e.g., by telephone)

An authorized representative of the applicant will be required to be responsible for the

information provided. I

The information collected to prepare the offer must be as exhaustive as possible. To this

end, specific formats will be used - if necessary — through which the customer will
provide the required data. Management will collaborate closely with Technical
Management in assessing the quality of the information collected from the client.

The necessary information will be requested so that EXTERNA SOLUCIONES, S.L. can prepare

a proposal that includes the applicant's needs for services, while ensuring that: ——
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a) the information about the customer and the product is sufficient to carry out the
certification process;

b) any known differences of understanding between the certification body and the
customer are resolved, including agreement regarding standards or other regulatory
documents;

c) the scope of the requested certification is defined;

d) the means are available to carry out all evaluation activities;

e) the certification body has the competence and capacity to carry out the certification
activity (EXTERNA SOLUCIONES, S.L. will decline to carry out a specific certification,
if it lacks the competence or capacity for the certification activities that it has been
required to carry out).

If the information collected to prepare the proposal is complete, the dimensioning of the
scope of the audit and the times associated with it must be correct. This will make it
possible to propose certification offers in which the need to carry out a single

certification audit (Direct Phase Il) is considered

In the event that it is considered that the information collected is not sufficient, or that it
generates doubts, the certification offer will consider carrying out a Phase | certification
prior to the completion of Phase Il

For each change made to the initial certification proposal (due to any type of modification >

made to the data initially collected), a correlative revision number will be added to the

code set out above, starting with Rev. 1. AN

Once the necessary information has been reviewed and it has been verified that the
requested certification service can be provided, EXTERNA SOLUCIONES, S.L. will provide the

applicant with the corresponding offer. In the event that, as a result of the review of the

initial information, EXTERNA SOLUCIONES, S.L. determines that it cannot respond to the e

applicant's service needs, the decision will also be communicated to the applicant.

Acceptance of the proposal and start of the evaluation process

Once the proposal issued by EXTERNA SOLUCIONES, S.L. has been accepted by the client,

the evaluation process will begin. 7
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This phase begins with the assignment, by the Technical Management, of the auditor who
will intervene in the audit. Two types of data will be taken into account in order to adopt
this decision:
- Guidance on the dates on which the audit could take place, provided by the Client
- The list of auditors available according to the validity of their qualifications and
their availability

Once the date of the audit has been determined and the auditor who will intervene in it
has been assigned, the Technical Directorate will provide the auditor with the information
and documentation necessary to carry out the evaluation tasks:

- Company Data

- Contact persons and their data

- Other issues to take into account

Conducting the audit

Types of audits

For initial certification requests in which the information provided by the client is

considered complete, an initial direct audit (Phase II) will be considered, without the need

to carry out a previous Phase |. However, for initial certification requests in which the 7
information provided by the client is not considered complete, an initial audit consisting

of a preliminary Phase | together with a subsequent Phase Il will be considered. In any case,

the certification offer will clearly state whether one option or the other is chosen.

Initial Audits

Once the initial certification audit has been passed, the corresponding certificate will be I
issued.

The objectives pursued and the evaluation work to be carried out in those initial audits in

which the performance of a preliminary Phase | is proposed together with a subsequent

Phase Il certification are indicated below.

Phase |
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The objective of this first stage is to evaluate the degree of implementation and the
effectiveness of the system implemented to meet the requirements established by the
reference standard. In this Phase | of certification, the following work will be carried out:
« Ratification of the certification scope and the organization's data
« Examination of the client's documentation, checking its level of adequacy to the
requirements established by the reference standard
» Verification of the adequacy of the activities carried out by the organization to the
standard to be certified
» Assessment of the location and characteristics of the customer's facilities in order to
determine the customer's level of readiness for Phase Il certification.
 Review the status or situation of the customer and their degree of understanding of
the requirements of the standard, in particular those concerning the identification of
key aspects of process performance.
e Collect the necessary information pertaining to the client's scope, processes and
locations, as well as related legal and regulatory aspects, verifying compliance.

« Review the resource allocation for Phase Il certification and agree with the client on

the details of the certification. AN

 Provide an approach to planning for Phase Il certification, gaining sufficient
understanding of the processes and operations of the site to be certified.

e To assess whether the level of implementation of the requirements of the reference
standard is sufficient to consider the organisation ready to face Phase Il of certification,

thus justifying the implementation of this. /

As a result of the Phase | audit, a Phase | Report will be issued reflecting the findings (non- N

compliances) detected. The customer must solve them for Phase I, without the need to
open corrective actions. Any Phase | findings that are redetected in Phase Il will be
documented as Non-Conformity in the Phase Il Report.

Phase I 7

The objective of this second stage is to evaluate the degree of implementation of the S

requirements established by the reference standard. In this Phase Il of certification, the

following tasks will be carried out:
* The collection of information and evidence in accordance with all the requirements of
the reference standard.

e Carrying out monitoring, measurement, review and reporting activities in relation to 7

the requirements of the standard or reference scheme.

> 6

www « www.externa.es | @ ¢ info@externa.es

Company registered in the Mercantile Registry of Granada. Folio 99. Volume 1402 of the book of companies. Sheet GR-38660.

1st inscription. B-18943969. y



CERTIFICATION PROCESS
REVISION: 4 externa

» Identification of potential breaches of the requirements of the reference standard
e The identification of possible opportunities for improvement that allow the

effectiveness of the implemented system to be increased

As a result of the Phase Il audit, a Phase Il Report will be issued reflecting the non-

compliances detected in the form of Non-Conformity.

In the event that the certification offer proposes the realization of a Phase Il of direct
certification (without the need to carry out a Phase | of preliminary certification), the
objective will be to evaluate the items mentioned in the section indicated above ("Phase

")

Follow-Up Audit

The objective of this type of audit is to evaluate all the requirements that are applicable

with respect to a standard or scheme in an already certified client. The aim will be to

evaluate the evolution of the state of compliance with the requirements and whether the Y
client maintains the conditions that make it advisable to maintain the certification.

The first follow-up audit must be carried out within the first 12 months after the certification

decision was made.

Successive follow-up audits should be carried out at least once a year.

In follow-up audits, a complete assessment of compliance with the requirements must be

carried out, and therefore all points of the standard or reference scheme must be audited.

Renewal Audit

These are audits that are carried out after a period of three years from the completion of

the initial audit. Passing this type of audit allows the validity of the certification to be S
extended for an additional period of three years.

The purpose of this type of audit is to fully assess the system that the client has in place

in accordance with the relevant reference standard, so as to confirm the continuity of its

compliance and effectiveness. All requirements of the reference standard shall be audited. I
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The renewal audit must be performed before the certificate expires.

After the expiration of the certification, it cannot be restored, so to resume the certificate
an Initial audit must be carried out. However, the Technical Directorate may decide, based
on the history of audit results, whether it will be necessary to carry out a Phase | and Phase
Il in this initial audit or if it will be sufficient to carry out only a Phase Il

Extraordinary or Scope Change Audit

The objective of this type of audit is to check the changes in the requirements related to
the applicable standards, corporate structure or in the activities and scope of an already

certified company.

Some examples of these changes would be:
- Change in the number of facilities or sites

- Product Line Changes

- Additional Requirements Y

Audits with short-term notification

Short-term audits are performed to:

- Investigate complaints o

- Respond to changes made by the customer

- Follow up with customers with suspended certification N

This type of audit will follow the same steps as the rest of the audits in terms of process
and decision-making.

Remote audits e

The use of Information and Communication Technologies (ICT) can optimize the S

effectiveness and efficiency of audits/evaluations, and contribute to security and

sustainability.

In certain audits in which there are certain circumstances that condition their normal

development (illness, emergency situations, various imponderables), the Certification Body 7
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may propose that a partial or total remote audit be carried out as the best option for

carrying out the audit.

EXTERNA SOLUCIONES, S.L. has designed a remote audit procedure that describes the
conditions under which a partial or complete remote audit can be carried out, as well as
the mechanics of investigation, interviews and examinations to be used.

Audits involving laboratories

General considerations

In RETRAY Product audits in which the customer has requested the recyclability
certification service, a laboratory must necessarily be involved. In these cases, as a general
rule to consider that a laboratory is competent, EXTERNA SOLUCIONES, S.L. will resort to
those that meet the applicable requirements of the ISO/IEC 17025 Standard.

In any case, EXTERNA SOLUCIONES, S.L. will inform the client in advance about the activities .

contracted externally in order to give them the possibility of objecting.

Laboratory selection criteria

As indicated in the previous paragraph, as a general rule for the competence of the o

laboratory to be accredited, EXTERNA SOLUCIONES, S.L. will resort to those that meet the

applicable requirements of the ISO/IEC 17025 Standard. In accordance with this criterion, N

those laboratories that are accredited for the tests that are the subject of the work by an
entity that is the signatory of the multilateral agreement of EA or ILAC will be admitted as
subcontracted laboratories.

However, in those cases in which the laboratory is not accredited, EXTERNA SOLUCIONES, e

S.L. may use it as long as it previously has evidence that its competence has been evaluated

to carry out the specific tests that it subcontracts. To this end, initially, for each new non- N

accredited laboratory with which it wishes to collaborate, EXTERNA SOLUCIONES, S.L. will
proceed to carry out a direct assessment of its technical competence and compliance with
the requirements of ISO/IEC 17025 through an internal audit that, in accordance with the
provisions of NT-13, will allow it to verify:
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1. That it maintains a record of the evaluation carried out that demonstrates
compliance with requirements 6.3 to 6.5, 7.2 to 74 and 7.7 to 7.8 of the UNE-EN
ISO/IEC 17025 standard for the specific tests that are subcontracted.

2. That records of the competency assessment of laboratory personnel are evaluated
and maintained and, whenever possible,

3. That there is a successful participation in intercomparison exercises (*)

* In the event that the subcontracted laboratory is accredited for the same tests but with
other standards or for very similar tests, in general it will be considered sufficient with a
technical justification by the entity in which it is evident that the testing techniques are
similar to those accredited and that there is a commitment from the laboratory to use the
equipment used in the accredited tests (under the same control conditions and verification)
and by the same personnel. In these circumstances, point 1) of the following section (“Control
of subcontracted laboratories”) is relevant and EXTERNA SOLUCIONES, S.L. must make use
of it systematically to ensure that the laboratory complies with its commitments. Both
ENAC and EXTERNA SOLUCIONES, SL. will regularly evaluate the non-accredited tests

accepted in this way to confirm whether the justification is still valid. Y

The person responsible for assessing compliance with the selection criteria of the
laboratories will be the Technical Manager of EXTERNA SOLUCIONES, S.L., who has the
knowledge and experience that guarantee his competence. If necessary, the user may seek

the support of a professional external to the entity who guarantees knowledge of the o

requirements of ISO/IEC 17025.

Control of subcontracted laboratories

EXTERNA SOLUCIONES, S.L. will sign a legally binding contract with the subcontracted
external laboratory that will include the necessary provisions regarding confidentiality and

conflict of interest. In particular, the subcontracted laboratory must ensure to EXTERNA e

SOLUCIONES, S.L. that the personnel involved in the recyclability tests do not have conflicts

of interest, so that the results are compromised. N

In addition, the contract will establish the need to provide EXTERNA SOLUCIONES, S.L. with
the information indicated below, which varies depending on whether the laboratory is
accredited or not.
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For the control of subcontracted laboratories, the following will be admitted as evidence
accrediting the review of the validity of their technical competence:

1 Provision to EXTERNA SOLUCIONES, S.L., upon request, of the specific records of a
specific test

2) Records accrediting the control (maintenance, verification and/or calibration) of the
facilities and equipment involved in the subcontracted tests, including the records
accrediting the control of the metrological traceability of these.

3) Documented reference procedures or methodologies used in the performance of the
subcontracted tests (only if there have been changes).

4) Sampling procedures (only if there have been changes)

5) Descriptive procedures for handling test or calibration items (only if there have
been changes)

6) Records of the assessment of the competence of laboratory staff (only if there have
been changes) and, where possible, successful participation in intercomparison exercises.
7) Renewal of accreditation (only for laboratories that include recyclability testing
within the scope of their accreditation under ISO/IEC 17025)

All this evidence will be reviewed annually by EXTERNA SOLUCIONES, S.L. and will be an
essential condition for the maintenance of the approval of the subcontracted laboratory.
EXTERNA SOLUCIONES, S.L. will implement the following corrective actions for any breach
of contract, especially with regard to what is expressed in the two previous paragraphs: o
Nature of non-compliance by the Action to be taken by EXTERNA N
subcontracted laboratory SOLUCIONES, S.L.
Failure to provide the required information | Termination of the contract and search for
a new laboratory. It would demonstrate
non-demonstration of competence and
would involve the necessary repetition of /
the tests.
Provision of incomplete information External audit
Falsification of the information provided Termination of the contract and search for
a new laboratory. It would demonstrate
non-demonstration of competence and
would involve the necessary repetition of
the tests. 7
> 1
www ¢« www.externaes | @ ¢ info@externa.es
Company registered in the Mercantile Registry of Granada. Folio 99. Volume 1402 of the book of companies. Sheet GR-38660.
1st inscription. B-18943969. y




CERTIFICATION PROCESS
REVISION: 4 externa

EXTERNA SOLUCIONES, SL. maintains a list of approved externally contracted service
providers. To keep it updated, EXTERNA SOLUCIONES, S.L. will carry out periodic monitoring
activities that will be reflected in their respective records.

Changes affecting certification

Whatever the type of audit, in the event of any change that may arise in the certification
service initially contracted by the client (in the certification scheme or in the scope, for
example), EXTERNA SOLUCIONES, S.L. will act differently depending on the moment in which
it occurs:

- Changes detected during the evaluation process:
The auditor will immediately contact the Technical Management, which will
determine the actions to be carried out (updating or revision of the contract;
suspension of the audit; modification of the scope; making changes without major
relevance; etc.).

- Changes in the review and/or decision-making process:
The technical reviewer will inform the auditor of the changes to be made. If they are
relevant and involve modifications to the report, the auditor must proceed to edit a
new version of the report, providing a copy of the report to the client and explaining
the nature of the modifications.

- Certificate changes:
The Technical Department will undertake the changes to be made to the certificates
arising from any circumstance, providing the relevant copy to the client.

- Changes in certificates resulting from surveillance activities:
As a result of the surveillance activities carried out in all audits, or through other
channels not necessarily linked to direct evaluation activities, non-compliance with
the rules of use of the mark may eventually be detected. In these cases, the Technical
Directorate would undertake the communications and actions included in IT0O4.2,
proceeding to the necessary changes in the scope or validity of the certification.
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Non-compliance and opportunities for improvement
During the audit, the audit team will be able to detect:

Phase | Findings

These are breaches of the requirements established by the reference standard detected in
Phase | audits.

This type of non-compliance does not require the adoption of corrective actions, but they
must be solved in Phase Il

No Compliances

These are breaches of the requirements established by the reference standard detected in

any audit except for Phase I. Non-conformities are also considered to be those situations

that, based on evidence or objective evaluations, could create reasonable doubts about the
ability to meet the requirements established by the reference standard.
This type of non-compliance requires the adoption of corrective actions, as well as evidence
of its closure or, where appropriate (depending on the depth of the proposed actions), of
its implementation. 7
Opportunities for Improvement
In no case are these breaches.
These are issues observed by the audit team that, if taken into account, in its opinion,
would increase the efficiency of the system implemented, or the performance of the
processes, as established by the reference standard. N
Follow-up of the Action Plan
If Non-Conformities are detected during the audit carried out, the client must present an
Action Plan through which the root cause of the non-compliances is analyzed and through
which the necessary actions are proposed to avoid the repetition of non-compliances in N\
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the future. In addition, it must present evidence demonstrating the closure of these actions
or — in the event that the actions require a long period of time for their implementation -
of their implementation.

The Action Plan and its evidence will be evaluated by the auditor who has carried out the
audit, reflecting the result of its checks in the corresponding PAC Valuation Report.

The Corrective Action Plan must be submitted to EXTERNA SOLUCIONES, S.L. within a period
of no more than 30 days. The evidence demonstrating its start-up must be submitted to
EXTERNA SOLUCIONES, SL. within these 30 days, although if more time is necessary, an
extraordinary period of 60 additional days may be granted (upon request).

These deadlines may be exceptionally extended at the proposal of the auditor and with
the prior authorization of the Technical Management. In the event that the actions are not
effective or their effectiveness cannot be verified, the certificate will be suspended for a

maximum period of 6 months until it can be verified. In this case, an extraordinary audit

will be necessary. For initial audits, if it is not possible to verify the implementation of N

corrections and corrective actions for any non-conformities within six months of the last
day of the Phase Il Audit, another Phase Il Audit will be conducted before a decision on
certification is made.

Customer delivery times in the case of renewal audits may never exceed the expiration S

date of the certificate.

Certificates

The review and decision-making processes for all files will be carried out by the Technical

Directorate. However, in no case can the review and decision-making processes be executed /

by the same person who carried out the audit. Therefore, in those cases in which the person

acting as Technical Director has been the same person who carried out the audit, the review A

and decision-making processes must necessarily be carried out by another qualified person.
This person, who will exercise the functions of Technical Management on a transitional
basis for this type of file, and who must necessarily have sufficient qualifications, will be
the Management of the Certification Body itself, which has sufficient knowledge and

experience within the scope of accreditation. I
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The pattern of action described will be applicable in all the review and decision-making
processes of all files and we will refer to it below, in the wording of the procedure itself,
when we mention that an action must be carried out by "Technical Management (or by the
person delegated by it, in the event that the latter has intervened in the Evaluation)”

Initial Issuance

Once the audit process has been satisfactory, and once the file has been assessed and
approved by the Technical Management (or by the person delegated by it, in the event that
the latter has been involved in the Evaluation), the corresponding Certificate will be issued.
The date of issuance will be the day on which the Technical Management (or by the person
delegated by it, in the event that the latter has been involved in the Evaluation) makes the
certification decision, regardless of the date on which the audit was carried out.

The validity of a Certificate will be three years.

Non-concession AN

Decision-making by the Technical Management (or by the person delegated by it, in the
event that the latter has intervened in the Evaluation), could lead to a resolution of Non-
Concession. This will occur when, for justified reasons, the Technical Management decides

not to grant the certification. S

In such cases, if the client expresses interest in continuing the certification process, AN

EXTERNA SOLUCIONES, S.L. will resume the certification process based on a new offer.

Issuance of Certificate of Renewal

In the case of certificate renewals, the validity of these will be 3 years from the expiration S

of the previous certificate.

In cases where the client has not been able to demonstrate the implementation of corrective
actions for any non-conformity before the expiration date of their certificate, the validity
of the certification cannot be extended, entering the Suspension phase. However, after the
expiration of the certification, the certification may be restored within the following six

months, provided that the pending certification renewal activities have been completed. 7
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Suspension

The suspension of the certification implies the temporary prohibition of displaying the
logos or trademarks that indicate the status of certified organization or making any
reference to them, as well as the prohibition of the use of the certificate issued by EXTERNA
SOLUCIONES, S.L. as proof of compliance with the requirements of the reference standard
within the activities and locations included in the scope of the suspended certification.

Partial suspensions may occur both in terms of the activities affected by the suspension
and in terms of geographical scope. In these cases, EXTERNA SOLUCIONES, S.L. will notify
the certified organisation of the activities and/or locations affected by the suspension.

The suspension will be agreed under different circumstances. Some of them would be:
1) For serious or repeated non-compliance with obligations as a certified organisation,
including requirements relating to compliance with the requirements of the

reference standard

2) For the failure to resolve within the time limits granted the causes that led to a RN
prior warning

3) Repeated warnings (even if they were motivated by different causes)

4) For the non-payment of audit and administration expenses of the certification

process in its different phases

5) When the certified customer does not allow the performance of follow-up, renewal >
or extraordinary audits, in accordance with the required periods

6) When the certified organization has voluntarily requested the suspension AN

Withdrawal

The withdrawal of a certification will be imposed as a result of the very serious, or repeated

serious, breach of the obligations of the certified customer and for the failure to rectify the S

causes that led to a suspension agreement.

It is the responsibility of EXTERNA SOLUCIONES, S.L. as the Certification Entity to withdraw
a certificate.

The partial withdrawal of a certification will imply the prohibition of issuing documents

that refer to the certification of the entity by EXTERNA SOLUIONES, S.L. in the part in which 7

> 16

www « www.externa.es | @ ¢ info@externa.es

Company registered in the Mercantile Registry of Granada. Folio 99. Volume 1402 of the book of companies. Sheet GR-38660.

1st inscription. B-18943969. y



CERTIFICATION PROCESS
REVISION: 4 externa

it has been withdrawn and the use of the logos in the activities included in the scope of

the withdrawal and/or in the locations affected by the withdrawal.

At the request of any interested party, EXTERNA SOLUCIONES, S.L. will correctly declare the

certification status of a customer as suspended, withdrawn or reduced.

Communication of decisions

Whatever the decision of the Technical Management (initial issuance, non-concession,
renewal, suspension or withdrawal), EXTERNA SOLUCIONES, S.L. will communicate it to the
client via e-mail.

4. CERTIFIED PRODUCT DIRECTORY

EXTERNA SOLUCIONES, S.L. maintains information on certified products through a register
that contains, at least, the following data:

a. product identification;
b. standards and other normative documents with which conformity has been
certified;
c. customer identification.
EXTERNA SOLUCIONES, S.L. will provide information, upon request made via the web, about
the validity of a given certification. .
5. VIGILANCE
EXTERNA SOLUCIONES, S.L. will monitor the use of the trademark in those cases in which: I
- The reference scheme requires it (e.g, RETRAY)
- The procedure or technical instruction so determines
The result of the verifications carried out by the auditors on compliance with the rules for
the use of logos and certification marks will be documented in the audit logs (check-list or
similar records), documenting, in the event of detection of non-compliance, the
corresponding Non-Conformities.
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REVISION: 4 externa

- Certificate

- Notifications of suspension or withdrawal of certificates

- Directory of Certified Products

- List of Approved Externally Contracted Service Providers

- Records accrediting the demonstration of technical competence by the
subcontracted laboratories
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