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Revizyon | Revizyon Madde
No / Tarihi / No / Revizyon igerigi
Revision Revision Article Revision Content
No Date No
Tumii / 45011, 17020 standartlari ile uyum saglandi.
01 11.11.2007 All Compliance with standards 45011, 17020 was achieved.
Tumi / | Dokiman formati ve dokiiman kodu degisti.
02 24.05.2010 All Format and code of the document have changed.
4.6, 4.7 . . -
; 4.6 ve 4.7 eklendi, 5.0 revize edildi.
03 07.12.2015 veSI%nd 4.6 and 4.7 have been added, 5.0 has been revised.
04 06.03.2017 Tumi / | Kiwa logo ve unvan degisikligi nedeniyle revize edilmistir.

o All Kiwa has been revised due to the change in its logo and title.
S.M.FR.020/05.03.2016/R0 Guven ve Gizlilik Beyani ile uyumlu
hale getirildi.

05 20.10.2017 4.6 S.M.FR.020/05.03.2016/R0 has been aligned with Declaration
of Trust and Confidentiality.
FR.005 Given ve Gizlilik S6zlesmesi ifadesi FR.005 Guiven ve

Tumii / Gizlilik Beyani olarak glincellendi. _ o

06 11.05.2018 All The statement “FR.005 Trust and Confidentiality Agreement”
has been updated as “FR.005 Trust and Confidentiality
Declaration”.

41 43 TS EN ISO/IEC 17024 standardi gerek_leri icin ilav_eler yapildi.
07 24.07.2018 4' 6, 4' 9’ Additions were made in accordance with the requirements of TS
T EN ISO / IEC 17024 standard.

Kiwa Mydesk KAMS sistemine gecis igcin gerekli gbzden

08 01.04.2019 | Tumu/ | gegirme ve Kkontroller yapildi.

Version 1.0 All The necessary revisions and examinations for the transition to

the Kiwa Mydesk KAMS system were carried out.
B.01.03 F -ALL- Kiwa Calisanlari Uygunluk Beyani, B.01.06 F -
ALL- Kiwa Dis Personeli Uygunluk Beyani ve B.01.05 F -ALL-
iigili Taraflar Uygunluk Beyani dokiimanlarina atiflar eklendi.

09 17.07.2019 { Tumi/ | References were added to B.01.03 F -ALL- Kiwa Employees

Version 2.0 All Declaration of Conformity, B.01.06 F -ALL- Kiwa External

Personnel Declaration of Conformity and B.01.05 F -ALL-
Relevant Parties Declaration of Conformity.
ilk cimle baslangici “4.1Kiwa, faaliyet alanindaki tim prosesler
sirasinda..” olarak degistirildi. Son paragraf eklendi.

4.1 The beginning of the first sentence was changed as “ 4.1 During
all processes in its field of activity, Kiwa...”. The last paragraph
was added.
ilk cimle baslangici “4.2Bu beyanlarda ve gizlilik

4.2 sdzlesmelerinde..” olarak degistirildi.

' The beginning of the first sentence was changed as "4.2 In
10 06.12.2019 these declarations and confidentiality agreements.."
Version 3.0 ISO 17025:2017 standardi madde 4.2.1 ve 4.2.3 gereksinimleri

4.10 olarak 4.10 ve 4.11 maddeleri eklendi.

411 Articles 4.10 and 4.11 have been added in accordance with the
articles 4.2.1 and 4.2.3 of ISO 17025:2017 standard.

Gizlilik kapsaminda degerlendirlen FR.117, FR.124 ve
L.FR.006 s6zlesme ve formuna referans verildi.

5 Reference was made to agreement and forms FR.117, FR.124
and L.FR.006, which were evaluated within the scope of
confidentiality.
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GizZLILIK PROSEDURU kiwa

1.0 AMAC / PURPOSE

11 Kiwa mdusterilerine ait bilgilerin gizliligini saglamak Uzere bir sistem tanimlamaktir. / It is to
define a system to ensure the confidentiality of Kiwa’s customers' information.

2.0 KAPSAM / SCOPE

2.1

3.0

Bu prosedir, Kiwa personeli ve temsilcileri i¢in uygulanir. / This procedure applies to employees
and representatives of Kiwa

SORUMLULUKLAR / RESPONSIBILITIES

3.1

4.0

Operasyon Mudiri, Kiwa icin ¢alisan tim personele gizlilik ile ilgili belgelerin teblig edilmesini ve
imzalanmasini saglar. Bu dokimanlar ilgili personele ait dosyalarda saklanir. / The Operations
Manager ensures that all employees of Kiwa are notified to confidentiality documents and these
documents are signed. These documents are stored in the files of the relevant employee.

UYGULAMA / APPLICATION

4.1

4.2

4.3

Kiwa, faaliyet alanindaki tim prosesler sirasinda elde edilen tim bilgileri gizli tutmaktadir. Bu
amagla tim tam zamanli personel, denetgiler, teknik uzmanlar ve komite tyeleri ilgili agagidaki
Uygunluk Beyanlarini imzalarlar. Bu evrak ilgili personelin dosyasinda saklanir: / Kiwa keeps all
information obtained during all processes in its field of activity confidential. To this end, all full-time
employees, auditors, technical experts and committee members sign the following relevant
Declarations of Conformity. This document is stored in the file of the relevant employee:

B.01.03 F -ALL- Kiwa Calisanlari Uygunluk Beyani / B.01.03 F -ALL- Conformity Decleration Kiwa
Employees

B.01.06 F -ALL- Kiwa Dig Personeli Uygunluk Beyani / B.01.06 F -ALL- Conformity Decleration
Subcontractors

B.01.05 F -ALL- ilgili Taraflar Uygunluk Beyani / B.01.05 F -ALL — Conformity Decleration
Interested Parties

Kiwa tedarikgileri, dis kurulus personeli veya Kiwa laboratuvari adina faaliyet gosteren sahislar da
dahil tim calisanlar, Kiwa faaliyetlerinin gerceklestiriimesi sirasinda elde edilen ya da olusturulan
tim bilgileri gizli tutmakla yiktumladdr ve bu durum gizlilik s6zlesmeleri ile glivence altina alinir. /
All employees, including Kiwa suppliers, personnel of an external organization or parties acting
on behalf of the Kiwa laboratory, are obliged to keep confidential all information obtained or
created in the course of implementation of the Kiwa activities and this is guaranteed by
confidentiality agreements.

Bu beyanlarda ve gizlilik sézlesmelerinde verilen kosullara uygun olmayan davraniglarda
bulunulmasi halinde sézlesmeler feshedilebilir. Kiwa ayrica ihlali gerceklestiren kigiler hakkinda
yasal yollara bagvuracaktir. / Agreements may be terminated in case of non-compliance with the
conditions given in these declarations and confidentiality agreements. Also Kiwa is to take legal
action against the violators.

Kiwa yasal makamlardan gelen talepler ve akreditasyon kurumu istekleri durumunda musteri veya
aday(personel belgelendirme kapsaminda) bilgilerini verebilir. Bunun diginda mdisteri yazili izni
olmaksizin musteri bilgileri Gg¢lincli sahislara veriimez. Kiwa musteriye ait butliin basih ve
elektronik veriyi sakli tutar. / Kiwa can provide customer or candidate information (within the scope
of personnel certification) in the case of requests from legal authorities and accreditation agency.
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4.4

4.5

4.6

4.7

4.8

4.9

GizZLILIK PROSEDURU kiwa

Aside from that, customer information is not provided to third parties without the written consent of
the customer. Kiwa reserves all printed and electronic data belonging to the customer.

Sikayetler ve itirazlarin ¢ézimlenmesi sirasinda agiklik ve gizlilik prensipleri arasinda dengenin
saglanmasi gereklidir. / During the resolution of complaints and appeals, it is necessary to balance
the principles of openness and confidentiality.

Kiwa mdasteri verilerine ulasimi sinirlamak Uzere fiziksel ve elektronik gulvenlik tedbirleri
almaktadir. / Kiwa takes physical and electronic security measures to limit access to customer
data.

Kiwa yasal zorunluluktan dolayi gizli bilgilerin verilmesi gerektiginde, yasal bir engel yoksa temin
edilecek bilgileri ilgili tarafa bildirmektedir. / When confidential information has to be provided due
to a legal obligation, Kiwa notifies the interested party of the information to be provided, unless
there is a legal obstacle.

Uygunluk degerlendirme sireci tamamlandiktan sonra Kiwa personeli musteriden kendisine
verilen elektronik dokimanlari silip, diger basili dokimanlari Kiwa’ya iletir. / Once the conformity
assessment process is complete, employees of Kiwa delete the electronic documents provided to
them from the customer and hand in the other printed documents to Kiwa.

Bu prosedirde bahsedilen sartlara ek olarak GD.001 Belgelendirme Kurallari, SD.002 Temel
Politikalar, Uygunluk Beyani, FR.001 ve FR.001-A UDP Hizmet Sézlesmesi dokimanlarindaki
sartlar bir bitlin olarak uygulanir. / In addition to the terms stated in this procedure, the terms in
the documents of GD.001 Certification Rules, SD.002 Principal Policies, Conformity Declaration ,
FR.001 and FR.001-A UDP Service Agreement are applied as a whole.

Kiwa ayni zamanda faaliyetlerine mudahil olabilecek ilgili taraflarla gizliligi glivence altina alan
anlagmalar imzalamaktadir. / Kiwa also signs confidentiality agreements with relevant parties who
may be involved in its activities.

410 Kiwa laboratuvari faaliyetlerinin gerceklestiriimesi siuresince elde edilen veya olusturulan

bitin bilgilerin yénetiminden yasal yukiumldlikler dogrultusunda sorumludur. Kiwa laboratuvari,
kamuya acik hale getirmek istedigi bilgi hakkinda musteriyi 6nceden bilgilendirir. Bilginin misteri
tarafindan kamuya agik hale getirildigi veya Kiwa laboratuvari ile musterisi arasinda anlasma
oldugu durumlar hari¢ (6r. sikayetlere cevap verilmesi amacli), diger tim bilgiler 6zel bilgi olarak
degerlendirilir ve bu bilgiler gizli bilgi kabul edilir.

Kiwa is responsible for the management of all information obtained or created during the
implementation of laboratory activities in accordance with legal obligations. The Kiwa laboratory
informs the customer in advance about the information it intends to make public. Except where the
information has been made public by the client or where there is an agreement between the Kiwa
lab and its client (e.g. for the purpose of responding to complaints), all other information is
considered private information and is considered confidential.

411  Kiwa laboratuvari musterisi disindaki (6r. sikayetci, dizenleyici merciler) kaynaklardan elde

edilen, musteri hakkindaki bilgiler musteriyle Kiwa laboratuvari arasinda gizli kalir. Bu bilgilerin
saglayicisi (kaynak) Kiwa laboratuvari tarafindan gizli tutulur ve kaynak tarafindan onaylanmadigi
muddetce musteriyle paylasiimaz. / Information about the customer obtained from sources other
than the Kiwa lab customer (e.g. complainant, regulatory authorities) remains confidential between
the client and the Kiwa laboratory. The provider of this information (source) is kept confidential by
the Kiwa lab and is not shared with the client unless approved by the source.
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GizZLILIK PROSEDURU ki Wa

5.0 KAYITLAR / RECORDS

B.01.03 F -ALL- Kiwa Cahlganlari Uygunluk Beyani / B.01.03 F -ALL- Conformity Decleration Kiwa

Employees

B.01.06 F -ALL- Kiwa Dig Personeli Uygunluk Beyani / B.01.06 F -ALL- Conformity Decleration

Subcontractors

B.01.05 F -ALL- ilgili Taraflar Uygunluk Beyani / B.01.05 F -ALL — Conformity Decleration Interested

Parties

GD.001 Belgelendirme Kurallari / GD.001 Rules of Certification

SD.002 Temel Politikalar / SD.002 Principal Policies

FR.001 Tam Zamanh UDP Hizmet Sézlesmesi / FR.001 Full Time UDP Service Agreement

FR.001-A Dis UDP Hizmet Soézlesmesi / FR.001-A External UDP Service Agreement

FR.117 Gizlilik S6zlesmesi / FR.117 Confidentiality Agreement

FR.124 Muhasebeci Gizlilik Sézlesmesi / FR.124 Accountant Confidentiality Agreement

L.FR.006 Laboratuvar Ziyaret¢i Taahhitname Formu / L.FR.006 Laboratory Visitor Commitment Form

6.0 REFERANSLAR/REFERENCES

TS EN ISO/IEC 17021

Uygunluk Degerlendirmesi - Yonetim Sistemlerinin Tetkikini ve Belgelendirmesini Saglayan
Kuruluslar icin Sartlar / Conformity Assessment - Terms for Organizations Providing Audit and
Certification of Management Systems

TS EN ISO/IEC 17020

Cesitli Tipteki Muayene Kuruluslarin Galistirimalari igin Genel Kriterler / General Criteria for the
Operation of Various Types of Inspection Organizations

TS EN ISO/IEC 17065

Uygunluk degerlendirmesi - Uriin, proses ve hizmet belgelendirmesi yapan kuruluglar icin sartlar /
Conformity assessment - Terms for organizations certifying products, processes and services

TS EN ISO/IEC 17024

Uygunluk Degerlendirmesi - Personel Belgelendirmesi Yapan Kuruluslar icin Genel Sartlar /
Conformity Assessment - General Terms for Personnel Certification Organizations

TS EN ISO/IEC 17025

Deney ve Kalibrasyon Laboratuvarlarinin Yeterliligi icin Genel Sartlar / General Terms for the
Competence of Testing and Calibration Laboratories
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