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11.0
Handling and Storage of Calibration and Test Items
11.1
Items received for test or calibration are recorded in a laboratory work log and assigned a number which uniquely identifies the item during its stay in the laboratory.   Work logs are maintained in the laboratory.  A work order is completed which includes: the item or items received for test, name of company submitting the test items, and date of receipt.  Work orders are attached to and, if possible, are kept with the test item during its stay in the laboratory .  (See Appendix O, Forms, and Section 12, Records.)

11.2
Incoming test items are evaluated by appropriate laboratory staff to ensure that the appropriate standards, equipment, staff, facilities, and procedures necessary to perform testing are available.  Procedures for the review of all incoming work are maintained in the laboratory files (see Appendix H, AP No. 5). 

11.3
Prior to testing incoming items, the laboratory communicates to the client any significant abnormalities including:

11.3.1
Departures from required standard conditions and necessary preparations;

11.3.2
Doubt as to the item's suitability for calibration or test;

11.3.3
Nonconformance of the test item with the description provided by the client; and

11.3.4
Unspecified calibration or test requirements.

11.4
The laboratory handles, prepares, and stores test items in its custody in a safe manner to protect them from loss, deterioration, damage, and destruction of required chains of evidence.  Documented procedures for the receipt and retention of the calibration items are maintained in the laboratory files (see Appendix H, AP No. 5).

11.5
Upon completion of calibration or testing, the test items are safely returned to the client to ensure that the integrity of the laboratory is preserved at all times (see Appendix H, AP No. 5, Procedures for Returning Completed Test Items, Including Shipping). 

11.6 Calibration or test items to be held secure (for any reason, including safety, value, to enable check calibrations or test to be performed later) are stored and secured to protect item condition and integrity. 
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4.4
Review of requests, tenders and contracts

4.4.1  The laboratory shall establish and maintain procedures for the review of requests, tenders and contracts. The policies and procedures for these reviews leading to a contract for testing and/or calibration shall ensure that:

a)
the requirements including the methods to be used are adequately defined, documented and understood (see 5.4.2);

b)
the laboratory has the capability and resources to meet the requirements;

c)
the appropriate test and/or calibration method is selected and capable of meeting the clients' requirements (see 5.4.2).

Any differences between the request or tender and the contract shall be resolved before any work commences. Each contract shall be acceptable both to the laboratory and the client.


NOTE 1  The request, tender and contract review should be conducted in a practical and efficient manner, and the effect of financial, legal and time schedule aspects should be taken into account. For internal clients reviews of requests, tenders and contracts can be performed in a simplified way. 


NOTE 2  The review of capability should establish that the laboratory possesses the necessary physical, personnel and information resources, and that the laboratory's personnel have the skills and expertise necessary for the performance of the tests and/or calibrations in question. The review may also encompass results of earlier participation in interlaboratory comparisons or proficiency testing and/or the running of trial test or calibration programmes using samples or items of known value in order to determine uncertainties of measurement, limits of detection, confidence limits, etc.


NOTE 3  A contract may be any written or oral agreement to provide a client with testing and/or calibration services.

4.4.2  Records of reviews, including any significant changes, shall be maintained. Records shall also be maintained of pertinent discussions with a client relating to the client's requirements or the results of the work during the period of execution of the contract. 


NOTE  For review of routine and other simple tasks, the date and the identification (e.g., the initials) of the person in the laboratory responsible for carrying out the contracted work are considered adequate. For repetitive routine tasks, the review need be made only at the initial enquiry stage or on granting of the contract for on-going routine work performed under a general agreement with the client, provided that the client's requirements remain unchanged. For new, complex or advanced testing and/or calibration tasks, a more comprehensive record should be maintained.

4.4.3  The review shall also cover any work that is subcontracted by the laboratory.

4.4.4  The client is to be informed of any deviation from the contract.

4.4.5  If a contract needs to be amended after work has commenced, the same contract review process shall be repeated and any amendments shall be communicated to all affected personnel.

4.7  Service to the client
The laboratory shall afford clients or their representatives cooperation to clarify the client's request and to monitor the laboratory’s performance in relation to the work performed to the extent in which the laboratory can ensure confidentiality to other clients.


NOTE 1  Such cooperation may include:


a)  providing the client or the client's representative reasonable access to relevant areas of the laboratory for the witnessing of tests and/or calibrations performed for the client;


b)  preparation, packaging, and dispatch of test and/or calibration items needed by the client for verification purposes.


NOTE 2  Clients value the maintenance of good communication, advice and guidance in technical matters, and opinions and interpretations based on results. Communication with the client, especially in large assignments, should be maintained throughout the work. The laboratory should inform the client of any delays or major deviations in the performance of the tests and/or calibrations.


NOTE 3  Laboratories are encouraged to obtain other feedback, both positive and negative, from their clients (e.g., client surveys). The feedback should be used to improve the quality system, testing and calibration activities and client service.

5.8  Handling of test and calibration items
5.8.1  The laboratory shall have procedures for the transportation, receipt, handling, protection, storage, retention and/or disposal of test and/or calibration items, including all provisions necessary to protect the integrity of the test or calibration item, and the interests of the laboratory and the client.

5.8.2  The laboratory shall have a system for identifying test and/or calibration items. The identification shall be retained throughout the life of the item in the laboratory. The system shall be designed and operated so as to ensure that items cannot be confused physically, or when referred to in records or other documents. The system shall, if appropriate, accommodate a sub-division of groups of items and the transfer of items within and from the laboratory.

5.8.3 Upon receipt of the test or calibration item, abnormalities or departures from normal or specified conditions, as described in the test or calibration method, shall be recorded. When there is doubt as to the suitability of an item for test or calibration, or when an item does not conform to the description provided, or the test or calibration required is not specified in sufficient detail, the laboratory shall consult the client for further instructions before proceeding and shall record the discussion.

5.8.4  The laboratory shall have procedures and appropriate facilities for avoiding deterioration, loss or damage to the test or calibration item during storage, handling and preparation. Handling instructions provided with the item shall be followed. When items have to be stored or conditioned under specified environmental conditions, these conditions shall be maintained, monitored and recorded. Where a test or calibration item or portion of an item is to be held secure, the laboratory shall have arrangements for storage and security that protect the condition and integrity of the secured items or portions concerned.


NOTE 1  Where test items are to be returned into service after testing, special care is required to ensure that they are not damaged or injured during the handling, testing or storing/waiting processes.


NOTE 2  A sampling procedure and information on storage and transport of samples, including information on sampling factors influencing the test or calibration result, should be provided to those responsible for taking and transporting the samples.


NOTE 3  Reasons for keeping a test or calibration item secure can be for reasons of record, safety or value, or to enable complementary tests and/or calibrations to be performed later.
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