[image: image1.png]






Quality Procedure

 


Number:  QP4.13.1   Page:  2 of 2
 



Effective:  01/14/13   Revision:  2 

	
	
	Chris Kuczynski
	
	Brian Gliszinski

	
	
	Management Rep.
	
	President


Control of Records

1.0
PURPOSE:  
To identify, collect, index, file, store, maintain, and dispose of quality records.

2.0
SCOPE:
Applies to all records used to demonstrate the achievement of required quality and the effective operation of the quality system.

3.0
DEFINITIONS:
Records -‑ Data media or paper evidence of the occurrence of an event and/or the results of an event.

4.0
PROCEDURE:
4.1
Each department shall store their respective records in such a way as they are readily retrievable.

4.1.1
Records of the results of on-site activities shall be maintained with records for within laboratory activities.  Records of original observations, and calculations, data transfers and checks shall be identifiable by person and date on the computer.

4.2
All records shall be maintained in an environment which minimizes deterioration, damage, and/or loss.

4.3
Employees are instructed to complete records in a legible fashion.
4.4
Records maintained on the computer system shall be safe guarded by a user password or login script.  All computer files are backed‑up a minimum of once a week with the data being stored off the premises.  All records are also replicated among 25 offsite servers.  The manuals will be controlled on the computer with a Revision number and safeguarded by a password or login.  All data being collected onsite is saved after each certification automatically to the external memory stick.

4.5
Customer records will be maintained with strict confidentiality.   Employees shall keep in strictest confidence any customer information known to them.  When calibration results are transmitted via telephone, only customer authorized personnel shall be informed of the results.  When information is to be provided by facsimile, a fax cover sheet containing the company confidentiality statement shall be used.

4.5.1
Calibration/test data obtained and held in the mobile laboratory shall be safeguarded through computer password or login.  

4.6
When mistakes occur in records, each mistake is crossed out, not erased or made illegible or deleted, and the correct value entered alongside. All such alterations to records are signed or initialed by the person making the correction. In the case of records stored electronically, the original file is saved, and a new file created which includes the initials of the person making the change in the file.
4.7
Each January, the department representative collects the records which are scheduled for disposal and notifies the head of the department that they are ready for review and destruction.  The head of the department reviews the records as necessary, and verbally authorizes their disposal.

4.8
When required by contract, quality records are made available to the customer representative for an agreed upon period for evaluation.

4.9
Storage location, indexing (filing) methods, access, retention periods and disposal methods for various records are maintained automatically in the computer database by the software.  The retention period will be no less than 10 years.
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