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Soil Association Certification Limited Forestry Department 

Appeal, Complaint or Comment Form 

<Formulir Banding, Pengaduan, atau Komentar> 

> Please read the Appeal and Complaint Resolution Procedure (IP-GEN-004) before filling 
in this form. It can be found on our website here – Appeal and Complaint Resolution 

< Silakan baca Prosedur Resolusi Banding dan Keluhan (IP-GEN-004) sebelum mengisi 
formulir ini. Dokumen tersebut dapat ditemukan di website kami di sini - Appeal and 
Complaint Resolution > 
 
> Should you need any help in completing this form, please contact the UK office on  
+44 (0) 117 914 2435 

< Jika Anda memerlukan bantuan dalam mengisi formulir ini, silakan hubungi kantor UK di 
+44 (0) 117 914 2435 > 
 
> The Soil Association privacy policy can be viewed on here: Privacy Policy  

< Kebijakan privasi Soil Association dapat di lihat di sini: Privacy Policy > 

 

1. Submission of an appeal, complaint or comment 
< Penyampaian banding, keluhan atau komentar > 

 
NOTE: Fields which are mandatory to be completed for an appeal or 
complaint are underlined 

< CATATAN: Kolom yang wajib diisi untuk banding atau keluhan digarisbawahi > 

Review by Soil 
Association (SA) 
Certification (for 
Office Use only)  

< Tinjauan oleh 
Soil Association 
(SA) Certification 
(hanya untuk 
keperluan 
kantor) >   

Submission type?  
(see Appeal and Complaint 
resolution procedure IP-
GEN-004 for definitions): 

< Jenis penyampaian? 
(Lihat Prosedur Resolusi 
Banding dan Keluhan IP-GEN-
004 untuk penjelasan): > 

☐ Appeal  < Banding > 

☐ Complaint < Keluhan > 

☐ Comment < Komentar >  

 

 

Name(s) of 
appellant/complainant: 

< Nama yang 
menyampaikan banding/ 

Click here to enter text. ☐ Confirmed 

< di konfirmasi > 

https://www.soilassociation.org/certification/forestry/contact-the-forestry-team/appeal-complaints-resolution-procedure/
https://www.soilassociation.org/certification/forestry/contact-the-forestry-team/appeal-complaints-resolution-procedure/
https://www.soilassociation.org/certification/forestry/contact-the-forestry-team/appeal-complaints-resolution-procedure/
https://www.soilassociation.org/privacy-policy/
https://www.soilassociation.org/privacy-policy/
https://www.soilassociation.org/certification/forestry/contact-the-forestry-team/appeal-complaints-resolution-procedure/
https://www.soilassociation.org/certification/forestry/contact-the-forestry-team/appeal-complaints-resolution-procedure/
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keluhan: > 

Organisation/Affiliation: 
< Organisasi/ Afiliasi: > 

Click here to enter text.  

Contact information  
< Kontak informasi > 

Address: 
< Alamat: > 
 
Please include Postcode & 
Country (as appropriate) 
< Mohon dimasukan 
kodepos & Negara (jika 
diperlukan) > 

Click here to enter text. 
 

☐ Confirmed 

< di konfirmasi > 
 

Landline Telephone: 
< Telepon rumah/kantor: > 

Click here to enter text.  

Mobile Telephone: 
< Telepon Seluler: > 

Click here to enter text.  

Email: 
< Email: > 

Click here to enter text.  

Skype Account:  
(if appropriate) 
< Akun Skype: 
(jika diperlukan) > 

Click here to enter text.  

Preferred Method of 
Contact: 
< Metode kontak yang 
diinginkan: > 

Click here to enter text.  

Confidentiality.  
If you wish to remain 
anonymous in relation to 
this complaint please 
check the box and give any 
additional comments: 
< Kerahasiaan. 
Jika Anda ingin tetap 
anonim sehubungan 
dengan keluhan ini, silakan 
tandai pada kotak dan 
berikan komentar 
tambahan: > 

☐ 

Click here to enter text. 
 

Click here to enter 
text. 

Appeal/Complaint/ 
Comment relates to:   

< Banding/ Keluhan/ 
Komentar mengenai: > 

☐ Soil Association Certification Limited applicant 

or client  

< Pelamar atau Klien Soil Association Certification 
Limited >   

Name: Click here to enter text. 

< Nama: > 

Certification code (if known): Click here to enter 
text. 

< Kode Sertifikat (jika mengetahui): > 

 

☐ Activities of Soil Association Certification 

Limited  
< Kegiatan Soil Association Certification Limited > 

☐ Confirmed 

< di konfirmasi > 
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Relevant auditing service: 
< Layanan audit yang 
terkait: > 

 

☐ FSC® Forest Management Certification 

☐ FSC Controlled Wood Forest Management 

Certification 

☐ FSC Chain of Custody Certification 

☐ FSC Project Certification 

☐ FSC Controlled Wood Chain of Custody 

Certification 

☐ PEFC Forest Management Certification 

☐ PEFC Chain of Custody Certification 

☐ PEFC Project Certification 

☐ Soil Association Certification Limited Legality 

Verification 

☐ Soil Association Certification Limited Due 

Diligence System Verification 

☐ Other, specify: Click here to enter text. 
< Lainnya, sebutkan: >  

 

Soil Association 
Certification Limited 
Contact Person (if known) 
< Orang yang biasa 
dihubungi di Soil 
Association Certification 
Limited (jika ada) > 

Click here to enter text.  

Clear description of the 
issue (if possible please 
reference any standards 
which you think have not 
been complied 
with/reason why a 
complaint/appeal/ 
comment is being 
submitted): 

< Deskripsi yang jelas 
tentang permasalahan (jika 
mungkin, silakan merujuk 
pada standar yang menurut 
anda belum dipatuhi / 
alasan mengapa muncul 
keluhan / banding / 
komentar): > 

Click here to enter text. ☐Confirmed 

< di konfirmasi > 
 

Click here to enter 
text. 
 

Date that the complaint or 
issue arose 
< Tanggal munculnya 
keluhan atau 
permasalahan >    

Click here to enter text.  

Evidence to support each 
element or aspect of the 

Click here to enter text. ☐Confirmed 
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complaint:  
< Bukti pendukung untuk 
setiap elemen atau aspek 
dari keluhan: > 
 

 
< di konfirmasi > 

 
Click here to enter 
text. 

Please list any documents 
or other evidence that you 
have attached: 
< Mohon sebutkan setiap 
dokumen atau bukti 
lainnya yang anda 
lampirkan: > 

Click here to enter text. 
 
 
 
 
 
 
 

 

In the case of a complaint 
against a Soil Association 
client, have you contacted 
the client directly? 
If yes, please provide a 
summary of the 
communications and 
responses, with dates as 
appropriate: 
< Dalam hal keluhan 
dilakukan terhadap klien 
Soil Association, apakah 
anda sudah menghubungi 
klien tersebut secara 
langsung? 
Jika iya, mohon berikan 
ringkasan komunikasi dan 
tanggapannya, dengan 
tanggal yang sesuai: > 

Click here to enter text.  

What objectives or 
outcomes do you feel 
would address your 
concerns, or would resolve 
the issues? 
< Apa tujuan atau hasil 
yang anda inginkan untuk 
menjawab kekhawatiran 
anda, atau untuk 
menyelesaikan masalah? >  

Click here to enter text.  

We may propose to meet 
with you (in person or 
remotely) to discuss the 
issue.  If so would you be 
available to attend a 
meeting? If yes, please 
provide any dates where 
you would not be available 
in the next two months: 

< Kami mungkin 
mengusulkan untuk 
bertemu dengan Anda 
(secara langsung atau dari 
jarak jauh) untuk 
mendiskusikan masalah 
ini. Jika demikian, apakah 
Anda bersedia menghadiri 

Click here to enter text.  
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sebuah pertemuan? Jika ya, 
tolong berikan tanggal 
kapan Anda tidak akan 
tersedia dalam dua bulan 
ke depan: > 

Returning your form 
< Mengembalikan 

formulir anda > 
 

   Please send your completed form by either 
   < Mohon kirimkan formulir yang telah anda 
lengkapi ke > 

 
 
Email to: forestry@soilassociation.org OR 
< Email ke forestry@soilassociation.org ATAU > 

 
Recorded/registered mail to: Forestry Team, Soil 
Association Certification, South Plaza, Marlborough 
Street, Bristol, BS1 3NX, UK 
< Kirim melalui pos ke: Forestry Team, Soil 
Association Certification, South Plaza, Marlborough 
Street, Bristol, BS1 3NX, UK > 

 

 

The following section will be completed by SA Certification’s Forestry 

team/Agent: 

< Bagian dibawah ini akan dilengkapi oleh tim kehutanan/ Perwakilan 

SA Certification: > 

2. Review of submission  < Tinjauan Pengajuan > 

Submission type 
confirmed:  
(see Appeal and Complaint 
resolution procedure IP-
GEN-004 for definitions) 

< Konfirmasi jenis 
pengajuan: 

(Lihat Prosedur Resolusi 
Banding dan Keluhan IP-
GEN-004 untuk penjelasan) > 

☐ Appeal substantiated, go to 3.2 

       < Banding dapat dibuktikan, lanjut ke 3.2 > 

☐ Complaint substantiated, go to 3.2 

       < Keluhan dapat dibuktikan, lanjut ke 3.2 > 

☐ Comment accepted /Appeal not substantiated/Complaint not 

substantiated, go to 3.1 
       < Komentar diterima/ Banding tidak dapat dibuktikan/ Keluhan tidak 
dapat dibuktikan, lanjut ke 3.1 > 

Date of decision: Click here to enter a date. 
< Tanggal keputusan: > 

☐ Incident record completed 

       < Catatan kejadian dilengkapi > 

 

3. Action to be taken < Tindakan yang harus diambil > 
3.1  Comment /Appeal not substantiated/Complaint not substantiated 
        < Komentar/ Banding tidak dapat dibuktikan/ Keluhan tidak dapat dibuktikan > 

Reason why appeal or 
complaint not 
substantiated:  
< Alasan kenapa Banding/ 
Keluhan tidak dapat 
dibuktikan: > 

☐ a) submission does not include evidence that it relates to Soil Association 

Certification or one of our clients 
    < a) pengajuan tidak memasukan bukti bahwa hal itu berkaitan dengan Soil 
Association Certification atau salah satu klien kami > 

☐ b) submission does not include the name and contact information of the 

complainant,  

mailto:forestry@soilassociation.org


CA-GEN-019a-01-ID  2017 © Prepared Soil Association Certification Ltd 
FSC® Licence Code FSC®A000525     PEFC™ Licence Code  PEFC/16-44-917 

 

< b) pengajuan tidak memasukan informasi nama dan kontak informasi dari 
pemyampai keluhan > 

☐ c) submission does not include a clear description of the issue(s), and  

    < c) pengajuan tidak memasukan deskripsi yang jelas terhadap 
permasalahan, dan > 

☐ d) submission does not include evidence to support each element or aspect 

of the complaint, 

    < d) pengajuan tidak memasukan bukti pendukung setiap elemen atau aspek 
keluhan, > 

☐ e) other  Click here to enter text.         

    < e) lainnya > 

Action to be taken: 
< Tindakan yang harus 
diambil: > 

☐ No further action to be taken by SA Certification. 

     < Tidak ada tindakan yang harus diambil oleh SA Certification > 

☐ If b) anonymous and related to certificate holder/applicant the submission 

shall be treated as a stakeholder comment and recorded on the stakeholder 
comments record (FM or CW) to be addressed at the next audit.  
      < jika b) anonim dan terkait dengan pemegang/ pemohon sertifikat, 
pengajuan ini harus diperlakukan sebagai komentar dan dicatat pada catatan 
komentar pemangku kepentingan (FM atau CW) yang akan dibahas pada audit 
berikutnya. > 

Other: Click here to enter text. 
< Lainnya: > 

3.2  Appeal/Complaint  < Banding/ Keluhan > 

Soil Association contact 
person handling 
appeal/complaint: 

< Kontak personil Soil 
Association yang 
menangani banding/ 
keluhan: > 

Name: Click here to enter text. 
< Nama: > 

Contact details: 
< Rincian kontak: > 

e-mail: Click here to enter text. 

< Email: > 

phone: Click here to enter text. 

< Telepon: > 

address: Click here to enter text. 

< Alamat: > 

Language of 
correspondence: 
< Bahasa komunikasi: > 

Click here to enter text. 
(Same language that is used in the public summary certification report, unless 
alternative agreed with the complainant).  
< (Bahasa yang sama yang digunakan dalam ringkasan public laporan 
sertifikasi, kecuali alternative lainnya yang disetujui dengan penyampai 
keluhan). >  

Scheme Owner notified of 
complaint (date): 
n/a if appeal 

< Pemilik Skema 
diberitahu tentang 
keluhan (tanggal): 
Tidak berlaku jika banding > 

FSC:  Click here to enter text. 
PEFC:  Click here to enter text. 
Other:  Click here to enter text.  
< Lainnya: >      

Case created in SA 
Database  ‘Woody’ (date) 
< Kejadian ini telah 
tercatat pada database SA 

Click here to enter a date. 
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‘Woody’ (tanggal) > 

Proposed method for 
evaluation of the 
evidence: 
< Metode yang diajukan 
untuk mengevaluasi 
terhadap bukti-bukti: > 

 

☐ Desk based assessment of complaint or appeal, reviewing documents, 

photographs, letters and other evidence. 
     < Penilaian di atas meja atas keluhan atau banding, meninjau dokumen, foto, 
surat dan bukti lainnya. > 

☐ Verification on site. If a complaint or appeal relates to the actions or 

activities of a client which require verification on site, we may think it best to 
make a site visit. 
      < Verifikasi di lapang. Jika keluhan atau banding terkait dengan tindakan 
atau aktivitas klien yang memerlukan verifikasi di lapang, sebaiknya kami 
melakukan kunjungan ke lapang. >  
 

Further details: Click here to enter text. 
< Penjelasan lainnya: > 

Proposed method for 
appeal/complaint 
decision: 
< Metode yang diajukan 
untuk pengambilan 
keputusan terhadap 
banding/ keluhan: > 

☐ A Soil Association Certification employee not involved in the evaluation 

and has no conflict of interest will make the decision resolving the complaint 
or appeal. 
     < Pekerja Soil Association Certification yang tidak terlibat dalam evaluasi 
dan tidak mempunyai konflik kepentingan yang akan  membuat keputusan 
penyelesaian terhadap keluhan atau banding. > 

☐ A review of the decision and final approval will be conducted by the Head 

of Forestry at the request of the Soil Association Certification employee. 
      < Tinjauan keputusan dan persetujuan akhir akan dilaksanakan oleh Kepala 
Kehutanan atas permintaan dari pekerja Soil Association Certification. > 

☐ The decision will be considered by the Soil Association Certification 

Limited’s Certification Committee at the request of the Soil Association 
Employee or the Head of Forestry.  The Certification Committee shall not 
include members who have been involved in the decision or otherwise have a 
conflict of interest. 
       < Keputusan akan dipertimbangkan oleh komite sertifikasi Soil Association 
Certification Limited atas permintaan dari pekerja atau Kepala Kehutanan Soil 
Association. Komite sertifikasi tidak akan mengikutsertakan anggota yang 
terlibat dalam pembuatan keputusan atau mempunyai konflik kepentingan. > 

Opportunity to present 
your case to the decision 
maker: 
< Kesempatan untuk 
menyampaikan kasus ini 
kepada pembuatan 
keputusan: > 
 
Include further details e.g. 
proposed dates 
< Termasuk rincian lainnya 
seperti tanggal pengajuan > 

☐ Submission of documented evidence 

       < Pengajuan bukti dokumentasi > 

☐ In person meeting, with or without the Client 

       < Pertemuan tertutup, dengan atau tanpa klien > 

☐ A meeting at an SA or Agent office with relevant staff, or a meeting via 

Skype 
        < Pertemuan di Kantor SA atau Perwakilan dengan staf yang terkait, atau 
pertemuan melalui Skype > 

☐ A meeting with the Certification Committee of SA Certification 

       < Pertemuan dengan Komite Sertifikasi SA Certification > 

☐ Not applicable. 

       < Tidak dapat diaplikasikan > 
 

Click here to enter text. 

Progress review: 
< Perkembangan tinjauan: > 

 
Include any changes to the 
proposed methods for 
evaluation/decision making 

Click here to enter text. 
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with justification. 
< Termasuk setiap 
perubahan terhadap metode 
yang diajukan untuk 
evaluasi/ membuat 
keputusan dengan 
justifikasi. > 

Conclusion : 
< Kesimpulan : > 
 
Within 3 months of 
submission of 
appeal/complaint. 
< Dalam 3 bulan sejak 
pengajuan banding/ 
keluhan. > 

Click here to enter text. 
 
 

Appeal/complaint 
decision made by (name): 
< Keputusan terhadap 
banding/ keluhan dibuat 
oleh (nama) : > 
 
 

Click here to enter text. 

☐ Soil Association Certification employee   

       < Pekerja Soil Association Certification > 

☐ Head of Forestry 

       < Kepala Kehutanan > 

☐ Soil Association Certification Limited’s Certification Committee 

        < Komite Sertifikasi Soil Association Certification Limited > 

Date closed: 
< Tanggal ditutup: > 
 
 

Click here to enter a date. 
 

☐ Incident record completed 

       < Catatan kasus dilengkapi > 

☐ Woody ‘Case’ closed 

         < Woddy ‘Case’ ditutup > 

Scheme owner informed 
that complaint closed: 
n/a if appeal 

< Pemilik skema 
diinformasikan bahwa 
keluhan telah ditutup: 

Tidak diterapkan jika 
banding > 

FSC  Click here to enter text. 
PEFC Click here to enter text. 
Other Click here to enter text. 
< Lainnya > 

Corrective or Preventative 
Action by SA Certification: 
< Tindakan perbaikan 
atau pencegahan oleh SA 
Certification: > 
 
Give details of any proposed 
actions e.g. Auditor 
Training/Change to QMS 
document. N/A if internal 
action not required. 
< Berikan rincian terhadap 
setiap tindakan yang 
diajukan contohnya 
Pelatihan Auditor/ Merubah 
dokumen QMS. Tidak 
diterapkan jika tindakan 
internal tidak diperlukan. >  

Click here to enter text. 
 
 
 
 

☐ Corrective Action/Preventative Action register updated 

        < Catatan Tindakan Perbaikan/ Tindakan Pencegahan telah diperbarui > 

 


