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1. PREAMBLE

TUV NORD E£E/EEHEEEEE K-RL 310 [{EiREReEIEysE| g, 2| Inimplementing Group Regulation K-RL 310 "Complaints and Appeals
srmy e et ates . Management", TUV NORD Group has introduced a documented procedure,
MR CERT-120-VA-012 [HGRHFFEREEINE] | MRREMEED  CERT-120-VA-012 "Complaints and Appeals Management" as part of its

AFA—ED QM system.

2. AREA OF APPLICATION

A{EEAR TUV NORD CERT GmbH (TN CERT) LARFrEERA TN This document applies to TUV NORD CERT GmbH (TN CERT) as well as

i e s m = all international proceedings which make use of TN CERT GmbH
CERT GmbH 5835, fitiE. HFSH/Ed{E TN CERT BIRAFIAIIRFSAIE accreditations, approvals, notifications etc. and/or when delivering TN CERT

PR RS, GmbH services.
FE 3R T TR R ANSREERA!:

Section 3 describes the most important rules which affect the complainant
.. o regardin
« EFEH (ZERER TUV NORD CERT GmbH ETHTARETAR | oo

R975Z0) B

m customer complaints (customer is not in agreement with the behaviour of
the employee of TUV NORD GmbH or the way in which performance of

. th d ised
a RS 4EE TUV NORD CERT GmbH B E i FE AR ¢ order was organised) or

m complaints made by a third party regarding a customer certified by TUV
n EFRK (BEREARERSRE) NORD CERT GmbH or the customer's products

m customer appeal (customer is not in agreement with the certification
decision)
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3. PROCESS DESCRIPTION

EIERALIBER, %R/ BRISEZERLE TUOV NORD CERT
GmbH 9 FEEASHEIE, EEHXZE TUV NORD CERT GmbH A9AR/(E
#itbhit: TUV NORD CERT GmbH, Am TUV 1, 45307 Essen,
info.tncert@tuev-nord.de,

TUV NORD CERT GmbH sE—{EUMEIER/EHRIAS, BETHR
/RN BFIGRRIE TR, ZTEFEE—HEFEMGaIRA/BR
A, HERWENRER/HR (ARG A/BHER AR T BRISE FE St
&) .

B A EKIEEE IR SRR/ FRREERE,

1ER/BERBRLU T AURE . WA EBRRER/BER, THREIUKR B
W EFIEE LR RI4U IEfEE.

MBEWE, BESRET. HREERNERESE,. THRABLURAHE
EEEEE (NERA) &FRERF/HRF. NRFE, AFRERFN
ABEEIR HigsR/ e S B EEE.,

BeR/HR A ERERRERGNEEEE.

. The complainant is asked to send the complaint/appeal in written

form to his usual contact address at TUV NORD CERT GmbH or to
the central contact address TUV NORD CERT GmbH, Am TUV 1,
45307 Essen, info.tncert@tuev-nord.de

. The employee at TUV NORD CERT GmbH who is the first to receive

a complaint / an appeal has the duty to enter the complaint/appeal
into the electronic complaint handling tool. The tool will send an
email confirming receipt of the complaint/appeal (providing the
complainant/appellant has given information regarding an email
address).

. The responsible Manager has the duty to oversee processing of the

complaint / appeal.

. The complaint / appeal is to be handled as follows: the complaint /

appeal must be completely understood and corrective action(s)
which are acceptable from the technical point of view and with regard
to the facts must be proposed and implemented.

If necessary, the complaint / appeal should be processed in
cooperation with employees involved, the relevant specialist or
laboratory manager, administrative staff and, if appropriate, company
top management. If needed, the employee responsible for handling
the complaint contacts and communicates with the party making the
complaint /appeal.
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7. WBRESRAARSEELER, BIafLlEAige: TUV NORD CERT GmbH 6. The party complaining / appealing receives a written response
regarding his case.

HMESEEE, AmTUV 1, 45307 Essen, 7. If the party making the complaint is not in agreement with the
8. EEEHZEFELSS ANTSNEASE, AR AGERhEEERED response, he can first contact the top management of TUV NORD
. CERT GmbH, Am TUV 1, 45307 Essen.
TUV NORD CERT GmbH HUEEEIEE =R HEFE. (B2, HIRRE 8. If this does not lead to a satisfactory solution, he has the right to
K, ERFHBREMKILAY ., RFEZUSERIESAEREEY apply to the Advisory Board of TUV NORD CERT GmbH as
) N N arbitration body. However, due to accreditation requirements, this is
(beirat@tuev-nord.de 2 "BMZREES A, E32 TUV NORD only permitted in case of complaints. The complaint should be
CERT GmbH Z&iggaE= A, AmTUV 1, 45307 Essen, " ) . KRS addressed in writing to the Advisory Board (beirat@tuev-nord.de or
S SRR e LEE e o = p— at the “§peaker of the Advisory Board,__c/o to Head of Certification
ZEIRESTE MRS LERNE, KRASKEIGRIGRNEERE Body TUV NORD CERT GmbH, Am TUV 1, 45307 Essen “). The
A, Advisory Board will consider the case at the latest during their next
meeting. The party making the complaint receives a written
9. IERA/EERABEEEMERE NS, EEMEEN/EEEENL statement regarding the result.

9. The complainant/appellant has the right to directly contact the
accreditation body, standard owner and/or competent authority

4. SEiEE(EERYEIE 4. STANDARD-SPECIFIC AMENDMENTS

RIS ERE (SN EESR, OJAEEE Y AR IR TS R/ERIN, BLE Depending on the standard affected amendments and/or additions to the
et s above description may be necessary. Those amendments are described in
IEELA T EEIE T 73R8, the following section
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FSC

BN 2: WNRIGR AT LEEIEE] FSC BB EFER, TUV NORD CERT

GmbH ¥ EEE—ERE,

BIO0 3: 7ERRE FSCHRERIRREM+, AEABRHE—MiFEER, HE+8

DIRERGREERAVTENS R, AISERSHE 2 BARMAGIRFA, AEA
B e miRsR NEHRERE.
B¥AN 5: 7 FSCAERAIREREM+, AEABREMAER, WRHITES

=, ME=ERNZIGHREE,
AFHYREE BT,

RegmAR2E

AFAMERIAR, MHERER

BH0 9: 7EFRE FSCERAIZERZRM, ANSRIZERAE TUV NORD CERT
GmbH R E4E R Ame, BIRTLAEREEEE ASI (Assurance Services
ERRESE, NRBEEISANRERIER, AR
AEazka "FSC ElRR” .

International) .,

Additional to 2: If a complainant wishes anonymity in relation to an FSC
certified client, TUV NORD CERT GmbH will respect this wish.

Additional to 3: In all FSC related complaint cases, the responsible
employee establishes a schedule with proposed course of action to follow
up on the complaint or appeal; this is provided to the complainant within 2
weeks; the responsible employee keeps the complainant informed of
progress.

Additional to 5: In all FSC related complaint cases, the responsible
employee investigates all allegations and proposes actions to conclude the
complaint within 3 months; decisions resolving the complaint are made, or
are reviewed and approved, only by persons who are not involved in the
evaluation related to the complaint.

Additional to 9: In all FSC related complaint cases, the complainant is free to
contact AS| (Assurance Services International) if he is not satisfied with the
procedure or conclusions of TUV NORD CERT GmbH. As ultimate step, if
no satisfying result is reached, the complaint must be referred to FSC
International.
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