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1.0 PURPOSE

This procedure defines the process for issuing, suspending, and withdrawing certification for individuals
and organizations under the ICT Authority’'s certification scheme. It ensures compliance with ISO/IEC
17024:2012, while maintaining impartiality, transparency, and integrity in certification decisions.

2.0 SCOPE

This procedure applies to:

i. Certification Issuance — The process of granting certification after a candidate successfully meets
all certification requirements.

ii. Certification Suspension — Temporary suspension due to non-compliance, ethical violations, or
unresolved complaints.

iii. Certification Withdrawal — Permanent revocation of certification due to serious violations or
failure to meet certification standards.

3.0 DEFINITION

Term Definition

Certification Issuance The formal process of granting a certification after successful
completion of the assessment process.

Certification Suspension A temporary hold placed on a certification due to non-compliance or
pending corrective actions.

Certification Withdrawal The permanent revocation of a certification due to violations, non-
compliance, or failure to meet renewal criteria.

Certification Validity The period during which a certification remains active before renewal
is required.

Certification Registry A publicly accessible database of certified individuals and
organizations, showing their certification status.

Non-Compliance Failure to meet certification requirements, renewal criteria, or ethical
standards, which may lead to suspension or withdrawal.

Corrective Actions Actions required to regain compliance after certification suspension.

Appeals Process A formal process that allows a certificate holder to challenge a

suspension or withdrawal decision.

Ethical Breach A violation of professional conduct, impartiality, or integrity that may
result in certification suspension or withdrawal.

Certification Scheme The structured framework under which ICT Authority administers,
evaluates, and manages certifications.
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4.0 ROLES & RESPONSIBILITIES

Role Responsibilities

ICT Authority Ensure the effective management of certification issuance,
suspension, and withdrawal by upholding compliance with ISO/IEC
17024 and ICTA policies.

Certification Manager Oversee the certification process by reviewing assessment results
and approving certification issuance.

Certification Committee Ensure fair and impartial decision-making by evaluating applicant
compliance before certification issuance, reviewing cases for
suspension or withdrawal, and upholding certification standards.

Certified Individuals Ensure continuous compliance with certification requirements and
ethical standards by submitting timely renewal applications and
ceasing the use of certification credentials if suspended or withdrawn.

Appeals Committee Independently review appeals related to certification suspension or
withdrawal and make objective decisions based on factual evidence
and policy compliance.

Quality Assurance Team Ensure certification decisions align with ISO/IEC 17024 by conducting
audits, monitoring trends in suspension and withdrawal, and
recommending process improvements

5.0 CERTIFICATION ISSUANCE PROCEDURE

5.1 Eligibility for Certification certificate shall be issued when a candidate:
i. Meets all certification requirements
ii. Has paid all applicable certification fees.

5.2 Issuance Process

5.2.1 The Certification Manager shall review assessment results to verify compliance with certification
reguirements.

5.2.2 If all requirements are met, the certification decision is approved.

5.2.3 A certificate shall be generated, signed, and issued, containing.

i. Certification number.

ii. Expiry date and renewal requirements.

iii. Scope of certification, if applicable.

5.2.4 The certified individual shall be recorded in the ICTAs Accreditation portal.

5.2.5 Certification status shall be made publicly verifiable through the ICT Authority certification portal.

5.3 Certificate Validity & Renewal

5.3.1 Certification shall remain valid for 3 years as per the ICTA's certification scheme.
5.3.2 Renewal shall require;

i. Meeting of the requisite requirements

ii. Demonstration of continued competence

iii. No ethical breaches or policy violations.
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5.4 Certification Suspension

5.4.1
5.4.1.1
5.4.1.2
5.4.1.3
5.4.1.4

5.4.1.5

5.4.2
5.4.2.1
i.

ii.

iii.

5.4.2.2
5.4.2.3

5.4.2.4

5.4.3

5.4.3.1

5.4.4
5.4.4.1

Certification may be suspended under the following conditions:

Non-compliance with certification requirements or regulatory obligations.

Failure to meet renewal criteria within the specified timeframe.

Ethical breaches or conflicts of interest that compromise impartiality and integrity.

Complaints or legal actions that raise concerns about the certified individual's or organization’s
competence or compliance.

Failure to pay certification renewal fees within the required deadline.

Suspension Process

A suspension notice shall be sent to the certificate holder, specifying:
Reason for suspension.

Corrective actions required.

Deadline for compliance.

The certified individual shall have 6 months to respond and implement corrective actions.
The ICT Authority may conduct an audit or reassessment to verify compliance with certification
reguirements.

Decision:

If the certificate holder successfully implements the required corrective actions within the
specified timeframe and demonstrates compliance, the certification shall be reinstated.

If the certificate holder fails to address the non-compliance within the required timeframe, the
certification shall proceed to withdrawal in accordance with the withdrawal process.

Certification Withdrawal

A certificate may be permanently withdrawn under the following conditions:

Failure to rectify suspension issues within the required timeframe as stipulated in the suspension
notice.

Misrepresentation or fraud in certification applications, including falsification of documents or
submission of misleading information.

Severe ethical breaches or legal violations that compromise professional integrity, impartiality, or
compliance with ICT Authority’s certification policies.

Voluntary withdrawal request submitted by the certified individual or organization.

Certification scheme discontinuation, where ICT Authority officially ceases to offer the certification
program.

Withdrawal Process

A certificate shall be permanently withdrawn under the following conditions:

If the certificate holder fails to rectify suspension issues within the required timeframe as
stipulated in the suspension notice.

If the certificate holder is found to have engaged in misrepresentation or fraud in certification
applications, including falsification of documents or submission of misleading information.

If the certificate holder commits severe ethical breaches or legal violations that compromise
professional integrity, impartiality, or compliance with ICT Authority’s certification policies.

If the certificate holder submits a voluntary withdrawal request to ICT Authority.

If the certification scheme is discontinued by ICT Authority, rendering the certification no longer
valid.
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5.4.4.2
i.

ii.

iii.

5.4.4.3
5.4.4.4

5.4.5
5.4.6
5.4.7

5.4.8

The ICT Authority shall issue a certificate withdrawal notice to the certificate holder, specifying:
Reason for withdrawal.

Final decision and appeal process.

Deadline for removal of certification claims.

The certification status shall be updated to withdrawn in the public on ICTA's accreditation portal.
The individual shall cease using ICT Authority certification in all professional, promotional, and
marketing materials.

The certificate holder may appeal the withdrawal decision through the ICT Authority's certification
appeals process within the prescribed timeframe.

Certificate holders may submit an appeal against a suspension or withdrawal decision within 6
months of receiving the official notification.

All appeals shall be independently reviewed by the Appeals Committee, ensuring impartiality and
adherence to ICT Authority's certification policies.

The Appeals Committee shall assess the appeal, review all supporting evidence, and render a final
decision within 5 days, which shall be formally communicated to the appellant.
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