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3.0
Quality Policy
3.1
Policy

3.1.1
The laboratory conducts all measurements under conditions and by using techniques that are conducive to a high degree of reliability and follows generally recognized good laboratory practices as noted in Appendix H.  It is our policy to provide the highest quality measurement services attainable, to clients and field staff, through continuous improvement of the quality system.  Quality in our services is a  constant effort and focus. 
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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.

3.2
Tests

3.2.1
The laboratory conducts tests for the parameters listed in Appendix C in accordance with the procedures, practices, and conditions (hereafter referred to as "procedures") required, recommended, and/or approved by the National Institute of Standards and Technology (NIST) and/or its affiliated departments, agencies, and organizations (see referenced documents, Section 2). The techniques utilized for specific tests ensure the accuracy, tolerance, precision, traceability and/or uncertainty required for the tests and are within the applicable State administrative guidelines and associated safety and cost-effective considerations.

3.3
Independence 

3.3.1
Management ensures that the laboratory is independent from any commercial, financial, or other pressures which might adversely affect the quality of tests and resulting reports.  State policy provides guidelines to ensure laboratory independence.  NOTE: The laboratory should reference the appropriate State policy; i.e. where is it found?

3.4
Accreditation

3.4.1
The laboratory maintains accreditation with the NIST Office of Weights and Measures (OWM)(and the NIST National Voluntary Laboratory Accreditation Program (NVLAP), if accredited by NVLAP) to demonstrate conformance to ISO/IEC Guide 25 (through NIST HB 143 and NIST HB 150).  A current accreditation certificate is prominently displayed and maintained on the wall in the laboratory.   The laboratory does not issue calibration reports or other reports for nonaccredited parameters. 

3.5
Confidentiality

3.5.1
The laboratory maintains the confidentiality and proprietary rights of all information including type of work performed and results of tests to the extent allowable by State law (NOTE: the laboratory should include the specific State law in this statement and document the law in Section 2 of this Quality Manual).  All laboratory personnel and staff are informed of this policy.  (See Appendix H, AP No. 1, Procedures of Client Confidentiality and Proprietary Rights.)

3.6
Document Control

3.6.1
General

3.6.1.1
A detailed list of controlled documents with revision dates, retention periods, and locations is in Appendix N.  The procedures for document control include information on document control numbers and designated responsibility.  (See procedures list in Appendix H, AP No. 3.)  Section 12, Records,  lists the records maintained by the laboratory, the location of the records and retention time. 

3.6.2
Authority

3.6.2.1  The quality manager has the designated authority to modify or update the Quality Manual. The quality manual is annually reviewed and updated as needed by the month of September, so that it has been reviewed prior to the accreditation cycle.   The Laboratory Director is responsible for final approval of all changes made to the quality manual and the revised document takes effect when signed and dated by the Laboratory Director. 

3.6.2.2
This quality manual (along with associated appendices and references) is available to all laboratory staff and management.  Management is responsible for providing the documented quality system and ensuring that all staff familiarize themselves and comply with the policies and procedures established in the manual and associated documentation.  

3.6.3
Controlled Copies 

3.6.3.1
Controlled copies of this quality manual are issued to the director, program manager, and NIST OWM and made available to all laboratory personnel. All controlled copies are numbered and updated by the quality manager whenever changes are made.  Recipients of controlled copies are issued the revised quality manual with a cover sheet identifying updates made to the manual.  It is the responsibility of the quality manager to ensure that the most current quality manual is issued and followed by all laboratory and administrative staff.  A list of the names, control numbers, and locations of all controlled copies is maintained in the laboratory files. 

3.6.4
Uncontrolled Copies     

3.6.4.1 Uncontrolled copies of the quality manual are issued upon request, and are not  updated unless requests are made.
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4.3  Document control
4.3.1  General

The laboratory shall establish and maintain procedures to control all documents that form part of its quality system (internally generated or from external sources) such as regulations, standards, other normative documents, test and/or calibration methods, as well as drawings, software, specifications, instructions and manuals.


NOTE 1  In this context "document" could be policy statements, procedures, specifications, calibration tables, charts, text books, posters, notices, memoranda, software, drawings, plans, etc. These may be on various media, whether hard copy or electronic and they may be digital, analog, photographic or written.


NOTE 2  The control of data related to testing and calibration is covered in 5.4.7. The control of records is covered in 4.12.

4.3.2  Document approval and issue
4.3.2.1  All documents issued to personnel in the laboratory as part of the quality system shall be reviewed and approved for use by authorized personnel prior to issue. A master list or an equivalent document control procedure identifying the current revision status and distribution of documents in the quality system shall be established and be readily available to preclude the use of invalid and/or obsolete documents.

4.3.2.2  The procedure(s) adopted shall ensure that:

a)
authorized editions of appropriate documents are available at all locations where operations essential to the effective functioning of the laboratory are performed;

b)
documents are periodically reviewed and where necessary revised to ensure continuing suitability and compliance with applicable requirements;

c)
invalid or obsolete documents are promptly removed from all points of issue or use, or otherwise assured against unintended use;

d)
obsolete documents retained for either legal or knowledge preservation purposes are suitably marked.

4.3.2.3  Quality system documents generated by the laboratory shall be uniquely identified. Such identification shall include the date of issue and/or revision identification, page numbering, the total number of pages or a mark to signify the end of the document,  and the issuing authority(ies).

4.3.3  Document changes
4.3.3.1  Changes to documents shall be reviewed and approved by the same function that performed the original review unless specifically designated otherwise. The designated personnel shall have access to pertinent background information upon which to base their review and approval.

4.3.3.2  Where practicable, the altered or new text shall be identified in the document or the appropriate attachments.

4.3.3.3  If the laboratory's documentation control system allows for the amendment of documents by hand pending the reissue of the documents, the procedures and authorities for such amendments shall be defined. Amendments shall be clearly marked, initialled and dated. A revised document shall be formally re-issued as soon as practicable.

4.3.3.4  Procedures shall be established to describe how changes in documents maintained in computerized systems are made and controlled.
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