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Procedure for Handling of Appeals
1 Purpose and applicable scope
1.1 This procedure specifies the principles for the composition of appeal-handling workgroup and the appeal-handling procedure.  
1.2 This procedure applies to the method and procedure for the handling of appeals lodged by applicant or accredited CAB’s against CNAS. 
2 Referenced documents
CNAS-R02 Rules for Impartiality and Confidentiality
CNAS-R03 Rules for Handling of Appeals, Complaints and Disputes
CNAS-J06 Work Rules for the CNAS Special Committee for Appeal
CNAS-PD05 Procedure for Control of Nonconformities, Corrective Actions and Improvements
3 Definitions
3.1 Appeal: request of an applicant or accredited CAB for reconsideration of an adverse decision made by CNAS relating to its desired accreditation status.
Note: adverse decisions include: denial of application, refusal to continue assessment, requirements for taking corrective actions, change of accreditation scope, refusal to grant accreditation, suspension or withdrawal of accreditation, any other actions that hinder accreditation. 
4 Responsibilities
4.1 The Special Committee for Appeal is responsible for the investigation and handling of appeals.
4.2 The Quality Department is responsible for accepting appeals from appellants, contacting the appellants and the Special Committee for Appeal and collecting facts of nonconformities/potential nonconformities/improvements found during the appeal-handling process.
4.3 The Management Representative is responsible for organizing the implementation of corrective actions against the nonconformities/potential nonconformities/improvements found. 
5 Acceptance of appeals
5.1 Scope of appeal acceptance:
a) denial of application;
b) refusal to continue assessment;
c) requirements for taking corrective actions;
d) change of accreditation scope;
e) refusal to grant accreditation, suspension or withdrawal of accreditation;
f) any other actions that hinder accreditation. 
5.2 Conditions for acceptance of appeals
An effective appeal shall not only satisfy clause 5.1 but also meet the following conditions:
a) The appellant officially submits CNAS-PD07-04 Appeal Form in writing and relevant explanatory (or evidentiary) materials with official seal; 
b) The issue of appeal is within the scope of appeal acceptance;
c) The appellant shall be a directly related party to the issue of appeal; 
d) The time interval between the submission of appeal and the received decision or handling action shall not be more than 10 workdays. 
5.3 The Quality Department shall conduct preliminary review of the appeal materials within 3 workdays after receiving them from the appellant in accordance with the requirements of clause 5.1 and 5.2, fill out CNAS-PD07-01 Registration Form for Appeals and CNAS-PD07-05 Notification for Supplementation of Appeal Materials if supplementary materials are needed from the appellant and then submit the completed form(s) to the focal point Deputy Chief Executive for review and approval. 
5.4 Once the Quality Department has gathered all the appeal materials, it shall inform the Chair of the Special Committee for Appeal to organize handling of the appeal.
6 Handling of appeals
6.1 Chair of the Special Committee for Appeal or his/her appointed person is responsible for confirming the effectiveness of the appeal according to the content of the appeal materials and shall make the decision on acceptance within 5 workdays after receiving the materials. 
6.2 When an appeal is accepted, the Quality Department is responsible for delivering CNAS-PD07-02 Notification of Appeal Acceptance to the appellant. When an appeal is not accepted, the Quality Department is responsible for delivering the CNAS-PD07-07 Notification of Denial of Appeal Acceptance to the appellant with justifications for the denial. 
6.3 Based on the content of the appeal, the Chair of the Special Committee for Appeal shall organize members who do not have conflict of interest with the appellant for study or form a workgroup for investigation. 
6.4 Personnel involved in the handling of appeals shall be familiar with relevant national laws and regulations and accreditation requirements. 
6.5 Appeals can be handled by means of meeting deliberation, statements by both parties, deliberation on the testimony and written materials of relevant personnel, onsite investigation hearings, access to written evidences and/or consultation of experts. Normally, appeals are handled through meeting deliberations. 
6.5 The Quality Department is responsible for contacting members of the Special Committee for Appeal to attend meeting and determining the meeting date. Meanwhile, the Quality Department shall fill out CNAS-PD06-10 Information Transfer Sheet for Appeal/Complaint, notify the appeal-related departments to provide records, explanations or evidentiary materials when needed, participate in the appeal deliberation meetings to give onsite statement on the related issues.  
6.6 If the minimum number of people for holding a meeting is not reached within 45 days after the acceptance of an appeal, the Quality Department shall contact the Chair of the Special Committee for Appeal to get his/her approval for adopting the method of review of the appeal by correspondence. Once review by correspondence is determined, the Quality Department is responsible for sending the Appeal Form and the written materials provided by the appeal-related parties to the appeal-handing people.  
6.7 If a hearing is determined, the Quality Department shall deliver CNAS-PD07-08 Hearing Notice to the appellant, relevant departments of the CNAS Secretariat and the appeal-handling people 10 workdays before the hearing is held.   
6.8 Personnel involved in the handling of appeals shall objectively and impartially conduct investigation and give handling comments without any discrimination.   
6.9 An appeal shall be closed within 60 workdays from the day of acceptance; if the situation is complicated, the handling deadline can be appropriately extended with approval by the Chair of the Special Committee for Appeal. The extension period shall not be more than 6 months. The appellant shall be informed of the justification for extension.  
7 Resolution of appeals
7.1 An appeal shall be resolved on the basis of the results of discussion by the participants who shall sign their names on CNAS-PD07-03 Notification of Appeal Resolution. If an appeal is handled through review by correspondence, the resolution shall go into effect with the consent of more than 2/3 of the personnel involved in the review.
7.2 Member of the Special Committee for Appeal who has conflict of interest with the appeal shall avoid involvement and shall not participate in decision on the appeal. 
8 Execution of resolution 
8.1 The Quality Department is responsible for delivering CNAS-PD07-03 Notification of Appeal Resolution to the appellant according to the decision made by the Special Committee for Appeal. 
8.2 If the resolution result doesn’t support the original accreditation decision or other decisions, the Quality Department is responsible for delivering CNAS-PD07-03 Notification of Appeal Resolution to relevant departments and notify them to execute the resolution. 
8.3 With regard to decisions on suspension and withdrawal, if the appeal resolution is maintaining the original accreditation decision, the effective date of suspension or withdrawal is the original decision approval date. 
9 Confidentiality
The personnel involved in the appeal handling work shall keep confidential the information obtained from the appeal-handling process according to CNAS-R02 Rules for Impartiality and Confidentiality and shall sign CNAS-PD01-01 Statement of Impartiality and Confidentiality before handling the appeal. 
11 Corrective actions against nonconformities
The Quality Department shall report to the Management Representative existing or potential nonconforming facts about the CNAS QMS identified from the information of the appeal-handling process, take corrective/preventive or improvement actions according to CNAS-PD05 Procedure for Control of Nonconformities, Corrective Actions and Improvements, fill out CNAS-PD06-10 Information Transfer Sheet for Appeal/Complaint and feed the information back to the relevant departments who shall take corrective/preventive or improvement actions.
12 Records
The Quality Department is responsible for filing the records relevant to the handling of appeals. 
13 Record forms
CNAS-PD07-01 Registration Form for Appeals
CNAS-PD07-02 Notification of Appeal Acceptance
CNAS-PD07-03 Notification of Appeal Resolution
CNAS-PD07-04 Appeal Form
CNAS-PD07-05 Notification for Supplementation of Appeal Materials
CNAS-PD07-07 Notification of Denial of Appeal acceptance  
CNAS-PD07-08 Hearing Notice
CNAS-PD07-09 Letter of Authorization
CNAS-PD01-01 Statement of Impartiality and Confidentiality
CNAS-PD06-10 Information Transfer Sheet for Appeal/Complaint 
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