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The European KEYMARK certification scheme for <add product name> gives the applicant and involved third parties information about the conditions for granting the certificate and license to use the European KEYMARK quality mark for <add product name>. 

Together with the support and cooperation of all members mentioned in these Internal Rules, it is the aim to achieve a European certification for <add product name> that is mutually accepted by all stakeholders in all countries according to the KEYMARK idea: Tested and certified once, accepted everywhere!

The valid version of the certification scheme including the annexes will be published on the European website of KEYMARK. The certification scheme includes necessary information for the application procedure, technical requirements on documentation, installation, Factory Production Control (FPC), surveillance of certified products, conditions for testing and certification, appeals, complaints, product marking (labelling), validity of certificates, and obligations for the manufacturer/certificate owner during the validity of the certificate. 

The certification scheme is developed and maintained by the Scheme Group for <add product name> and its documents are approved by the KEYMARK Management Organisation (KMO) on behalf of CEN.
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The aim of this SG <add name> is to coordinate all activities related to testing, inspection, conformity assessment and certification for the <add certification scheme> according to the European standards mentioned in the certification scheme in its current version.

According to the <add certification system>, the <add SG name> is the experience exchange circle of all parties involved in certification. 
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The <add SG name>is open to all interested parties who are invested in improving and further developing the certification scheme.

An updated list of all members and permanent observers shall be kept by the secretariat.
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The secretariat is a competent and experienced organisation (represented by a secretary), with the following responsibilities:

· Invitation and organization to all meetings of <SG name> and other permanent sub-groups
· Writing and circulation of minutes etc.
· Preparing and updating of all certification relevant documents (e.g. certification scheme) according to the decisions of <add SG name>
· Sharing of all certification relevant documents with the members (including document No. and time lines)

The secretariat is chosen by <add SG name> following a call for tender. 
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The chair and vice chair may be proposed by any member. 

The chair and vice chair shall be a representative of obligatory members (see section 2.5.1) and be elected as an individual.

The chair and vice chair will be appointed for a period of <add number> years and may be re-elected for further terms.
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Members are invited to the meetings and receive all relevant documents required for active participation. Members can be organizations or persons. Organizations have to name their representative involved in the scheme group. 

Members are representatives of the following categories.
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Representatives from the following groups shall participate in SG meetings:

· Certification bodies who are empowered by CEN-CENELEC for the scope of this certification scheme
· recognized testing laboratories and inspection bodies/inspectors
· Representatives of industry for certificate holders and/or European dedicated associations 
· Chair (or vice chair)
· Secretary (or other representative of secretariat)

The number of participants from the above mentioned institutions attending the meetings should not exceed two representatives per individual entity.
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National industrial representatives can participate as members under the condition that they have at least one certificate holder within their group of members.

If possible, up to two national industrial representatives (individual persons) shall be nominated by the respective national associations. If such association does not exist, potential participants can nominate themselves. 

In any case the nomination has to be approved by the <add SG name>.

Names and contact details of nominated delegates shall be sent to the secretary at <add timeline>. 

Nominations shall specify whether the delegates will participate in the coming meeting only, or in all the following meetings within a specified period.
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Observers: Representatives from the following groups are allowed to participate as observers

· Certification bodies in the process of empowerment
· Testing laboratories in the process of accreditation
· Inspection bodies in the process of accreditation
· The chair of the European association
· One official representative of consumers
· One representative of any pan-European <add product name> trade association

Guests: The Chair may invite experts from industry or institutions to give relevant input on issues on the meeting agenda.

Any member can make proposals to the Chair to invite experts for specific items of the agenda of the meetings.
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[bookmark: _Toc511830662]Preparation of meetings

Meetings are convened by the secretariat on behalf of the chair.

Meeting documents should preferably be sent out by electronic means.

Main documents (invitation to the meeting and the first draft agenda) for meetings shall be made available within a deadline of <add time> before the meeting by the secretariat. 

Input to the draft agenda (proposals for decisions/resolutions or any item to be added) should be sent to the secretariat <add time> before the meeting. Final draft agenda shall be circulated at least <add time> before the meeting by the secretariat.
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All decisions of the SG shall be documented.

Decisions concerning changes in the following documents are named resolutions:

· Internal Rules
· Certification scheme
· Annexes to the certification scheme

All proposals for new resolutions or a change of existing resolutions shall be prepared in written form, for existing resolutions preferably in the original document with tracked changes. Proposals for resolutions can be made simply giving a reference to the revised document with the changes implemented.

<add timeline for sending in of proposals>

Proposed revisions of the certification scheme and its annexes shall be finally approved by the KMO on behalf of CEN. 
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Minutes shall be prepared for each meeting. The minutes shall illustrate properly all decisions and resolutions of the meeting. They shall consist of two types of documents:
· The minutes with the decisions
· The resolutions in a separate document

Each resolution shall be marked: “Resolution Rx.My -Title”

with: 	x = number of resolution
	y = number of meeting
	Title = the title of the resolution

The related document shall be revised according to the agreed proposal and should be published within <add time>.

The draft minutes of the meeting shall be circulated <add time> afterwards.

The minutes will be considered as approved if there are no significant comments sent to the secretariat within <add time> after having been sent out. Final approval of the minutes will be done formally at the following meeting.

A list of all principle decisions, which are not resolutions according to 2.2, will be made available via the decision list. 

The approved minutes of the meetings shall be made available <add location>.
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[bookmark: _Toc511830666]General

In all cases where a decision is required, every effort shall be made to reach consensus.

When necessary, a decision may be reached by voting: either by a show of hands during the meeting or by correspondence (within specified time) after the meeting. 
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Voting at meetings is only possible

· at ordinary meetings if more than 50 % of the obligatory members (see section 1.5.1) are present

· related to items (together with supporting documentation) mentioned on the final draft agenda

When a decision is taken by vote, only obligatory members and national industrial representatives may vote. Observers and invited guests have no voting rights.

Each obligatory member and each national industrial representative personally present at the meeting has got one vote (one vote per entity). 
In case of a formal voting all votes (positive, negative and abstentions) shall be counted. 

Abstentions shall not be counted as a vote for the determination of the majority.

Every participant is considered as a member of one (1) of the following “peer groups”. Nobody is allowed to be a member of more than one peer group.

A	Certification bodies, inspection bodies/inspectors and testing laboratories 
B	Industrial representatives and certificate holders (see clause 2.5.1)
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<To be defined>

[bookmark: _Toc511830669]Remote voting procedure (OPTIONAL)

Between meetings decisions may be taken by written vote. However, no 
interim voting procedure may be initiated if the closing date of the vote may fall within less than one month before a scheduled SG meeting.

Postal votes, initiated by the SG chair will be conducted and managed by the SG secretariat.
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[bookmark: _Ref59867378]All parties involved shall maintain confidentiality in regard to the information obtained in the course of conformity assessment procedures unless written consent is given by the applicants and by the empowered certification bodies involved.
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Empowered certification bodies shall collect a fee for each certificate issued. This fee shall cover the maintenance and development of the scheme and the secretariat. 
Fees are stipulated in Annex <X> to the certification scheme.
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Annex 	Organization of European KEYMARK Certification for <product name>

KEYMARK

Scheme Group 
Manufactures
(M Group)
Testing Laboratories
(TL Group)
Certification Bodies
(CB Group)
Inspection Bodies
(IB Group)
Certification and 
Issuing of licenses
Testing of products according to EN Standards and certification scheme
Production of 
products according to 
EN Standards

Annual Inspection of 
product related FPC
· European KEYMARK Certification Scheme
· Inspection documents
· Testing documents
· Internal Rules

Inspection report
Test report
Certificate
Product Sample/
Technical Documentation
+

Secretariat 
(operator)

© CEN-CENELEC	
image2.png




image3.png




image1.png




