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Guide: The opening meeting of the assessment

1- The director of the laboratory or his representative introduces the attendee as the key
personnel of the laboratory who are involved in the assessment. A brief description of the lab
should be provided by the lab director.

2- The team leader introduces the assessment team member. The following explanations should
be provided by the team leader:

3-It is emphasized that the assessment team members are committed to maintaining neutrality
and confidentiality.
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4-The team leader explains the purpose of the assessment/type of assessment (preliminary visit,
initial assessment, surveillance, and reassessment)/scope of assessment according to the request
in table seven of the application form or according to the accredited scope in the accreditation
certificate.
5- The team leader should explain regarding assessment process and techniques (on-site
assessment, remote assessment, witnessing, document, file review, measurement audits, review of
performance in PT/EQAP, validation audits, unannounced visits, interviewing).
6- Mention that the assessment is a sampling of one or more key activities and collecting objective
evidence to ensure the competence of the laboratory in the requested scope and its compliance
with the standard and other accreditation requirements.
7- Expectations from the representative of laboratory include: making the necessary coordination
with the AB and the assessment team in the implementation of the program, such as coordination
for the response of the personnel involved in the assessment according to the established
arrangements, access to documents and records, establishing facilities for holding meetings,
having the necessary equipment, including The technology of collecting, storing, retrieving,
processing, analyzing and transferring information including software and hardware such as
telephones, laptops or all types of computers, video cameras or webcams, headphones or
microphones, scanning and duplicating and printing equipment, telephone audio and video
conferences with the ability to record, record and broadcast meetings and evaluated locations in
the case of remote and providing the necessary facilities and space in the conditions of on-site
assessment, the ability to share data and secure access to profiles, providing and using program
(such as Big Blue bottom, Zoom...), having the internet with a suitable and stable bandwidth,
preparing video films, whether they have been prepared before or during the performance of the
activity. To provide portability, connection, and battery life of the video device.
8- Carrying out the assessment by remote technique means the acceptance of the laboratory on
the use of ICT and maintaining the necessary information in the laboratory's file in the AB’s office.
9- It is necessary to obtain permission from the AB to store the audio or movie information during
the activity.
10- It is necessary to provide an environment away from the interference of head and background
noise in the remote assessment and scan the room at the beginning of each remote session in
order to identify the personnel present in the room and involved in the assessment.

11- The opening form should be registered by the members participating in the meeting, whether

in person or remotely, and confirmed by the team leader of the team.
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The closing meeting of the assessment
12- At the end of the assessment, a meeting will be held between the assessment team and the
laboratory, in which the findings identified during the assessment, including the expression of
conformity, strengths, improvements, and non-conformity, will be presented by the team leader.
13- With the agreement of the laboratory, cases of non-conformities are recorded in the
"Laboratory non-conformity report" form. Also, if there is a need to clarify the issue, it will be
discussed.
14- The team leader agrees with the representative of the laboratory (including the lab director
or authorized representative) about the deadline for removing the non-conformity and sending
corrective action
15- After completing the non-conformity report form, if the said form is an electronicfile, it should
be converted into a PDF version. If it is a paper version, make a copy of it.
16- By the team leader, a copy of the non-conformity report form, either paper or PDF (according
to the conditions), will be submitted to the laboratory and a copy of the said form will be delivered
to the AB’s office for further follow-up and inclusion in the applicant's unit file. Both copies
delivered to the laboratory and AB shall be the same and contain the same information.
17- In order to further clarify the continuation of the work, the team leader should explain the
following cases that within the agreed deadline to resolve the non-conformity, the laboratory is
required to analyze the root causes of the non-conformity, and take specific measures as
corrective action to resolve the non-conformity or describe a present the plan for closing non-
conformity and finally the lab shall report these activities in the corrective action report form and
send to AB with considering to the deadline.
18- The actions taken by the laboratory are reviewed by the assessment team. If the sufficiency
of the measures is accepted, the cases are approved. In case of inadequacy, further arrangements
such as giving extra time to close the non-conformity or removing from the scope of the
accreditation application will be determined based on negotiation between lab and ab.

19- If there is a need to find evidence of the effective implementation of the measures taken, a
follow-up assessment may be conducted to confirm the effective implementation of the
corrective actions.

20- The closing form should be registered by the members participating in the meeting, either in

person or remotely, and confirmed by the team leader.
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