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1. SCOPE 
The procedure specifies the way DAK handles the appeals lodged against DAK adverse accreditation decisions.

2. REFERENCES 
· Law No. 05/L – 117 on accreditation

· ISO/IEC 17011:2017 Conformity assessment - Requirements for the accreditation bodies accrediting conformity assessment bodies

3. RESPONSIBILITIES
The procedure is applied by DAK internal and external personnel and CABs.
4.  GLOSSARY AND ABBREVIATIONS
4.1 Glossary

For the purposes of this document the terms and definitions given in standard ISO/IEC 17011:2017 apply.

Adverse accreditation decision is a decision made by GD on

a) rejecting an application

b) termination of the assessment process

c) granting accreditation

d) maintaining accreditation

e) extending accreditation

f) reducing accreditation

g) suspending accreditation

h) withdrawing accreditation.
4.2 Abbreviations 

· DAK – Kosovo General Accreditation Directorate  

· GD – General Director of DAK

· CAB – Conformity assessment body

· PC – Professional Council
5. DESCRIPTION OF PROCEDURE
5.1 Receiving the appeal
The CAB being client of DAK can send a request (appeal), within thirty (30) days from the decision was notified to the CAB, to DAK for reconsideration of any adverse decision of DAK related to the desired accreditation status of the CAB. 
The appeal submitted to DAK shall include the following information:
· identification of the appellant (address, telephone, fax, e-mail);

· subject of the appeal;

· arguments and evidences to support the appeal;

· declaration stating that the appeal was not addressed to another entity and that the appellant did not address to the court against DAK;

· date of submitting the appeal;

· signature of the legal representative of the appellant.

The appeal is received and registered by the Quality Manager in Register of Appeals (PT-04-F01). 
Within three (3) working days of receipt, the Quality Manager validates whether the appeal was submitted by a CAB being client of DAK and it relates to an adverse accreditation decision related to the desired accreditation status of the CAB. In case the appeal was submitted by a CAB not being client of DAK or it doesn’t relate to an adverse accreditation decision related to the desired accreditation status of the CAB, the Quality Manager provides the appellant with the written information signed by the GD and reasons that DAK cannot proceed with the appeal.
In case the appeal was submitted by a CAB being client of DAK and it relates to an adverse accreditation decision related to the desired accreditation status of the CAB, the Quality Manager acknowledges the receipt of the appeal and submits the appeal to the GD. The GD 

· with the involvement of the Accreditation Council in case of c)-f) of chapter 4 or

· with the involvement of the assessment team in case of a) and b) of chapter 4
revises her/his decision, within ten (10) working days, and can modify it in favor of the appellant. She/he shall forward the modified accreditation decision together with an explanatory letter to the appellant. The appeal handling shall thereby be terminated, and the appeal closed. 

Otherwise, the GD sends the appeal to the Chairman of the Professional Council.

5.2 Appointment of the Appeal Commission 
For the investigation of the appeal, an Appeal Commission is established within five (5) working days of receipt. The Appeal Commission consists of three (3) persons as follows:

· the Professional Council appoints two (2) persons from its members, who are not in conflict of interest with the CAB which submitted the appeal; 
· the GD appoints one (1) person from DAK internal personnel, who was not involved in the assessment of the CAB.

· one (1) of the three (3) persons members is appointed to be the Chairman of the Appeal Commission.
The criteria for the members of the Appeal Commission are as follows:

· have knowledge in the accreditation requirements and DAK’s procedures;

· have knowledge and experience in the respective technical field;
· not have any conflict of interest with the appellant, 
· not have any relation to the appellant,
· not been involved in the assessment of the appellant CAB,

· have the ability to hear information and identify key issues,
· have the ability to analyse information received and to use it to formulate opinions and conclusions.

The Secretary of the Appeal Commission is appointed by GD from DAK internal personnel who was not involved in the assessment of the CAB. 

The members of the Appeal Commission declare any interest which may constitute a conflict with the appeal in which they are involved and sign the declaration on confidentiality of information (form PT-02-F04).

5.3 Investigating the appeal
The Chairman of the Professional Council sends the appeal to the Chairman of the Appeal Commission requesting the Appeal Commission to investigate the appeal within ten (10) working days. The GD informs the appellant CAB about the composition of the Appeal Commission. The CAB has the right to oppose against the composition of Appeal Commission, partly or entirely, for objective reasons. When the reasons are objective, the Professional Council appoints another person(s). When the reasons are not objective, the GD informs the CAB about the continuity of process without any changes. Having received the confirmation by CAB on the Appeal Commission, the investigation process is commenced.

The Appeal Commission analysis the appeal including checking whether all necessary information is available for investigating the appeal. If not, it requests the appellant to submit additional information/records. The Appeal Commission also requests DAK to provide written information regarding the appeal.

The Appeal Commission gathers and verifies all information and organizes a hearing meeting. The Appeal Commission invites appellant CAB and DAK, three (3) working days in advance, to the hearing meeting. The participants in hearing meeting are defined by Appeal Commission and no one who has conflict of interest can be present. 

In the meeting chaired by the Chairman of the Appeal Commission:
· the Chairman of the Appeal Commission introduces the participants presents the appeal,
· the appellant CAB may give arguments to support the appeal, 
· the representative(s) of DAK may give arguments related to the appeal. The members of the assessment team of DAK may also be invited to support DAK arguments with records, e.g. their notes taken when raising nonconformity against the accreditation requirements.  
· the members of the Appeal Commission have the right to ask questions to the appellant and/or DAK representatives,

· the minutes of the hearing meeting (PT-04-F03) is taken by the Secretary of the Appeal Commission.

After the hearing part of meeting is over, the Appeal Commission holds an internal meeting to discuss the appeal and formulates its recommendation on (PT-04-F02). The Appeal Commission makes the recommendation by simple majority of votes. The recommendation includes the justification and, if applicable, what actions are to be taken in response to the appeal (e.g. what action DAK is to be taken when the appeal is approved). 
Within three (3) working days, the GD, based on the recommendation of the Appeal Commission, makes a decision on the appeal. His/her decision is a final decision of DAK, whereas against it an administrative dispute can be initiated in the competent court.

The decision on the appeal is communicated to the appellant in writing, signed by the General Director of DAK, within three (3) working days.

5.4 Communication of the decision

The decision is communicated to the appellant in writing within three (3) working days. The letter to the appellant is signed by the GD and is sent to the appellant.

The appellant may lodge an appeal, in accordance with the legislation in force in the Republic of Kosovo, to the court against the decision of the Appeal Commission.

5.5 Follow-up
When the appeal was approved, DAK shall reconsider its decision related to accreditation according to the relevant part of DAK procedure on accreditation (DAK-PT-01). In addition, DAK may need to carry out corrective actions according to the DAK procedure on internal audit (DAK-PM-03). The effectiveness of the corrective actions is assessed during the internal audit.
All correspondence arising from handling the appeal is maintained by Quality Manager in the file of the appeal. 
6. ANNEXES

Not applicable
7. RECORDS

· PT-04-F01 - Appeals Register
· PT-04-F02 – Form for validation of appeal
· PT-04-F03 – Minutes of the Appeal Commmission
· Appeal’s file (appeal, appointment of Appeal Comission, correspondence etc.)
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