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DUBAI MUNICIPALITY

DUBAI ACCREDITATION CENTER
CHECKLIST FOR SURVEILLANCE OF LABORATORIES TO VERIFY
CONTINUING COMPLIANCE WITH LOCAL ORDER 52/1990
DATE OF VISIT:






TRANS-ID:
ASSESSOR (S):
LABORATORY VISITED:





CONTACT PERSON:
	No 
	Check points
	Ref. clause in AO 6/1991
	Ref. clause in AD 192/1994
	Compliance
Y/N/NA
	Details, evidence checked, remarks.

	1.
	General
	
	
	
	

	1.1
	Check validity of trade license


	
	Category 1-1
	
	

	1.2
	Check whether the lab is conducting new activities or tests that are not included in DM Form No. 3 and 4.
	Article 1-3 

Article 1-4
	Category 1-2
	
	

	1.3
	Check evidence of participation in DM organized interlaboratory proficiency testing program where applicable.
	Article 6
	Category 1-3
	
	

	1.4
	Check that DM Forms 1-5 are updated and that copies have been submitted to DM.
	Article 1
	
	
	

	2.
	Documented quality system and document control
	
	
	
	

	2.1
	Check that the lab maintains a quality manual and operating procedures and that any update or amendment are reflected in the copy that was submitted to DM.
	Article 5

	Category 2-7
	
	

	2.2
	Have procedures to control all documents that form part of its quality system, both internal and external documents 
	
	
	
	

	a)
	Authorized editions of documents are available, where necessary, for the effective functioning of the laboratory.
	
	
	
	

	b)
	Documents are periodically reviewed and revised as necessary to ensure continued suitability.
	
	
	
	

	c)
	Invalid and obsolete documents are promptly removed from service, or assured against unintended use.
	
	
	
	

	d)
	Obsolete documents retained are suitably marked.
	
	
	
	

	e)
	Quality system documents generated are uniquely identified.
	
	
	
	

	2.3
	Document Changes
	
	
	
	

	2.3.1
	Changes shall be reviewed and approved by the same function.  The designated person shall have access to background information.
	
	
	
	

	2.3.2
	Altered or new text shall be identified, where practical.
	
	
	
	

	2.3.3
	Hand amendments shall be clearly marked, initialed and dated.   The new document shall be issued ASAP.
	
	
	
	

	2.3.4
	Computerized maintenance for documents shall be established in a procedure. 
	
	
	
	

	3.
	Equipment
	
	
	
	

	3.1
	Check that there is an adequate equipment purchasing procedure.


	Article 5 -2
	Category 2-2
	
	

	3.2
	Check that the lab has a documented calibration system for all measuring equipment that has direct influence on test results.  

Check that tests are conducted using calibrated equipment and that the calibration certificates are valid and are traceable to international standards where applicable.
	Article 5 -2
	Category 2-2

Category 2-1
	
	

	3.3
	Check that the lab has a documented equipment maintenance system including both preventive and corrective maintenance.
	Article 5 -2
	Category 2-2
	
	


	4.
	Staff
	
	
	
	

	4.1
	Check the job description of all managerial and technical personnel (e.g. Technical manager, quality manager, technicians, etc.)

	Article 5-3
	
	
	

	5.
	Test methods
	
	
	
	

	5.1
	Check that the lab is using approved standard sampling and test methods in accordance with what is listed in DM Form 4.
	Article 5-4
	Category 2-3
	
	

	5.2
	Where standard methods are not available, check that non-standard methods are documented and are listed in DM Form 4.
	Article 5-4
	Category 2-3
	
	

	6.
	Sample handling
	
	
	
	

	6.1
	Check that samples are identified and are readily traceable

	Article 5-5
	
	
	

	6.2
	Check that samples are stored properly protected from deterioration and contamination (where applicable).
	Article 5-5
	
	
	

	6.3
	Check that tested samples are retained for at least one month (where applicable).
	Article 5-5
	Category 2-4
	
	

	7.
	Training system
	
	
	
	

	7.1
	Check that the lab has an adequate internal training system.

	Article 5-6
	Category 2-11
	
	

	7.2
	Check training records of individual staff

	Article 5-6
	Category 2-11
	
	


	8.
	Test reports
	
	
	
	

	8.1
	Check test reports to ensure that all relevant information are included; unique report number, standard test method, method variations, date of issue, sample description, name of person who carried out the test, authorized signatory, and other required information as per test method.
	Article 5-7
	
	
	

	9.
	Environment
	
	
	
	

	9.1
	Check that the environment where tests are carried out are suitable and comply with relevant requirements
	Article 5-8
	
	
	

	10.
	Safety
	
	
	
	

	10.1
	Check that safety and security measures are documented and implemented.  Check for the availability of safety equipment such as fire extinguishers, protective gloves and masks, first aid kits.
	Article 5-9
	Category 2-8
	
	

	10.1
	Check for the availability of a system for recording work accidents
	Article 5-9
	
	
	

	10.2
	 Check for the availability of a toxic waste handling system (where applicable) in accordance with relevant regulations
	Article 5-9
	Category 29
	
	

	11.
	Internal quality control
	
	
	
	

	11.1
	Check that the laboratory has a system of quality control and internal inspection of data and test results.
	Article 5-11
	Category 2-10
	
	

	11.2
	Check that the laboratory has a system for amendments, revision and re-issuance of test reports.
	Article 5-11
	
	
	

	12.2
	Check that the results of the audit and review are recorded and corrective actions for non-compliance found are implemented
	Article 5-12
	Category 2-5
	
	

	12.
	Internal audit
	
	
	
	

	12.1
	Check that the laboratory has a system for annual periodical audit and review of administrative, technical, and financial procedures.
	Article 5-12
	Category 2-5
	
	

	12.2
	Check that the results of the audit and review are recorded and corrective actions for non-compliance found are implemented
	Article 5-12
	Category 2-5
	
	


	13.
	Records
	
	
	
	

	13.1
	Check that the laboratory has an adequate record handling system for all correspondence, reports, and related documents, to permit easy traceability and retrieval.
	Article 5-13
	
	
	

	13.2
	Establish and maintain procedures for handling of quality and technical records
	
	
	
	

	13.3
	Records shall be legible and stored  to be readily retrievable in suitable environments to prevent damage, deterioration or loss.
	
	
	
	

	13.4
	Records held secure and in confidence.
	
	
	
	

	13.5
	Procedures to protect and back-up electronic records and prevent unauthorized access
	
	
	
	

	13.6
	Technical Records
	
	
	
	

	13.6.1
	Retain sufficient records to establish an audit trail of work for a defined period.
	
	
	
	

	13.6.2
	Observations, data and calculations shall be recorded at the time they are made and be identifiable to the specific task
	
	
	
	

	13.6.3
	Mistakes are single-line crossed out, correct entry made, and signed or initialed by person making correction.  Electronic records shall be handled to prevent loss of original data.
	
	
	
	

	13.7
	Check that records are retained for at least 5 years

	Article 5-13
	Category 2-6
	
	

	14
	Actual performance of test and assessment of technician's knowledge
	
	
	
	

	14.1
	Observe actual tests being carried out (if available) and check that the qualification of the technician performing the test is appropriate, check that proper techniques are used, and that the test is carried out as per procedure.
	
	
	
	

	14.2
	In case of a laboratory where tests are carried out mainly in the field, check the laboratory's on-site testing program and allocate a schedule to observe on-site testing activities.

	
	
	
	


Remarks/Recommendations:

�








Assessor:

Date:
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