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UCAIug defines procedures for the selection of accredited testing laboratories and well as policies for the removal of testing laboratories from the UCAIug accreditation program. This document defines initial selection criteria, the requirements for laboratories to remain in good standing, and the process for removal of accreditation for a laboratory.

UCAIug maintains its reputation among stakeholders by carefully defining the policy and procedures used to certify products. One part of this system is the maintenance of a qualified tester list. The general procedure is for laboratories to request UCAIug certification, demonstrate testing competency, and demonstrate continued competency. If all of the procedures are correctly followed, UCAIug will grant permission to the testing laboratory to perform product or service testing under the UCAIug testing regime. The UCAIug Quality Assurance Program defines details of the tester accreditation process such as the required procedures and forms.

Any testing organization may apply to UCAIug for the privilege of performing testing under the UCAIug testing regime. Testers must declare whether the accreditation sought is for Level A (independent laboratory with ISO/IEC 17025 certification) or for Level B (laboratory which is not necessarily independent and meets all requirements set forth in ISO/IEC 17025). UCAIug will review the documentation of the candidate laboratory and then assess the laboratory competency by reviewing, in detail, a complete test report performed by the laboratory. Upon successful completion of this evaluation, UCAIug shall accredit the laboratory with the privilege of performing UCAIug-sponsored testing.
UCAIug shall periodically audit accredited testers to ensure their continued competence. Level A testers shall be subject to on-site audits while Level B testers will be audited remotely. The audit will repeat the initial accreditation process (detailed inspection of a recent test report). Level A testers will be subject partial verification of their ISO/IEC 17025 competency.
Upon written complaints to UCAIug, the UCAIug organization may decide to audit a tester at other than the normal periodic interval. These aperiodic audits are expected to be very rare because of other quality controls maintained by UCAIug.

Failure of a UCAIug audit shall result in a written warning to the tester with a remedial action plan to bring the organization back into compliance. Refusal by a testing organization to resolve UCAIug-noted problems in a timely manner will result in a withdrawal of the privilege to perform UCAIug testing. Testing privileges shall also be withdrawn if an organization less than the minimum number of product/service tests in a given calendar year.

The following audit checklist shall be used for both initial and annual audits. Items in shaded boxes apply only to annual (follow-up) audits. Three levels of laboratories are defined:

· Those with valid and current 17025 certificates:
Audits of these organizations will review only of a description of changes since the last audit and the list of document tests performed since the last audit
· Those with valid and current 9001 certificate (but not 17025):
Audits of these organizations will review the above documentation plus personnel competence information

· Those with neither 17025 nor 9001:
Audits of these organizations will review all information

	Requirement
	Compliance
	Reference
	Comments

[Reserved for Assessor]

	
	Y
	N
	NA
	
	

	General

	Is there an ISO 17025 quality management system in place for the test laboratory?
	
	
	
	
	Issue date: ________________
Valid-thru date: _____________

	Is there an ISO 9001 quality management system in place for the test laboratory?
	
	
	
	
	Issue date: ________________
Valid-thru date: _____________

	Does the quality management system include the valid UCA QAP?
	
	
	
	
	

	4.1 Management requirements - Organization

	Is there a legally responsible entity?
	
	
	
	
	

	Who is the single point of contact for UCA?
	
	
	
	
	

	Is the test lab independent from other areas?
	
	
	
	
	

	Provide an organizational chart
	
	
	
	
	

	Any changes to the org chart since the last audit?
	
	
	
	
	

	Describe the roles and responsibilities of the Quality Assurance Mgr.
	
	
	
	
	

	Describe the roles and responsibilities of the Technical Mgr.
	
	
	
	
	

	Have there been any changes to mgmt involved with the UCA pgm?
	
	
	
	
	

	Is there an appeals process in place? Used when results are contested.
	
	
	
	
	

	4.2 Management requirements – Quality Management System

	Who is the Quality Assurance Manager?
	
	
	
	
	

	Does the QAM have access to senior mgmt to resolve conflicts?
	
	
	
	
	

	Is there a documented quality manual?
	
	
	
	
	

	Have there been any changes to the QAM?  Check revision level
	
	
	
	
	

	What accreditations does the lab hold?
	
	
	
	
	

	Any changes to accreditation since last audit?
	
	
	
	
	

	Provide records that Quality Improvements are in progress
	
	
	
	
	

	4.3 Management requirements – Document Control

	Are policies and work instructions documented?
	
	
	
	
	

	Are policies and work instructions communicated?
	
	
	
	
	

	Are policies and work instructions implemented?
	
	
	
	
	

	Are policies and work instructions uniquely identified?
	
	
	
	
	

	Are policies and work instructions controlled?
	
	
	
	
	

	Are policies and work instructions accessible to employees?
	
	
	
	
	

	Are test plans controlled?
	
	
	
	
	

	Are reference standards controlled?
	
	
	
	
	

	Provide a sample of an updated policy or WI since last audit
	
	
	
	
	

	Verify that WI are being used at the workstations
	
	
	
	
	

	Is there a policy and procedure that states "latest references shall be used"
	
	
	
	
	

	Are data collection sheets controlled?
	
	
	
	
	

	Are there any safeguards in the data collection system to prevent data tempering?
	
	
	
	
	

	Non-Conformances

	Is there a Non-Conformance policy?
	
	
	
	
	

	Is there a Root Cause Action (RCA) registry?
	
	
	
	
	

	Is the RCA system automated or mechanized?
	
	
	
	
	

	Is there a Total Recall policy?
	
	
	
	
	

	Does the policy state that UCA must be informed?
	
	
	
	
	

	Is the RCA system monitored and reviewed by mgmt?
	
	
	
	
	

	What non-conformances were generated during initial audit?
	
	
	
	
	

	Describe the resolution to these non-conformances?
	
	
	
	
	

	Look  for training of employees on anomalies/resolutions
	
	
	
	
	

	Contracts

	Is there a documented process for contract review
	
	
	
	
	

	Does the process address lab capabilities?
	
	
	
	
	

	Does the process address test appropriateness?
	
	
	
	
	

	Does the process address sub-contracted work?
	
	
	
	
	

	Does the process address contract deviations?
	
	
	
	
	

	Does the process address deliverables?
	
	
	
	
	

	What changes have been made to this process since the last audit?
	
	
	
	
	

	Audits

	Are regularly scheduled internal audits conducted?
	
	
	
	
	

	Provide proof of this?
	
	
	
	
	

	Obtain Records of findings and corrective actions
	
	
	
	
	

	Does the lab conduct quality audits of sub-contractor's facilities?
	
	
	
	
	

	Provide proof of a sub-contractor audit?
	
	
	
	
	

	Location of this audit
	
	
	
	
	

	5.1 Technical Requirements - General

	Who is the technical and/or program manager.?
	
	
	
	
	

	Do you have access to reference standards documents?
	
	
	
	
	

	Have any reference standards changed since the last audit?
	
	
	
	
	

	Verify always latest reference standards are used?
	
	
	
	
	

	5.2 Technical Requirements - Personnel

	Do you have job descriptions for each employee?
	
	
	
	
	

	Do you match the qualification of each employee with the job?
	
	
	
	
	

	How does the mgmt evaluate an employee's competence? 
	
	
	
	
	

	Are training records for each employee on file? In Binders, with certificates 
	
	
	
	
	

	How many employees are qualified to work on the UCA  program?
	
	
	
	
	

	Have any new employees begun work on the UCA program?
	
	
	
	
	

	Provide a copy of their training records
	
	
	
	
	

	Verify any additional training
	
	
	
	
	

	In-House Courses - trainer qualifications; formal curriculum, trainer is trained
	
	
	
	
	

	Infrastructure

	Do other organizations control ownership of the lab's real estate?
	
	
	
	
	

	Is the lab secure?
	
	
	
	
	

	What measures are utilized to minimize data contamination?
	
	
	
	
	

	Has any changes taken place WRT building infrastructure?
	
	
	
	
	

	5.5 Technical Requirements - Equipment

	Is test equipment calibrated? 
	
	
	
	
	

	Is test equipment secured? 
	
	
	
	
	

	Is test equipment used by trained operators? 
	
	
	
	
	

	Does a preventive maintenance program exist for no-cal test eqpt.?
	
	
	
	
	

	Is custom (shop) specialty rigs/test gear made with precision/durability?  
	
	
	
	
	

	Is there any test equipment/tests that must be used/performed offsite? 
	
	
	
	
	

	Has the test equipment inventory changed since initial audit?
	
	
	
	
	

	Review equipment list if one is present (do physical check also)
	
	
	
	
	

	Are there any rented equipment used for testing?
	
	
	
	
	

	5.6 Technical Requirements – Measurement traceability (Calibration)

	Is calibration in-sourced, self-sourced or out-sourced?
	
	
	
	
	

	Is calibration traceable to NIST or equivalent?
	
	
	
	
	

	Are reference standards used to conduct intermediary checks?
	
	
	
	
	

	Are non-standard methods used to calibrate instruments?
	
	
	
	
	

	Is "as found" data provided after calibration?
	
	
	
	
	

	Provide an example of a calibration certification
	
	
	
	
	

	Is equipment that does not require calibration identified with a no-cal sticker
	
	
	
	
	

	Are copies of calibration certificates in lab area? 
	
	
	
	
	

	Have you found any equipment out of cal since initial audit?
	
	
	
	
	

	Has the calibration procedure changed since the last audit?
	
	
	
	
	

	Do a sample audit of the test equipment being used, verify calibration
	
	
	
	
	

	Verify calibration database with equipment sticker
	
	
	
	
	

	What method is used to calibrate a system (e.g., setups with switches) that uses several test equipment
	
	
	
	
	

	What method is used to calibrate the rented equipment?
	
	
	
	
	

	5.10 Technical Requirements – Reporting the results (Deliverables)

	Does test plan include requirement for supplying calibration data for the systems?
	
	
	
	
	

	Does test report follow test plan? Is all equipment used listed?
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