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NVLAP Assessor Training Checklist
	Candidate’s  Name:
	NVLAP Program:


	Topics

(order of presentation to be determined by trainer)
	Training Resources

(PPT = PowerPoint presentation)
	Assessor Category

(see Notes below)
	Method of Delivery
	Date

Completed
	P. M.

Initials

	
	
	
	Class-

room
	One-on-one
	Self-
study
	
	

	
	
	L.A.
	T.A.
	T.E.
	
	
	
	
	

	1
	Introduction to NVLAP

· Organization & staffing
· Accreditation

· Role of MRAs/cross-frontier policy
	· NVLAP Organizational Chart

· Staff Directory

· “NVLAP Overview” (PPT)
· “International Arrangements” (PPT)

· NIST HB 150, Clauses 1-3

· Joint ISO-ILAC-IAF Communique on 17025
	X
	X
	X
	
	
	
	
	

	2
	Accreditation requirements

· ISO/IEC 17025 key requirements & concepts
	· “Management System Review” (PPT)
· NIST HB 150, Clauses 4 and 5


	X
	X
	TBD
	
	
	
	
	

	3
	Selected management system topics

· Laboratory quality manual

· Laboratory internal audits and management reviews

· Referencing NVLAP accreditation
	· “Internal Audits & Management Reviews” (PPT)
· APLAC TC002: Internal Audits for Laboratories and Inspection Bodies

· APLAC TC003: Management Review for Laboratories and Inspection Bodies
· “Annex A: Referencing NVLAP Accreditation” (PPT)
· NIST HB 150, Annex A
	X
	X
	TBD
	
	
	
	
	

	4
	Traceability and uncertainty of measurements
	· “Metrological Traceability” (2008) (PPT)
· “Traceability” (2009 ) (PPT)
· “Measurement Uncertainty” (2009 ) (PPT)
· NIST HB 150, Annex B

· NIST Policy on Traceability

· AB-10-2008: Assessment of Requirements for Measurement Traceability
· ILAC-P10:2002: ILAC Policy on Traceability of Measurement Results
· NIST TN 1297: Guidelines for Evaluating and Expressing the Uncertainty of NIST Measurement Results
· APLAC TC 010: General Information on Uncertainty of Measurement
	X
	X
	TBD
	
	
	
	
	

	5
	Assessment process

· Assignment of assessor(s)

· Assessor roles: lead, technical, and expert

· Preparation for on-site

· Conducting an on-site

· Assessment do’s and don’t’s
	· “NVLAP Communications” (PPT)
· “Assessment Techniques: Conducting an Assessment” (PPT)
· “Assessor Qualifications & Training Requirements” (PPT) – for definitions of assessor roles

	X
	X
	TBD
	
	
	
	
	

	6
	Reporting assessment results

· NVLAP forms & checklists/version control

· Classification of findings

· Writing nonconformities

· Evaluating corrective actions
	· “NVLAP Assessment Forms” (PPT)
· “Nonconformities” (PPT)
· “Evaluating On-Site Reports and Corrective Actions” (PPT)
	X
	X
	TBD
	
	
	
	
	

	7
	Proficiency testing
	· “NVLAP Proficiency Testing for Calibration Laboratories” (2005) (PPT)

· “Proficiency Testing” (2007) (PPT)

· Weights and Measures web page, “Round Robin Tools” (see http://ts.nist.gov/Weights


andMeasures/Metrology/roundrobins.cfm)
	X
	X
	TBD
	
	
	
	
	

	8
	Assessment techniques and skills

· Communication

· Personal attributes
	· “Assessment Techniques: Communication Skills” (PPT)

	X
	X
	TBD
	
	
	
	
	

	9
	Working for NVLAP

· Confidentiality, conflict of interest, & ethical concerns

· Assessor monitoring and recordkeeping

· Assessor qualifications
	· “Working for NVLAP” (PPT)
· “Assessor Qualifications & Training Requirements” (PPT)
· Domestic Per Diem Rates Web Site (see link at http://ts.nist.gov/Standards/Accreditation/


training.cfm)

· NVLAP web site and bulletins (see www.nist.gov/nvlap)
	X
	X
	X
	
	
	
	
	

	10
	Enter program-specific training topics here, as appropriate, including resources used.
	
	
	X
	X
	
	
	
	
	


	This candidate has completed all training requirements for the following assessor category(s) (circle as appropriate):  Lead Assessor, Technical Assessor, Technical Expert.

	Program Manager’s  Name:
	Date:


Notes:  1) X = Required topic; 2) TBD = To be determined by NVLAP Program Manager; 3) L.A. = Lead Assessor, T.A. = Technical Assessor, T.E. = Technical Expert
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