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PROCEDURE  MANUAL
Description:    Handling of Representations and 
Appeals

Reference Number: PMSHEQ - 
27

Document Update Revision:   03 Effective Date:    2025/10/21

1.0 Objective:

   The objective of this procedure is to determine and achieve SHEQ National Cert goals and 
commitments and to highlight SHEQ National Cert history and scope and field of operation.

2.0 Scope:

   To define the Handling of Representations and Appeals of SHEQ National CERT.

3.0 References:

  ISO/IEC 17021-1
ISO/IEC 17021-2
ISO/IEC 17021-3
ISO/IEC 17021-10
ISO 9001
ISO 14001
ISO 45001
ISO 3834
ISO 22000
ISO 22003 part 1
ISO 19011
IAF Relevant Publications
Accreditation Body Relevant Publications
Other Publications

4.0 Requirements and Responsibilities:

   It is a responsibility of the Managing Director to ensure that the following requirements are 
complied with:

Any person with an interest in the SHEQ NATIONAL CERT certification process, including all 
clients of SHEQ NATIONAL CERT, has the right to question any decision made by SHEQ 
NATIONAL CERT at any stage of registration. 

While a representation or an appeal is pending, SHEQ NATIONAL CERT ensure not implement 
any action which is the subject of the representation or appeal. 



In the first instance the appellant makes written representations to SHEQ NATIONAL CERT. 
Those instances, which cannot be resolved by the SHEQ NATIONAL CERT Certification Director 
to the satisfaction of the client, ensure be forwarded to the SHEQ NATIONAL CERT Managing 
Director for consideration within ten days. 

Upon notification of the SHEQ NATIONAL CERT ruling on the representation made to it, the 
Certification Director ensure inform the appellant of the ruling by a recorded delivery within 3 
working days (form SHEQ NATIONAL CERT Letterhead ensure be used). 

The appellant ensure also be advised that if the ruling is not accepted then an appeal will need to 
be lodged together with the prescribed deposit. The deposit is refundable in full if the appeal is 
successful. 

Once the Certification Director receives confirmation from the appellant that he/she wishes to 
enter into the formal appeals process, an Appeals Committee ensure be established within 28 
calendar days of notification of the appeal being received. 

The Appeals Committee ensure consist of at least three members selected from persons 
nominated by the SHEQ NATIONAL CERT Managing Director, none of whom ensure be an 
SHEQ NATIONAL CERT employee or subcontractor. Nor ensure any member of the Appeals 
Committee have any vested or commercial interest in the matter of the appeal. The 
representation of the members of the Appeals Committee ensure be such that no one interest 
ensure predominate. 

In the event that the appellant lodges an objection to a member of the Appeals Committee, the 
SHEQ NATIONAL CERT Management ensure consider the grounds given and ensure make a 
recommendation. 

The members of the Appeals Committee ensure sign an Undertaking of Confidentiality and 
confirm no conflict of interest. 

The SHEQ NATIONAL CERT Managing Director ensure determine when and where the Appeals 
Committee ensure be convened and ensure notify the appellant, prior to the meeting of the 
Appeals Committee, of the identity of the committee members, affording the appellant the 
opportunity to raise an objection. 

It is essential that the committee has access to the relevant industrial, commercial and legal 
expertise to handle the appeal. It may therefore be necessary to seek individual(s) from inside or 
outside of SHEQ NATIONAL CERT to be in attendance in an advisory capacity. 

The Appeals Committee ensure establish its own process and may permit the appellant and/or 
SHEQ NATIONAL CERT representatives to attend the Appeals Committee meeting and to 
present their case. 

The decision of the Appeals Committee ensure be final and ensure be communicated to the 
SHEQ NATIONAL CERT Managing Director. 

The Managing Director ensure notify the appellant of the decision of the Appeals Committee by 
recorded delivery within 5 working days (SHEQ NATIONAL CERT Letterhead ensure be used). 

The SHEQ NATIONAL CERT Management ensure not amend, or in any way vary, the decision 
of the Appeals Committee. Submission, investigation and decision on appeals ensure not result 
in any discriminatory actions against the appellant. 

It is a responsibility of the Administration Coordinator to ensure that for each representation and 



appeal a non conformance is raised in the Non Conformance Database

All Appeals can be entered on the  https://www.sheqnationalcert.co.za/  website.

SHEQ NATIONAL CERT will receive the complaint electronically and enter the details into the 
Non Conformance Database  for processing.

This Procedure is publicly accessible on the  https://www.sheqnationalcert.co.za/ website. This 
Procedure is publicly accessible on the www.sheqnationalcert.co.za website.

Certification Decision Board Forum:

SHEQ NATIONAL CERT Certification Decision Board is comprised of relevant Technical Experts whom 
have multiple duties. The Certification Decision Board will review all decisions that are to be made for 
SHEQ NATIONAL CERT activities and activities that could influence the operations of SHEQ NATIONAL 
CERT. The team will call a relevant meeting that is convenient to all parties and the desired point will be 
discussed. This includes decisions to be made in terms of client certification, suspension, cancellation or 
withdrawal, review of NCR documentation and relevant proof, auditor conduct, client conduct or ay other 
issues that may arise. 

The timeline for the decision outcome is based on all parties availability, timeline required for gathering 
investigation proof and documentation, conducting the investigation and concluding on a decision, 
completion of the required documentation and consulting all relevant parties.

5.0       Cross Reference:    

            Cross Reference Matrix - Procedure Manual
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