ASSESSOR COMMITTEE MEETING SUMMARY
Sunday, April 13, 2008
1) The first hour of the meeting was reserved for contracted A2LA assessors only.  Mitzi Miller served as scribe to capture all issues that were raised.    
2) Issues raised during the first hour of the meeting were discussed with A2LA staff, as outlined below:
· Assessor Recommendation:  Send the proficiency testing, advertising policy and traceability policy checklists to labs for completion before the assessment.

ACTION:  T. McInturff to revise process so that the proficiency testing, advertising policy and traceability policy checklists are sent to labs for completion prior to their assessment.  Be sure to check any relevant instructions included on these checklists so that this is clear (by May 31, 2008).
· Assessor Recommendation:  Keep assessors informed when a deficiency is over-ruled by staff and allow additional assessor input when a lab disputes or appeals a deficiency.  

ACTION:  T. McInturff to review relevant 200 series SOPs to ensure it is clear that assessors are to be informed and asked for further input when a deficiency is over-ruled by staff or disputed/appealed by the lab.  Conduct in-house training as appropriate (by May 31, 2008).
ACTION:  T. Barnett to review the relevant 000 series SOP related to appeals to be sure it is clear that assessors should be given an opportunity to offer additional input whenever a deficiency is disputed or appealed (by May 31, 2008).
· Assessor Recommendation:  Edit the advertising policy checklist to remove items that are not auditable.

ACTION:  T. McInturff to review the advertising policy checklist and consider removing any items that are not auditable (by May 31, 2008).
· Assessor Recommendation:  Have A2LA staff put their “stamp of approval” on a lab’s proficiency testing (PT) plan before sending to the assessor.  Staff reiterated that they do review the plan but that assessors are in the best position to know whether or not a lab is using PT programs that are available and relevant to them.  
· Assessor Recommendation:  Eliminate the need for a lab to sign so many documents during the exit briefing.

ACTION:  T. McInturff to consider ways for combining issues requiring laboratory signature into a single document to expedite the exit briefing process (by May 31, 2008).
· Assessor Recommendation:  Eliminate redundancies in the field testing/calibration checklist and consider including only those requirements that are relevant to situations where calibrations must be done on-site, as the document does not seem as relevant to testing/calibrations done in mobile facilities.  (NOTE:  An action item resulted from the Criteria Council meeting to remove the noted redundancies.)
· Assessor Recommendation:  Develop a system whereby all laboratory information (e.g., master code, assessment ID, name, address, etc.) are automatically imported into each document so that assessors need not enter this information by hand multiple times.  Staff confirmed that a system to ease this burden is currently under development.
· Assessor Recommendation:  Allow assessors to charge for time, mileage and airfare when traveling to an assessment, as not paying for “non-moving time” is unacceptable.
ACTION:  T. McInturff to consider revising the criteria for what is considered reimbursable travel expenses for an assessor (by 
May 31, 2008)
· Assessor Recommendation:  Require laboratories to complete the entire checklist and not just the shaded requirements.  Staff reiterated that the non-shaded requirements are related to actions and records and are not items that a laboratory can include a document reference for.  Assessors must verify these things in person, on-site.  
· Assessor Recommendation:  Although the assessor committee felt that the face-to-face interactions during the Conclave were very beneficial, they also recognized that there is substantial cost associated with the event.  They, therefore, suggested that some of the meetings be held by teleconference to reduce the on-site time required at the Conclave.  Another suggestion was to schedule the Conclaves every 18 months instead of yearly in order to reduce costs. Staff confirmed that options are currently being considered and will be discussed further with the Technical Committee of the Board of Directors.  
· Assessor Recommendation:  Consider limiting who is qualified to perform assessor oversights – either limit to one or two staff members with this sole responsibility, or allow new assessors to be evaluated (at least initially) by a seasoned assessor.  Concern was also expressed over the criteria for rating an assessor on the more subjective elements of an evaluation and assessors felt that they are often given a poor score even if they have alerted staff of a problem in advance (and requested approval) or if a situation is due to circumstances beyond their control.  

ACTION:  T. McInturff to consider revising the assessor oversight system to allow for evaluation of new assessors (at least initially) by a seasoned assessor and review the evaluation forms/system for any needed clarity to the more subjective elements under evaluation (by 
May 31, 2008).
· Assessor Recommendation:  Provide a system whereby assessors can submit an evaluation of their interactions with A2LA staff and also a (perhaps anonymous) evaluation of the assessments they themselves perform.

ACTION:  T. McInturff to consider implementing a system whereby assessors may submit an evaluation of their interactions with staff (by June 30, 2008)

ACTION:  T. McInturff to query the assessor corps to determine interest in and recommendations for developing a system where assessors may evaluate the assessments that they perform (by June 30, 2008).
· Assessor Recommendation:  Allow the assessor to establish the assessment date, instead of the laboratory.  Alternatively, consider imposing a “cancellation policy” whereby laboratories would be financially penalized for canceling an assessment within a certain period of time.
ACTION:  A2LA Management to consider implementing a “cancellation policy” for laboratories that cancel or postpone an assessment (by 
June 30, 2008).
· Assessor Recommendation:  Reconsider requirement to conduct a document review before scheduling the assessment.  Staff reiterated that a document review is required before scheduling any new assessment in the event there are serious issues that would lead to a pre-assessment or significantly delayed assessment.  For renewal labs, the date may be scheduled prior to conducting the document review.  Assessors also asked that staff consider changing the “60 day rule” to a “90 day rule” with respect to scheduling an assessment.  
ACTION:  T. McInturff to consider changing the “60 day rule” to a “90 day rule” with respect to scheduling an assessment (by May 31, 2008).
· Assessor Recommendation:  Consider sending any post-assessment letters/communications electronically vs. hardcopy.  Staff confirmed that this is our current SOP and that staff would be reminded of it.  Assessors were asked to inform T. McInturff of any instances where they receive a hardcopy instead of an electronic version.
· Assessor Recommendation:  Emphasize more strongly to foreign laboratories that all documentation (including technical procedures) must be translated to English, not just the laboratory quality manual.  Staff confirmed that this is clearly stated in the application documentation and is conveyed to any potential foreign applicant that requests a fee estimate or information on applying.

· Assessor Recommendation:  Assessors were encouraged to delve into laboratory records beyond a few months, as laboratories are required by A2LA policy to maintain records for at least two years.
3) 
Staff Issues:  Proposed Change to Estimated Cost Form 
Assessors were informed that A2LA will be returning to the previous system for handling post-assessment assessor time.  Namely, assessors may indicate an estimate of the time that may be required, but laboratories will not be billed and the assessors will not be paid for that post-assessment time until/unless that time is actually spent.  The relevant assessor SOP is undergoing revision to capture this.
Minutes prepared by Teresa C. Barnett, A2LA Quality Manager.
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