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1. Purpose H&Y

This work instruction is developed according to the relevant requirements of the State Administration
for Market Regulation(CNCA) and CNAS accreditation requirements, combined with own actual
situation. The purpose is to protect the personnel of TUV SUD Certification Testing (China) Co., Ltd.
(hereinafter as TUV SUD (China)) and the audited factories so as to control the CORONA (COVID-19)
virus epidemic situation, and in the meantime, to ensure the effectiveness of certification and continuity
of certification business and also ensure the certification activities is under- controlled, consistently and
effectively managed.

ARPEEINERN (FED BRAE (UTEHRER (hED ) MZRE&AFARZE, AW
EHI2019M B BN HETE, FEABKRAEBIIEFAEL SaESS, REEIFEH
EPVETAERISENE, RIFBHABELSR GAKEZE) BXEXRMCNASINATER, LFE5B5KMR
HRFFHEREWIESH.

2.Scope e

This work instruction applies to voluntary product certification activities in TUV SUD (China)

KElESHEERTREE (FE) BEMZSIAMEESE.
3. Responsibilities BR 3%

The head of the regional/company HSE is responsible for the preparation of the TUV SUD (China)
operation emergency response measures and the arrangement of the implementation.

Xt/ ARIHSEG R AfasidmbliaE (PED BITNIEESRHARHX ;.

CRT-CHN coordinate with HSE and HR department for emergency response management of relevant
certification personnel and activities during epidemic period within TUV SUD (China). CRT-CHN is also
responsible to formulate a work program for prevention and control other than emergency
management within the institution, and to guide business units to organize and carry out various
certification work during epidemic period.

WIESR 1 fa SR EZ B BT HA B AL & HSE SR T AHRER MSSF A PIAIE X A RFERIHIR 2
B, FIERNAANRSEREUIMIPHETERR, HSSEMINARTREBHIZHESm
IWIETAE.

Technical Certifiers are responsible to arrange communication with customers during this period, plan
the evaluation and follow-up measures after the COVID-19, if applicable.

BERBRARZFANRRAERBHEHERASERRITESABMR, FHRYINESEZG RN
RIRARENEEREER (MRER) .

Factory inspectors are responsible for communicating information related to the on-site inspection.
Other divisions of responsibilities are detailed in chapter 4.

T RERHRESMPRERXNESEE. BEMIREXT, FLEIET.
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4 Work Instruction {gMl3§ S

4.1 Emergency Response Measures within the institution & 15RF I HA M AR IEI TN S &8

Please refer to GCN procedure “Emergency Response Measures” (GCN_ HSE_P_03CS).
FEENAPEXIEF (RAEHHESME) (GCN_HSE_P_03CS) .

4.2 Communication {5 2418 5353

4.2.1 Communication with the Administrative authorities 5¥& 158 X8 E HTECAE

During this epidemic period, the head of the regional/company HSE is responsible for communicating
actively with the territorial government and it's representative departments on the measures and
requirements for epidemic prevention and control, to deal with them in a timely manner, and to inform
all employees of the specific measures to be implemented if necessary. In accordance with the
requirements of epidemic prevention and control, the head of the regional/company HSE may establish
the employee information reporting system and initiate the implementation.

RIERIEEAE, X/ ARHSEAR ANRERBMBAAREERIIMRE X EBHIZENER, £
KRB, KA, »ENEHRERTIERIMIER. MIRBREREEXR, EYRT
SRREFIEH L.

4.2.2 Administrative communication related to certification 5iA\iE T XM TEUAIE

a) TUV SUD (China) will promptly announce to the community the implementation of the certification
work during the epidemic peroid, and inform local market regulators when needed;

a) MfE (PED FEREHIEFHEMNIMETEXRA REMNEES AT, HESEMERLS
MIAMEERRT;

b) CRT-CHN actively obtains the relevant requirements from the State Administration for Market

Regulation (CNCA) and promptly reports the relevant factory inspection information and the extension
of validity and suspension status of the relevant certificates to CNCA,;

b) INEBBIIRMAMTIAEE LR/ CGAKE) MEXEXK, R LREXI KEESFE
RINEIEB B BHAINGE 55 & 5157 5
c) CRT-CHN tries every means to maintain a good communication with accreditation body CNAS, to

understand it's accreditation requirements, and timely report the implementation of the certification
work during this period to the CNAS, if needed;

c) INESR TSIAATHIMICNASIRIFAE, THIARTENR, SErRIEEIEREERERIAEL
LT RIRIEINFTHLAG ;
d) CRT-CHN actively obtains the relevant requirements of the accreditation authority, and reports the

relevant factory inspection information and the extension of validity and suspension status of the
relevant certificates, if needed;

d) TAIESRI TR IR BUA FT AL A RO AE S ZE K, A ZE R mIA AT AL AR R B R 1B 2 M AV 3R IELH 2R T
TRE. IEBHYHIRE S E FF1E

4.2.3 Communication with customer 5%& P HI{E 25418

During the epidemic period, all relevant personnel involved in the certification activities shall adopt a
variety of ways to maintain smooth communication with clients, identify and inform customers of the

certification plans during this time, and ensure that customers are aware of the impact of the COVID-
19 on certification activities and obtain appropriate solutions, including but not limited to the following:
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RIGRIEHAE, MBEESSNEESRNEXAR, ERBEMAASEARFEMNEDNE,
RA HEHEEFBREFRERANEEN R, BEREPIBRBXNALEENRZNFH IR
SEENMRER, SRERRTUTAR:

a) TUV SUD (China)'s emergency response measures during COVID-19 outbreak period, see 4.1;

a) ZIEMIZHAEIREE (PED MNSEEER, W4.1;

b) Seek to personalized measures to ensure the validity of the certificate owned by the customers, on
the condition to meet this work instruction;

b) EFFEANEAIESBIEMRT, RIEEFERIEPBR NN MEILIER;

¢) The response measures to the projects which cannot be completed as scheduled due to the impact
of the outbreak;

c) SR IBFNIA e R AT A I B B R X457 5

d) Responses measures to factory inspections during the outbreak.

d) EEIBHES R I ER NI,

TUV SUD (China) takes special care of the customers whose products are beneficial to the people's
livelihood and the epidemic prevention and control during this period. The relevant personnel should
communicate with these customers and try as far as possible to meet their certification needs on the
condition that national regulations and internal procedures are fulfilled. Head of CRT-CHN shall be
contacted so as to find a suitable solution and to report such situation to CNCA and CNAS, if
necessary.

FEfE (RED H3XEEBHIERESREREMEBHIZNAEXER, BXARSHEHAR
HEFESERAEFNBATRENRRT, MRAREHKELANER K. LEN, FREEKR
WIEBRIRARA, UEESERNRT BH K ERINEZEMCNAS.

4.2.4 Communication related to factory inspection 5 T #&&H X5 2 0&

If a factory inspection is to implement during the epidemic, the factory inspector should communicate
with the factory’s representative, including but not limited to below information:
EERBHEEFRI WERE, I ©®ERNST] KFQBES, SFERRT:

a) Local epidemic situation and administrative control requirements in the factory location;

a) I FifEt R B E R RITHEIEEK;

b) When the certified products have been put back on production;

b) &k & TE 5 FE 3K IE - SR AT (8] ;

¢) When to deliver the certified products;

¢) AT HBIAUESE Bl A~ ARt iE);

d) Whether the existing inventory products still meet the customer's requirements and whether there
are concessions to be released;

d) MBEF~REENHFEEREKR, URRBEFEILLHITHER;

e) Whether an alternative production site is applied for the certified products, and whether the whole or
part of production process is subcontracted to other organizations, if applicable, the controls measures
of the alternative production sites and/or subcontracting organizations shall be shared;

e) RIE~MEREMBRNES~TF, IRERNERHEMAL, URBKNES~AHFHS
BLLA LRI AE KRB AIEHIFE T ;
f) Information from the certificate holder that can help to prove the certification validity, including but not

limited to relevant manuals, procedures, records, etc., a questionnaire or a self-assessment report
might be necessary, if needed,;
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f) ATLGERASRIEALLEB AN MESR, BFEERRTHEXNFM. BF. ERF, ©EHA
BERALEERERIRERBITMRE;

All the above communication should be carried out in writing as far as possible.

FrEMaiBidizE, MRAgEUPEFEAHIT.
4.3 Arrangements for certification projects JAELR B B & HE

4.3.1 Initial factory inspection during COVID-19 JZ {§HABIRE A T & &

During the COVID-19 prevention and control period, basically, TUV SUD (China) does not assign any
staff to carry out on-site factory inspection in the affected areas and epidemic focus areas. In non-
epidemic areas, a factory inspection can be performed, provided that below criteria are fulfilled:

wRIEpERE, ENEEE (FE) TREAREEXREBESXBRRITERL &
T, WERE, BANEL] ©EFNHES. SEFERASHERAL ©FE, FI &1L
T&EM:

a) no hazards to health of factory inspector and other staff exists;

a) ZMAFEN AN L BEAREMBAXARERFFEE;

b) The acceptance of factory and inspector is given;

b) T/ MG ERPEEZ A E L

¢) The factory has resumed production or resumed the online production of certified products;

o) I BMEL R EAELE RIS

d) There are no travel restrictions within the TUV SUD Group and within the administrative office of the
plant location.

d) EEfERRN AL FRAEMITENAE T HITREIAE.

TUV SU__D (China) can reply on the factory inspection results carried out by other certification body
within TUV SUD group, provided the product category is same and inspection date is not earlier than
12 months from initial certification decision date.

FafE (hE) AIRIETUV SUD SEAREIMKAEETL R EMRERNIAENFR RN I aE
#ZR, BFREANF—H, BEEOMBAEREBFABE121A.

Considering internal risk control, basically, TUV SUD (China) doesn’t consider remote audit for initial
factory inspection activities. The initial factory inspection should be scheduled within 3 months after the
outbreak is lifted.

ZRBIAMARESG, FULE, BEE (hE) AEEBTEMTERL REFD. BRI &
ENZHERIBRREITARET.

4.3.2 Follow-up surveillance during COVID-19 ¥ IEHEAE AT T BN &

Follow-up surveillance should be performed as scheduled in non-epidemic areas, provided that below
criteria are fulfilled:

AEFEXALEEERE, RRERITKIHIT, EL B&EUATEMY:

a) no hazards to health of factory inspector and other staff exists;

a) ZIMAEH ARV I RERREMBEXARERZHREE;

b) The acceptance of factory and inspector is given;

b) T]” f1t&E R B EIEZ AR E LM

c) The factory has resumed production or resumed the online production of certified products;
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c) LI BWESE =Nk E A LE M IRIE~ m;
d) There are no travel restrictions within the TUV SUD Group and within the administrative office of the
plant location.

d) EEfERANE AL FAEMITENAE THITREIFE.

Otherwise, follow-up surveillance should be re-scheduled but not delayed more than 3 months from the
original planned date for low risk region. Follow-up surveillance for high & medium risk region should
be performed within 3 months after downgrading into low risk region.

B AEFITEEREFBEREL, BRNEBXAREBRTEITBEAINA. heXkit
XNERERARRNGEE3N BN EHZ.

According to the policy from the relevant authorities, remote surveillance audits are allowed, provided
that the factory has resumed production or resumed the online production of certified products, details
please refer to 4.4. Technical certifier and/or factory inspector shall notify CRT-CHN the remote audit
plan and result, so as to report to CNCA and CNAS, if needed.

RIFBEENLEXECR, ZRMERETEAITN, FHERI BMEE~HIRE A LE 7K
W R. BEFELESRIENL4. ZHBENENEAREFZAMS I ERFEIMNESRIIRE
KREXIFER, UEEERKETECNCAFICNASIRE .

If none of above mentioned options could be achieved for follow-up surveillance, TUV SUD (China)
may negotiate with the customers and suspend the corresponding certificate. The maximum time for
suspension is from the date of suspension to the end of third month after the outbreak is lifted.

HLRFREIESEI, BfE (hE) ASHFHEAHE, MEMMEBEREREELE. HiE
AEM R KFIRAL F2 BEEZEFRBRREIMRAA.

4.3.3 Surveillance for re-certification during COVID-19 Z1EEABIFIBIAIE L] &

Measures for factory inspection in the purpose of re-certification is same as initial certification, that the
factory inspection activity shall be completed with satisfactory results before certification decision. TUV
SUD (China) can reply on the factory inspection results carried out by other certification bodies within
the TUV SUD group, provided the product category is same and inspection date is not earlier than 12
months from certification decision date.

BNENI EXRARSERNE—H, EBAMDMEPRER, BMNEL KEETK
HEM. BfE (FED ARETOV SUD EERIRAER L REFRENINENEETEREY
T RE4R, Bzl REMNN~@EINFT -8, BEFNBAMEPRE BABI1210
=

Considering internal risk control, basically, TUV SUD (China) doesn’t consider remote audit for re-
certification or extending the certification period.

ZRBAMREES, RUWLE, FEfE (PE) AZEEEAITHEMNEL RESFIEBTEH.

4.3.4 Other certification activities during COVID-19 JZ {EHAIBHI E A IESE TN

During the COVID-19 prevention and control period, for initial certification and recertification, the
related certification activities such as certification application, contract review, evaluation planning,
review and certification decision, etc. are carried out normally.

TUV SUD Certification and Testing (China) Co., Ltd. FEfEI\IER&N (FE) BRAF
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EBIEEE, FURAEMBAES ROEMINEES), IAERE. SRITFHE. HRAEER
X\ ERAMINEREFIVEERNESHET,

Evaluation activities such as testing and inspection are subject to the related labs and inspection
bodies of corresponding business units and follow the corresponding prevention and control programs
for implementing.

FNESINR . R1E%F, ARWSHESETNNNSENAKERGERR, 5L,

In the event that factory inspection activities are involved, 4.3.1~4.3.3 shall be followed.
WRITREFRNIER, 1R4.3.1~433FFEHNIT,

4.4 The use of ICT during COVID-19 ¥Z1&HAIE] | CTiZFEH AR AY 2 F3

4.4.1 General —fRZE 3K

TUV SUD (China) values the safety and convenience brought by information and communication

technology (ICT) during COVID-19 period. On the condition that global IT procures “IT-Governance”
(CLC-IT-001) and ” IT Security and Compliance” are followed properly to guarantee information

security and data confidentiality during this process, remote ICT application is highly recommended to

internal staff during internal management and certification activities, including but not limited to:

HEIERE, BAE (FE) ERICTRASRNZESMENM, EETERAITIERF (EEHAR
EIE) (CLC-IT-001) 1 {(EEHARREEE#M) (CLC-IT-002) URIEEEZEMEFER
BREM L, SRR TRRERTSEERICTFRREBMGESEEIET, GFETR
PRT:

a) Internal and external meetings for application review and evaluation planning;

a) SINETEEMRRIE KRN E BRI

b) Trainings for the development of certification personnel;

b) 79IAMEA SR RE DR F AT TR

¢c) QMS activities to maintain internal quality system, such as internal audits, and management
reviews;

c) M REEEARMFITHAIINIRESIEER), . NBFEZ. BBITHESF;

d) Follow-up surveillance, refer to 4.3.2;

d) flITIRE®RE, 4.3.2

4.4.2 Remote follow-up surveillance ITFZ IS EE 46 25

During COVID-19 period, if remote follow-up surveillance is to be conducted, the factory inspector shall
communicate with the factory representative and collect required documentation in consideration of the
factory condition, product properties and requirements of CIG 023, etc. and then do risk assessment of
the factory. If the risk is considered as controllable, technical certifier shall be contacted to update
surveillance planning and create a specific surveillance plan. Factory inspectors shall review the
collected documents and ask the factory’s cooperation during remote ICT surveillance.

aREpiEHEE ZAEELRATEERE, NHI ®ERS5T] KFA8, I 1H
Sy FRBMMCIG 0238k, MHEWERESRR, HEITHEITE. ERETE, 5%
MEARZEFAMBEITRERINAGR, FIEENHRERR. I RERKBEZERAR, MK
SRMFRITHEE, BRI BESERICTRE.
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Documents to be collected shall include but not limited to:

EWERNEREEERRTLUT:

a) Changes since last factory inspection;

a) BLEREELURELIFR;

b) The latest internal audit report and management review report;

b) RIE—RAHRERITHERE;

c¢) Satisfactory test report and testing records of the relevant products;

c) HAX~REMMRENIRERICE;

d) Measures taken to ensure the certified products’ conformity and the relevant records during COVID-
19 period.

d) ZIERFIZEAE], &R ARBRINERN A~ mATEMEE KRB HEREZEXICE;

e) Non-conformities and their relevant corrective measures during national and local monitoring;

e) ERKMFG = miniEeE o &L IAY (o) 70 K B p e ;

f) Handling of appeals/complaints from the customers;

f) MEBRARIFLIERER;

g) Documents required to maintain the effectiveness of quality management systems for the certified
products;

0) HFEAMIAMEERBYURFFMIEIT A~ MIRIEAR R TR E M

h) Other documents or records required by CIG 023 and relevant certificate rule.

h) £3%CIG 023FIHERINIESE AN K ZK, PRI SERlgicR.

4.4.3 Measures after COVID-19 JZ &SI

During COVID-19 period, if some records would be missing by using remote ICT as alternative and
these records would lead to critical impact on the certification accuracy, such certification application
shall be politely turned down for further proceeding or not use alternative measures during planning. If
the impact is not critical, such records shall be collected within 3 months after the outbreak is lifted. For
the QMS activities, if some process couldn’t be fulfilled by using remote ICT as alternative, CRT-CHN
shall evaluate whether it will have a great effect on ISO 17065 quality system, if yes, relevant activities
shall be supplemented within 3 months after the outbreak is lifted, otherwise, it could be considered in
the next same activity. For other situations, similar principle applies.

wRERE, ICTRIESRNEMAESBRLIERREK, RINDERMERRASM, NE
BRI R ITEGE A IRIZIAIE, AR RRYA, BHERAAXERER. ERWE), N
EERBEEREINMAA, #HITHR. TREREEEED, HREIETEIH, NEBIIRIT
EZREXNBHIZITISO 17065 EERFRNIFM, HEWEA, NAERBEREIMARN
I BB, AET—FEHTELR. AMTREENRED, tNEEHRARNESERIT.

5. Records 123%

The head of the regional/company HSE is responsible maintain the records related to emergency
response measures and communication records with local government.

AR EEMSEEAXNBITEUAEEXIERAXE/ABHSERX AR ARIERH?
*®7F.

CRT-CHN is responsible to maintain the communication records with the authorities such as CNCA
and CNAS.

SINET/EMEXHITBUAEIER, HIAERIIRARRE.

TUV SUD Certification and Testing (China) Co., Ltd. FEfEI\IER&N (FE) BRAF
TUV SUD Group TUV FgfE=E&EH



Revision Effective Date
RAS £HAM Work Instruction
02 2020-06-01 e
Doc. No. Page e ﬁEJL*EEF#
= Certification during Prevention and Control of
GCN_CCB_W_2 11/11 S S e o 47 A a0 8
Sy S

The relevant records in relation to the factory inspection of a specific project are kept by the factory
inspectors and shall be uploaded to the project documentation folder, if needed.

BFIBETERIT RENEXERICR, HL] ®ERHNR, FEFE,

.

HLEEMEX

The other records in relation to COVID-19 prevention and control are kept by the technical certifier and
shall be uploaded to the project documentation folder, if needed.

B E P 5EBHERXNEMICR, BRIBEREFARR, &

.

FE, FLEEMBEX

6. Relevant Documents 33 4

IAF 1D3:2011

T/CCAA35-2020

WA EOCR D
(2020) 165

GCN_ HSE_P_03CS
CNAS-CC14-2019

CLC-IT-001
CLC-IT-002

IAF INFORMATIVE DOCUMENT FOR MANAGEMENT OF
EXTRAORDINARY EVENTS OR CIRCUMSTANCES AFFECTING ABS,
CABS AND CERTIFIED ORGANIZATIONS {(SMIARTHLA, AI&IFEENH
MIKIEE LR B G RIF RN EER)

"Guidelines for Certification Bodies to Respond to Outbreaks of New Coronary
Virus Pneumonia” {IAMERLAA R X 8w IR R b K Z 1B LEfe )

"CNAS Notice on Accreditation Work Arrangements during the Prevention and
Control of the New Coronary Pneumonia Outbreak” {CNASXT7E 7 fi#
BRI EAE A AT TAE R HERYIE R )

Emergency Response Measures R& B4 NATE

The use of information and communication technology (ICT) for auditing
purpose (EEFBERAR (CT) EHZPNA)

IT-Governance {5 B AR EE

IT Security and Compliance § EFAREZE£ 548 M
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