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To establish ongoing product conformity, the BBA agree with the manufacturer on a detailed product
specification and method of production, documented as the BBA Quality Plan. This approach ensures that
the product is manufactured consistently and that the performance assessed during evaluation is
maintained throughout production. Completing the Quality Plan is therefore essential to formalise these
requirements and provides a clear framework for quality assurance, supporting both regulatory compliance
and customer confidence.

For clarification, please note that the BBA Certificate holder is not necessarily the manufacturer.

During the assessment process, the manufacturer completes a Quality Plan template. The template
includes additional guidance under each section heading.

Guidance on completion

The Quality Plan describes the production process, including the raw materials used, quality control
procedures, testing, packaging and labelling. It also contains information on the aspects of the
manufacturer’s quality system that directly impinge on the product quality, such as calibration, training and
complaints. It is split into a number of sections and guidance is given under each heading as to the type of
information required for each.

If more than one BBA-approved product is manufactured at a particular site,
they may be covered on a single Quality Plan, or they may be on a separate
Quality Plan, depending on how similar the products are.

The quantity of information appropriate to our assessment will vary by product.
The spaces left for completion throughout the document are not intended to
indicate how much detail is required and the manufacturer may need more or
less space in each section. Please complete as fully as possible and the BBA
will contact the manufacturer directly should further information be required. The headings under which
information is required are:

* Product name + Final inspection and testing
* Product range » Calibration
* Production location » Packaging
* Purchasing data and receiving inspection + Labelling

and testing « Use of the BBA symbol
 Product identification and traceability « Training
* Method of production and process control  Complaints.

* In-process inspection and testing

For some product approval schemes, there may be additional sections in the Quality Plan template.
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Agreed Quality Plan (AQP)

The Quality Plan is exchanged between the BBA and the manufacturer in various draft formats before it is
signed by both parties as an Agreed Quality Plan.

When the Certificate is issued, we will share an electronic copy of the Agreed Quality Plan (via a link in an
automated email) with the manufacturer to keep for their records. A copy will be shared with our Inspection
Department to use as the basis of future visits.

Guidance on Sharing a Quality Plan

To ensure the security of sensitive information, access to a Quality Plan is protected by two-factor
authentication. Implementing robust security measures is essential to prevent unauthorised access and
to safeguard confidential data throughout the process. The following provides guidance on the steps a
manufacturer must follow to access the Quality Plan securely and efficiently.

1. When a Quality Plan document is shared with a manufacturer by the appropriate BBA
workstream (i.e. BBA Materials, BBA Structures & Building), an automated email (See Figure 1)
is sent to the agreed contact email address.
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BEA Guality Plan QP-105431 is being shared with you wiam = & o

BEA Maderisls & @ =

CONPIDENTIAL MESSAGE

Tha BRA Caslity Plas documest jrel OF-105431) i being shaned with you ssing tha link beiow
This Cuiity Plan doosrmar ralsbin 5o S manulacuriag 3% which BEA shall audi in seppert of swarding of your BBA Certficaba

U YOO AT AR, I i et SCTHON will (il 0N Thit SLaTus o yOuF Cleaity . PRasE folkaw 1T FolkmARg WsITUCRONS That

Dval Cuaality Plin
Flaase Todiow The Jubdance within the doosimeT, DNCe (omgiets, plaass oty pur Cheet Adeicate

Peopesed Guality Han
Eedare we can sgres your uairy Plan por-sudd, we muy nssd husser imbommason s you, Plesss rewpend 3 any commeis snd quenes. Dree sompieted,

phaasa natry pour st Adwecals.

Chasges mquired in an exiviing dgresd Cisaliy Fian

ow Rawe wither soffed us or pe have poted up charge & B Juslity Flan durng @ recent sudt 1hat regeice your inzt

iy dhrwet by on tha decume. H you mais sry changes & S costen, plaas sk his stvious by using irsck changas, ar

THE Pt WL W

Ay prepausd changes sl S8 wizjsc o sgressent by he A following seview and sxesumsst, H you need tn sbmi sedssce ar dats 22 wppan B

e, i ol ki 1
w0 thargars hiws basn soraptid, wou el i sar v Cusbty Plas for sgnatun which, ono spred, will Lisersats s DIeADUE o,
Uik mapised

¥ pour b han g 0f you naed any hSer axblancs, sl ook pour chark sdvooste or Ll

Vo weOETe L) DRI 15 b vy i authannaty of this amal, & with ary Star quay P santac gl 5 i b o wall s

5300 and ask for Chent Senvioes.

Rritih Roard of Agramen

Besiding 3, Habtrs Lara, Crosiey Park

Wk WA BV

Figure 1 - Email Notification

2. Click the link to access the Quality Plan document (see the link circled in red above).
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3. A ‘Request Verification Code’ notification box isee Fii ure 2) will appear with an invitation to
request an access code. Click the button “SIEljleNefefe[5Y to send it to the same email address.

B Microsoft

Request Verfication Code

2= 105421 _for_Site_277448. 000

Figure 2 - Verification Code Request

4. In order to verify the identity of the manufacturer, a second email will be sent which includes a
verification code (See Figure 3).

09631724 is your Microsoft SharePoint verification code. too » e g
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Figure 3 - Email of verification code

Note: the code shown is an example verification code. This code will change every time a
verification code is requested.
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Enter the verification code into the web page (See Figure 4). Click ‘Y@

I. Microsoft
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Figure 4 - Enter verification code

The Quality Plan document will open within the web page (See Figure 5).
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Figure 5 - Quality Plan document
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7. Once the content is complete or subsequently updated, the document is ready to be signed. An
invitation to review and sign the document will be sent from powerautomate@bbacerts.co.uk. The
document must be signed on the signature page (See Figure 6)

I Signatures L
BBA Certificate(s): [Cert No]
Approved By: [AQP Approver]
Approved Date: [Approved Date]
Quality policy|

We undertake to have the product produced and placed on the market as described above.
We will advise the BBA by email to qpupdates@bbacerts.co.uk of any changes and receive
agreement from the BBA before the changes are implemented.

(Strike-through will be removed when the Quality Plan is agreed)

Signature:
Print name:
Title:
Date:
Figure 6 — Quality Plan signature page.
8. Once signed, a PDF version will be generated for the manufacturer to keep for their records.
Distribution

Quality plan documents may be shared with up to three manufacturer email addresses. No copies shall
be issued to any other parties — including the Certificate Holder — unless explicit written permission is
provided by the manufacturer.

All permission must be given in writing. If a manufacturer’s contact details change, the Certificate Holder
or manufacturer must notify the BBA as soon as possible to ensure that all records remain accurate and
traceable. All changes must be submitted in writing to gpupdates@bbacerts.co.uk
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Future changes

If the Certificate holder or the manufacturer intends to make changes to the approved product, or the
process by which it is manufactured, as described in the AQP, then it is vitally important that the BBA are
advised in advance. The BBA will then consider the proposed changes on a case-by-case basis, advise
on any required actions, and update the AQP as appropriate. The AQP will be updated by the BBA to
reflect any agreed changes. If changes are not approved by the BBA in advance, the product approval
may become invalid.

Manufacturers often produce more than one product and may therefore work with several different quality
plans at the same time. It is essential that manufacturers ensure they are referring to the correct plan for
the specific product before proceeding. Any modifications must be applied to the correct plan to
safeguard accuracy, maintain traceability and protect confidentiality.

Confidentiality

All Quality Plans are confidential and shall be treated as commercially sensitive information. Quality plans
shall not be disclosed, copied, or distributed to third parties without prior written consent from the
manufacturer, except where disclosure is required by law or accreditation bodies. Both the BBA and
manufacturers shall maintain appropriate controls to ensure the secure storage, transmission, and retention
of Quality Plans throughout their lifecycle, and shall promptly notify the relevant parties of any actual or
suspected breach of confidentiality.

The manufacturer can be assured that any information or data that they disclose in the Quality Plan will be
held in the strictest confidence.

For more information contact our Client Services team at:

E: QPupdates@bbacerts.co.uk,

T: 01923 665300.

See also: Datasheet 10: Assessment and Surveillance of Production.

Note: This document may be revised from time to time, for example to take account of improvements and amendments to test
and assessment methods and material innovations. Readers are advised to contact the British Board of Agrément to check the
latest edition via the following contact methods:

Tel: 01923 665300
e-mail: clientservices@bbacerts.co.uk
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