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Quality Management Plan for The NELAC Institute

1.0 
Introduction
This Quality Management Plan (QMP) describes the Quality Management System (QMS) within which The NELAC Institute (TNI) operates.  This Plan also provides additional details about the governance and management of TNI. TNI is committed to conducting its operations within a QMS that uses a consensus process, developing goals using strategic planning, measuring accomplishments against stated goals, and meeting customer needs. TNI’s customers are the users of the services it provides, and includes organizations that generate environmental sampling and measurement data (e.g., laboratories and field sampling and measurement organizations), organizations that accredit the process of generating data (Accreditation Bodies, or ABs) and all other participants that have an interest in the process (e.g., other governmental agencies, consultants, vendors, data users, other environmental and/or data related organizations.)  
1.1 Mission of TNI
The purpose of TNI is to foster the generation of environmental data of known and documented quality through an open, inclusive, and transparent process that is responsive to the needs of the community.
TNI accomplishes this mission through the use of volunteers working on committees tasked with specific functions in defined program areas, under the leadership of a Board of Directors, and with staff, all of whom are part-time contract employees.  TNI is organized and operated as a non-profit association, under section 501(c)3 of the Internal Revenue Code of the United States.  TNI strives to maintain the highest standards in its corporate governance practices and abides by the code of ethics for non-profit organizations established by the Independent Sector (www.independentsector.org) and has established Corporate Governance Guidelines based on this code. The TNI Code of Ethics and Corporate Governance Guidelines are appended to this plan as Attachments 1 and 2.
1.2 Stakeholder Groups of TNI
TNI believes that all affected stakeholders have the privilege to fully participate in the activities of TNI.  To that end, TNI has established the term “balanced representation” for the purpose of forming “consensus” in many of TNI’s committees, including the Board of Directors, all standard development committees, and many other committees.  To that end, the following stakeholder groups are defined:
· Accreditation Bodies and other governmental agencies that operate environmental accreditation programs.
· Laboratories, Field Sampling and Measurement Organizations (FSMOs), and other organizations directly involved in providing sampling and environmental measurements (groups eligible to use the services of the Accreditation Bodies), and
· All others (includes non-state governmental agencies that do not operate accreditation programs, industry and commercial entities, data users.)
1.3 The Consensus Process

TNI strongly supports the use of consensus in accordance with rigorous democratic procedures for all its committees and the Board, and uses the requirements of the federal Office of Management and Budget (OMB) Circular A-119 as its underlying philosophy.

OMB Circular A-119 defines a voluntary consensus body as one having the following attributes: (i) openness; (ii) balance of interest; (iii) due process; (iv) an appeals process; and (v) consensus, which is “general agreement, but not necessarily unanimity, and includes a process for attempting to resolve objections by interested parties, as long as all comments have been fairly considered, each objector is advised of the disposition of his or her objection(s) and the reason(s) why, and the consensus body members are given an opportunity to change their votes after reviewing the comments.”
For its activities that concern development of consensus standards, TNI is an Accredited Standards Developer by the American National Standards Institute.
2.0  The Structure of TNI

TNI is unusual in that most volunteers are familiar with quality management systems.  TNI membership includes over 800 scientists from throughout the environmental monitoring community, including both government and private sector participants, working in a variety of environmental disciplines that include: 
· Sampling organizations (laboratories, consulting and engineering firms, local, state and federal contractors),
· Environmental laboratories (large and small commercial laboratories and local, state and federal government laboratories),
· Municipalities and local government entities, state agencies, and federal agencies.
· Regulated entities that use environmental data, and

· Accreditation Bodies, consulting firms, Proficiency Test (PT) providers, and other vendors to the industry.
Individuals eligible for membership include any individual who has an interest in environmental sampling or measurement or other environmental accreditation issues in the private, public or academic sectors and who agrees to the TNI Code of Ethics.  Organizations eligible for membership include any company, academic institution or governmental agency.  Each individual and organizational member is categorized as one of the three stakeholder groups, according to affiliation and field of professional effort.  TNI promotes inclusiveness and its staff, Directors and volunteers reflect diversity in order to enrich its programmatic effectiveness.  The organization takes meaningful steps to promote inclusiveness of all potential stakeholders in its hiring, retention, promotion, board recruitment, committee member appointments and constituencies served.

TNI’s activities are managed and governed by its Board of Directors (BOD or Board.)  This Board is ultimately responsible for the quality management system of TNI as it develops and implements the Strategic Plan of the organization through the program and committee structure described below.  
The BOD has supervision, control, and direction of the affairs of TNI to determine its policies or changes within the limits of the law or the Bylaws and Articles of Incorporation.  The Board actively pursues TNI’s mission and has discretion in the disbursement of its funds.  Also, the Board shall not have authority to supersede the authority of core programs without due cause.  Due cause is limited to activities that would be inconsistent with the TNI Bylaws or put the organization at unacceptable financial or legal risk.
The Executive Committee of the Board of Directors consists of its Officers — the Chair, Past-Chair, Vice-Chair, Secretary and Treasurer.  The Executive Committee advises and aids the Executive Director in all matters concerning The NELAC Institute’s interest and the management of The NELAC Institute’s business.  
The Executive Director (ED) has day-to-day operational responsibility for TNI, including carrying out TNI’s goals and Board policy.  The ED attends all Board meetings, reports on the progress of The NELAC Institute, answers questions of Board members, and carries out other duties as designated by the Board.  The ED is an ex officio (non-voting) member of all TNI committees.

The NELAC Institute (TNI) hosts two regularly scheduled meetings per year, typically in January and August. Both are a week long and involve open meetings of the TNI committees as well as training courses and other special sessions.  The summer meeting is held in combination with the National Environmental Monitoring Conference.

2.1 Program Areas of TNI
There are five program areas within TNI, of which four are designated as “core” programs in the TNI Bylaws.  Each core program is managed by an Executive Committee of 7-15 individuals with balance of stakeholder category such that all stakeholder interests are represented.  The Executive Committee roles are to provide strategic direction, growth and fiscal management of the program areas. 

The core programs work in cooperation toward a common vision, as defined by the organization’s Strategic Plan (see below.)  Each core program has the authority to establish policies and procedures for the program, make decisions, and operate independently with the exception of the following restrictions:
· All policies are reviewed and approved by the BOD to ensure the policy does not create a program that cannot be funded or puts the organization in a position of internal conflict or at other risk.  Issues raised will be addressed before the policy is implemented.
· All policies are reviewed by the Policy Committee to ensure policies from different core programs are not in conflict with each other.  Issues raised are addressed before the policy is implemented.
· Each core program provides monthly reports to the BOD describing progress towards the goal of the program. The BOD will provide feedback to the program for future efforts. 
Each program establishes strategic goals and objectives that are reviewed by the BOD to ensure the goals and objectives are aligned with TNI’s mission.  The purpose, responsibilities and membership of each program and its committees are summarized in Attachment 3.
3.0  Roles and Responsibilities for Quality Management System
Org chart with Quality Management System responsibilities and reporting shown—will be inserted as full page (as a modification of the existing org chart) 
As noted above, TNI manages four core programs that are working together towards a common vision.  Since the programs operate with similar or parallel structures, in terms of roles and responsibilities they are addressed collectively rather than individually for the purposes of describing quality roles and responsibilities.  
3.1 Board of Directors
The Board has ultimate responsibility for the structure and oversight of TNI’s Quality Management System (QMS).  The Chair has operational responsibility for the QMS, and is the senior manager for quality to whom the QA Director reports on quality issues.  This individual holds ultimate responsibility for determining whether any particular issue or aspect of the quality management system should be brought to the attention of the entire Board for resolution.

Each new Board member is provided an “orientation for new Directors” that includes an introduction to TNI’s QMS and a thorough briefing on the current Quality Management Plan.  By influence as well as activities, Board members exemplify successful operation of the QMS.  

3.2 Executive Director 
The Executive Director (ED) has day-to-day responsibility for The NELAC Institute, and has authority to enter into contracts for the TNI organization.  The ED serves as immediate supervisor of TNI’s QA Director for personnel matters and any activities not relating to TNI’s overall QMS.  For instance, if the QA Director has a staff role for quality in a program area, the supervisory reporting as spelled out in that contractual relationship will apply to matters governed by the contract.
The ED will have 5 years’ experience working within a QMS, and is responsible to ensure that all administrative, organizational and program specific activities under his authority comply with the requirements of this QMP.  The ED may enlist the QA Director, other staff or volunteers to support him in this effort.

3.3 Quality Assurance Director

The Quality Assurance (QA) Director is responsible for the implementation of this plan.  The QA Director will have either experience  and credentials as a quality manager (ASQ or similar) or equivalent experience totaling 5 years, managing a quality system in private or public organizations that generate or utilize environmental data.
· The QA Director supports a network of QA Managers in TNI’s programs (the TNI QA network.)  This network meets at least quarterly to discuss quality management system issues, progress of activities across the organization, and continuous improvement of the quality management system.
· The QA Director manages an internal audit program, with the assistance of the QA Managers and program administrators.  Internal audits are focused on adherence to TNI governance documents, Committee charters, SOPs, policies, and conflict-of-interest considerations.  Audits will consist of in-depth reviews of versions of standards under development, document review of minutes and SOPs with telephone interviews of committee members, review of permanent records of activities such as NELAP Accreditation Body evaluations, or any other documents deemed appropriate by the QA Director with agreement of the Executive Director.
· QA Managers work with the QA Director on internal audits of, such that each program area is assessed at least every five years.  
· The QA Director oversees implementation of corrective actions, when warranted from internal audits.

· The QA Director annually reviews the QMP and determines whether updates are needed.  S/He provides an annual report to the Board of Directors about the status of the QMS, including unresolved corrective actions from the year’s internal audits.

· The QA Director provides an annual written report to the Executive Director and the TNI Board  regarding activities conducted, internal audit findings and corrective actions implemented, process changes, and plans for QA activities in the coming year.

· At least every 5 years, the QA Director prepares an updated version of the QMP (with cooperation and assistance of the QA managers) and presents it to the BOD for adoption, or when a major reorganization of TNI occurs, or a new Strategic Plan is adopted.
· The QA Director serves as the QA Manager (See section 3.5 below) for all administrative and support committees.

· The QA Director also serves as the Ethics Officer for TNI, reporting to the Executive Director.  S/He will receive any inquiries about possible violations of the Code of Ethics, as well as questions about interpretation of that Code.  In the Ethics Officer role, s/he will work with the ED to investigate any potential ethical lapses, and the BOD will be notified of the results of that investigation.  Confidentiality will be maintained.  For interpretations of the Code of Ethics criteria, s/he will work with the ED and the BOD Chair to make a determination of the acceptability of any particular activity or action.  
3.4 Staff, including Program Administrators

All staff and program administrators must be familiar with this Quality Management Plan, and whenever revisions are made, will be requested to review it anew by the Executive Director.  This should occur regardless of the duties assigned to the staff (i.e., database administrators and administrative staff as well as scientific personnel should be aware of the QMP’s contents.)
Determination of whether staff have particular roles for the QMS will be at the discretion of the Executive Director based on preferences and needs of the individual programs for which staff have programmatic responsibilities, in consultation with the QA Director.

3.5 QA Managers

The Executive Committee Chair of each Core Program of TNI designates a volunteer to as QA Manager for that program.  The designated QA Manager participates in each “major” aspect or committee in that program, but not necessarily all subordinate committees. The QA Manager shall possess 2 documented years of career experience working within a quality system and complete TNI’s quality management system training prior to appointment as QA Manager.
· The QA Manager participates in the QA network and also participates in internal audits as agreed upon with the QA Director.  The QA Manager may independently lead internal audits of other program areas if qualified and approved by the QA Director.

· The QA Manager coordinates with the appropriate Program Administrator to monitor progress of activities agreed upon for the Executive Committee and other committees in his/her program area relative to the established timelines of the Charter.

· The QA Manager identifies and promotes completion of any corrective actions needed as a result of program or committee level internal audits, working with the appropriate Committee Chair(s).

· The QA Manager assists with and contributes to the reviews of the quality system and revisions of the QMP when needed.  

3.6 Committee Members

Committee members are volunteers with knowledge about the area to which they volunteer.  They work with the committee’s QA Manager to ensure that the practices of this QMP are implemented within that committee.  All committee members must have taken TNI’s QMS training course within 6 months of appointment.

3.7 General membership

All members of TNI are made aware of TNI’s quality system and the requirement to adhere to the TNI Ethics Policy. 
	QA Structure for TNI – Summary Table


	Position
	
	Role/Responsibilities
	
	Qualifications/Training Requirements

	Board of Directors -- Chair
	
	-Delegate or retain responsibility for quality management system

-Senior manager to whom QA Director reports for QA issues

-Approves QMP
	
	New Director orientation includes quality management system and QMP

	Directors
	
	-Uphold quality management system in all TNI activities, through influence and performance
	
	New Director orientation includes quality management system and QMP

	Executive Director
	
	-Supervises QA Director

-Approves QMP

-Triggers updates to QMP (changes to organizational structure or Strategic Plan)

-Ensures that all TNI activities are conducted within quality management system and QMP requirements
	
	-Prepares, or delegates, preparation of orientation

-Has 5+ years of experience working within a quality management system

	QA Director
	
	-Maintain network of QA Managers that meets quarterly to discuss quality system issues and continuous improvement of the quality management system.

-Manages internal audit program, such that each program area is assessed at least every five years.  

-Oversees implementation of corrective actions from internal audits.

-Annually reviews QMP to determine whether updates are needed.  

-Provides periodic reports on the implementation of TNI’s quality management system and the QMP to TNI Board Chair or designee

-Provides annual summary written report to Executive Director and TNI Board regarding activities conducted, internal audit findings and corrective actions implemented, process changes, and plans for QA activities in coming year.

-At least every 3 years, prepares updated version of the QMP for adoption; sooner in event of major reorganization or adoption of new Strategic Plan 
-Serves as Ethics Officer for TNI, reporting to the Executive Director.  

-Receives inquiries about possible violations of Code of Ethics, as well as questions about interpretation of that Code.  

-Works with ED to investigate possible ethical lapses, notifies BOD of the results  

-For interpretations of Code of Ethics criteria, works with the ED and the BOD Chair to make a determination of the acceptability of any particular activity or action.
	
	Credentialed as a QA Manager by ASQ or equivalent, or has 5+ years’ equivalent experience

	Other staff
	
	Work with ED and QA Director/Managers to ensure implementation of QMP in program areas
	
	quality management system training

	QA Manager
	
	-Participates in QA network and internal audits as agreed with QA Director.  

-May independently lead internal audits of other program areas if qualified and approved by QA Director.

-Coordinates with the appropriate Program Administrator to monitor progress of activities agreed upon for Executive Committee and other committees in program area.

-Identifies and promotes completion of corrective actions resulting from internal audits of relevant program.

-Assists with and contributes to annual reviews of quality management system and revisions of QMP when needed.  
	
	2 years experience working in quality management system and QMP training

	Committee Members
	
	-Work with QA Director/Manager to ensure that QMP practices are implemented in program area
	
	QMP training

	general membership
	
	-Awareness of quality management system and QMP
	
	Must agree to the Ethics policy containing quality management system language


4.0
Planning, Implementation, Monitoring and Evaluation of TNI Activities
4.1 Strategic Planning

From its inception, TNI has employed strategic planning to determine the process and timeline for accomplishing its goals.  This ensures that TNI’s activities are appropriate and aligned with its stated mission, and helps ensures the quality or its activities and work products.  
Planning begins with a five-year strategic plan developed by the TNI Board of Directors and senior staff.  TNI’s current strategic plan, finalized in 2010 and posted on the TNI website at http://www.nelac-institute.org/archives.php, contains four core strategies that have 3-5 specific goals each. For example, strategy 3 in this plan, “provide conferences that are beneficial to the environmental community and enhance TNI’s mission,” has as a goal that TNI shall co-sponsor the National Environmental Monitoring Conference.  Each goal then has several objectives with a particular committee or individual assigned responsibility and a specific target date for completion.
4.2 Implementation

Each committee uses the strategic plan to set milestones and timelines in its Committee Charter, which is submitted to the TNI BOD for approval.  The Charters outline projected activities and timeframes for accomplishment of those tasks, in alignment with the Strategic Plan.  These Committee Charters are, in essence, the Implementation Plan for the Strategic Plan.
4.3 Monitoring

Progress is assessed through monthly Program Reports to the TNI Board by the Program Administrators.
4.4 Evaluation

Since the Committee Charters serve as the implementation guidance for the overall work planning of TNI, the Charters are reviewed annually by the Chairs and relevant Program Administrator, and revised as necessary.  

Further, the Charters are revised and updated within 6 months of each update of the TNI Strategic Plan (approximately every 3 years.)

5.0 Assuring Competencies of Individuals Carrying out TNI Activities

Especially in an organization where most activity is conducted and managed by volunteers, determining and ensuring the competency of the individual for participation in each level of activity (Board, program, committee, staff and general membership) becomes a crucial factor in the success of the organization.
5.1 Staff and Volunteers  
Competencies for staff are the simplest to ensure and document, since TNI has management control over the individual’s actions.  All staff shall have appropriate experience working in the areas they are expected to support, and a bachelor’s degree as minimum education for personnel working in scientific areas.  Staff are considered an integral part of the organization, regardless of the area in which they serve.  Staff may also participate in other TNI activities as volunteer members. The performance of all TNI Staff is assessed on at least a biannual basis.
Assuring that volunteers are appropriately knowledgeable as well as willing to work falls to an effective peer selection process.  Often, but not always, volunteers join committees related to their fields of employment, and thus the committee member application form provides a basis for assessing knowledge level of the member.  Individual committees review applications and make selections based on the qualifications provided from the volunteer in the application.  If committee members do not participate regularly and contribute effectively to the Committee’s efforts, a process exists whereby the individual can be dropped from the committee roster and replaced
5.2 Contractors
For certain activities needed to fulfill TNI’s mission, either individuals or companies will need to be identified to carry out specialized functions.  Typically, contracts would be of limited scope with clearly defined activities and deliverables, and the individual or organization performing that scope considered “replaceable.”  Examples of this would be database creation, development and presentation of training for a particular purpose or even expertise in a particular software package for some activity.  
For actions initiated by TNI, all contractors are selected through the use of a Request for Proposal (RFP) process made public by distribution throughout the environmental data community, publication on the TNI website, and/or by targeted solicitations. TNI also accepts unsolicited proposals.
In addition to stating clearly the tasks or specialized functions to be carried out, such RFPs clearly spell out the expertise needed, including experience and educational requirements of the submitter, the level of knowledge of the subject matter required of the proposing entity, and the fact that all TNI activities are conducted within its quality system.  Ideally, multiple proposals would be received.  
The Finance Committee reviews proposals, as an entity that can impartially evaluate the proposals to select the individual or organization deemed most capable of successfully completing the tasks, while also taking into account the cost estimates included in that proposal and the quality system utilized by the contractor.
Any contract award issued, after the process described here, shall be overseen and monitored by the Executive Director or a designated TNI staff person to ensure that TNI funds are disbursed conservatively and that the quality of the work product(s) meets the needs and expectations of the project.  A contracting organization is expected to agree to non-disclosure agreements and to provide sufficient information to assure that no conflict of interest exists.  The TNI staff person may include volunteers in assessing whether the work products are acceptable.
Some contractors (e.g., hotels, printers, and related vendors) are selected through a similar proposal process but information is not posted on the TNI website as these contractors would not be expected to know about the potential work through that system.  Rather, proposals are selected from at least three potential contractors using information gleaned from experience or web-based searched.

6.0 Information Management and Information Technology Activities

The Information Technology (IT) Committee’s mission is to support the IT needs of the TNI boards, programs, committees and membership by providing a user-friendly and attractive communications center and database.  
6.1 Web site maintenance

The IT Committee has overall responsibility for design and content of the TNI website.  It works with the IT Administrator, a part-time contract employee who maintains and updates the website.  
The IT Administrator has a significant role in sustaining the quality of TNI’s website.  S/He receives day-to-day supervision from the Executive Director, with guidance from the IT Committee about website design and database content and operation.  His duties include the development and maintenance of the database; the posting of news, board and committee minutes, schedules of conference and committee meetings; and the operation of member services, such as conference registration, membership applications and electronic voting processes.  The IT Administrator also exercises professional judgement about items submitted for posting, and consults with the IT Committee if there are any concerns to be resolved before a specific document is posted to the website.  
6.2 Laboratory Accreditation Management System (LAMS)

The IT Committee is also responsible for the use and maintenance of the LAMS, a database which will list the TNI accreditation bodies (ABs) and all their accredited laboratories, that now resides on the TNI server.  The Database Administrator works with  ABs to upload and maintain their laboratory information to the database, so that accurate accreditation status of each laboratory is available to anyone within TNI.  The ABs may update their information at any time (once the database is populated, initially.)  
The IT QA Plan for the LAMS is reviewed annually for updates.  Database quality control practices are documented in the ITQA Plan, along with the specific processes (“security checks”) incorporated into the database entry mechanisms that are designed to minimize errors.  Other processes and procedures adopted to ensure quality and timeliness of the database are included as well, such as how the lists of analyte and method codes are maintained and the historical records kept. 
6.3 Other Databases and Lists

There are multiple lists of analyte codes, method codes and Fields of Proficiency Testing, (FoPTs) used by TNI programs that are essential and integral parts of the accreditation operations for both laboratories and FSMOs.  Accurate maintenance of these is performed by either the committee “in charge” or the IT Committee, but it falls to the IT Committee to ensure they are maintained and governed by a ITQA Plan.
6.4 Document control

SOP-1-104, Control of TNI Documents, provides the requirements for document control within TNI. As discussed in this SOP, TNI maintains a current a list of all TNI controlled documents.  The list includes a clear identifier and the issue or effective date.  Superseded or obsolete controlled documents are retained to provide a historical reconstruction of a document’s revisions and amendments.
6.5 Records maintenance

In accordance with Policy 1-104, TNI records, whether in hard copy, electronic, oral, or visual media, are maintained in a manner that ensures their permanence and accessibility, and that facilitates compliance with local, state, and federal laws. The Secretary of TNI acts as the custodian for all TNI records, in charge of their storage and disposal. 

7.0
Customer Satisfaction

TNI encourages staff and volunteers across the organization to establish communications with clients and stakeholders, to identify process improvement opportunities, and identify and offer solutions to problems.  Additionally, TNI’s Advocacy Committee has a leadership role in reaching out to other organizations and individuals to seek feedback on TNI’s activities. The Small Laboratory Advocate is a designated individual within TNI who is charge to specifically seek feedback from small laboratories.
8.0 
Ethics

TNI is committed to maintaining the highest standards of ethics in all of its operations.  To become a member of TNI, one must agree to abide by TNI’s Code of Ethics (http://www.nelac-institute.org/docs/Policy%201-107.pdf.)  The specific ethical policies that members are expected to follow are set forth in the policy, Ethical Conduct of Members (see http://nelac-institute.org/docs/TNI_Policy_102.pdf.)  

The QA Director will be the initial point of contact for submitting inquiries about whether the Code of Ethics has been violated.  S/He will work with the ED to investigate any potential ethical lapses, and the BOD will be notified of the results of that investigation.  Confidentiality will be maintained.
8.0
Quality Management System Elements 

8.1 Corrective Actions

Corrective actions include a determination of the nature and extent of the problem, the root cause of the problem, and alleviation of the problem as soon as practical, including implementing appropriate corrective actions and actions to prevent recurrence, documenting all corrective actions, and tracking such actions to closure.  Review of the effectiveness of implementation of the corrective action is performed by the QA Director or QA Manager, as appropriate, and reported to the BOD.
8.2 Continuous Improvement

TNI regularly reviews program effectiveness and has mechanisms to incorporate lessons learned into future programs.  The organization is committed to improving program and organizational effectiveness and develops mechanisms to promote learning from its activities and the field.  TNI strives to be responsive to the needs of its customers.

8.3 Internal audits 

Internal audits are the primary tool to detect and deter quality problems within the organization.  Having volunteers assume roles as QA Managers within the working structure may also contribute substantially to identifying and overcoming existing quality problems.

8.4 Complaints.  

Anyone who has a concern about TNI’s accounting, internal accounting controls or auditing matters, Code of Ethics, or any other concern, may file a complaint using the process described in SOP 1-106, General Complaint Resolution Process.  Complaints from are tracked and reviewed to identify needed corrective actions.  

9.0  Definitions 

Accreditation Body – the organizational unit that accredits laboratories or field measurement organizations to conformance with the particular standard(s) developed for the purpose.  
Accreditation Council – the group of state accreditation body representatives that manage the National Environmental Laboratory Accreditation Program’s activities.
Accredited Laboratory – the conformity assessment body that is certified as being in conformance with the standard
Adoption – typically used to refer to one core program having accepted the work product of another core program for use within its program, such as “adoption” of a consensus standard.  A core program does not have authority to change the work product of another core program, but it may return the work product to the core program that developed it with recommendations for changes.  It will then be the responsibility of the core program that developed the work product to decide on the course of action.
Accredited  Standards  Developer – an organization whose procedures meet the requirements for due process and criteria for approval and withdrawal of an American National Standard, as described in the “ANSI Essential Requirements: Due Process Requirements for American National Standards.”  See http://web.ansi.org/standards_activities/domestic_programs/accreditation_as_developer/accredit.aspx?menuid=3
Board of Directors – the governing body of TNI.  Also referred to as “the Board.”
Committee Charter – a standard form required of all TNI committees that sets forth the composition, goals and objectives being addressed by that committee’s activities.  The Committee Charters form the implementation plan for TNI’s Strategic Plan.
Competency -- required skill, knowledge, qualification, or capacity to fulfill a specific role in the organization
Contract Employee – an individual with whom TNI has formalized a personal services contract, paid hourly but with some latitude regarding the activities to be conducted.  This is in contrast to a “contract” or “contractor” where there will be a clearly defined activity and product to be delivered.
Core Program – independent and substantial lines of business within TNI

Ethics Policy – the TNI requirement that members agree to comply with the TNI Code of Ethics as a condition of membership
Executive Committee – for the TNI Board, this is a subset of the Board empowered with certain operational decision making authorities.  For the Program Areas, Executive Committees are the primary unit overseeing all aspects of operation of the particular program area.
Executive Director – an individual appointed by the Board of Directors to manage the day-to-day operations of the organization.
Field of Proficiency Testing (FoPT) – A combination of matrix, analyte and acceptance limits used in the TNI Proficiency Testing program.
Field Sampling and Measurement Organization (FSMO) – an organization of the type that would be accredited as a conformity assessment body by the National Environmental Field Activities Program.
Proficiency Testing -- PT is defined as a means of evaluating a laboratory's or FSMO’s performance under controlled conditions relative to a given set of criteria through analysis of unknown samples provided by an external source.  Also known as performance evaluation, in certain circumstances.
PT Provider – an organization that manufactures and distributes the experimental samples used for proficiency testing.
PT Provider Accreditor – an accreditation body that accredits PT Providers to the adopted consensus standard.
Quality Assurance Director – an individual employed by TNI to oversee the quality system, a staff person within TNI.
Quality Assurance Manager – a volunteer from a TNI program Executive Committee who agrees to accept additional responsibilities working to ensure that the quality system is operational.
Quality Management System – A set of coordinated activities to direct and control an organization in order to continually improve its effectiveness and efficiency.  Quality Management Systems focus on customer expectations and ongoing review and improvement.
Small Laboratory Advocate – a designated volunteer who serves as the focal point for small laboratory concerns within TNI.

Strategic Plan – a document that defines the strategy, or direction, an organization chooses to focus its activities and specifies the decisions made about allocating its resources to pursue the chosen strategy, including its capital and people.
Unrestricted Committee – a committee where the membership need not be balanced, in terms of stakeholder categories.  For instance, the Conference Planning and IT committees are “unrestricted.”
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The NELAC Institute Code of Ethics

May 2010
This Code of Ethics applies to the governance and operation of The NELAC Institute (TNI). TNI Policy 1-107 describes the conditions by which individuals may serve as members of TNI or members of a TNI committee.
I. Personal and Professional Integrity

All staff, board members and volunteers of TNI act with honesty, integrity and openness in all their dealings as representatives of TNI. TNI promotes a working environment that values respect, fairness and integrity. 

II. Mission

TNI has a clearly stated mission and purpose, approved by the Board of Directors, in pursuit of the public good. All of its programs support that mission and all who work for or on behalf of the organization understand and are loyal to that mission and purpose. The mission is responsive to the constituency and communities served by the organization and of value to the society at large.

III. Governance

TNI has an active governing body, the Board of Directors, that is responsible for setting the mission and strategic direction of the organization and oversight of the finances, operations, and policies of the organization. The Board of Directors:


· Ensures that its Directors have the requisite skills and experience to carry out their duties and that all members understand and fulfill their governance duties acting for the benefit of the organization and its public purpose; 

· Has a conflict of interest policy that ensures that any conflicts of interest or the appearance thereof are avoided or appropriately managed through disclosure, recusal or other means; and 

· Is responsible for the hiring, firing, and regular review of the performance of the Executive Director, and ensures that the compensation of the Executive Director is reasonable and appropriate; 

· Ensures that the Executive Director and appropriate staff provide the Board with timely and comprehensive information so that the governing body can effectively carry out its duties; 

· Ensures that the organization conducts all transactions and dealings with integrity and honesty;

· Ensures that the organization promotes working relationships with Directors, staff, volunteers, and program beneficiaries that are based on mutual respect, fairness and openness; 

· Ensures that the organization is fair and inclusive in its hiring and promotion policies and practices for all board, staff and volunteer positions; 

· Ensures that policies of the organization are in writing, clearly articulated and officially adopted; 

· Ensures that the resources of the organization are responsibly and prudently managed; and, 

· Ensures that the organization has the capacity to carry out its programs effectively. 

IV. Legal Compliance

TNI is knowledgeable of and complies with all laws, regulations and applicable international conventions.

V. Responsible Stewardship 

TNI manages its funds responsibly and prudently. This includes the following considerations:


· A reasonable percentage of TNI’s annual budget is expended on programs in pursuance of its mission; 

· An adequate amount of funding is provided on administrative expenses to ensure effective accounting systems, internal controls, competent staff, and other expenditures critical to professional management; 

· Staff, and any others who may receive compensation, are compensated reasonably and appropriately; 

· Operating funds are not accumulated excessively; 

· All spending practices and policies are fair, reasonable and appropriate to fulfill the mission of the organization; and, 

· All financial reports are factually accurate and complete in all material respects. 

VI. Openness and Disclosure

TNI provides comprehensive and timely information to the public, the media, and all stakeholders and is responsive in a timely manner to reasonable requests for information. All information about the organization fully and honestly reflects the policies and practices of the organization. Basic informational data about the organization, such as the Form 990, reviews and compilations, and audited financial statements are posted on the TNI website. All solicitation materials accurately represent the organization’s policies and practices and reflect the dignity of program beneficiaries. All financial, organizational, and program reports are complete and accurate in all material respects.

VII. Program Evaluation

TNI regularly reviews program effectiveness and has mechanisms to incorporate lessons learned into future programs. The organization is committed to improving program and organizational effectiveness and develops mechanisms to promote learning from its activities and the field. TNI is responsive to the needs of its constituencies.

VIII. Inclusiveness and Diversity

TNI promotes inclusiveness and its staff, Directors and volunteers reflect diversity in order to enrich its programmatic effectiveness. The organization takes meaningful steps to promote inclusiveness in its hiring, retention, promotion, board recruitment and constituencies served.

IX. Grants, Membership Dues and Other Donations
In raising funds from the public, TNI respects the rights of members, contributors, and donors to be informed of the mission of the organization, the way resources will be used and be assured dues and donations are used for the purposes for which they were given. To that end, TNI allows members and donors:

· To be informed of the identity of those serving on the organization’s Board and to expect the Board to exercise prudent judgment in its stewardship responsibilities; 

· To have access to the organization’s most recent financial reports; 

· To receive appropriate acknowledgement and recognition; 

· To be assured that information about their donations is handled with respect and with confidentiality to the extent provided by the law; 

· To expect that all relationships with individuals representing organizations of interest to the donor will be professional in nature; 

· To be informed whether those seeking donations are volunteers, employees of the organizations or hired solicitors; 

· To have the opportunity for their names to be deleted from mailing lists that an organization may intend to share; and, 

· To feel free to ask questions when making a donation and to receive prompt, truthful and forthright answers.
X. References
Statement of Values and Code of Ethics for Nonprofit and Philanthropic Organizations.  Available at: https://www.independentsector.org/
THE NELAC INSTITUTE 

CORPORATE GOVERNANCE GUIDELINES

May 17, 2010

These guidelines set forth the philosophy and operating ground rules of the TNI Board of Directors.  These guidelines, together with the TNI’s Articles of Incorporation and Bylaws, provide the framework under which TNI’s business affairs will be managed under the direction and oversight of the Board. These guidelines will be reviewed on an annual basis. Upon commencing service with TNI, Directors shall be provided a copy of these guidelines.
1. Role of Board and Management.  
TNI’s business is conducted by its staff under the direction of the Executive Director, with the oversight of the Board, to enhance the long-term value of the organization for its stakeholders.  This responsibility includes a need for active and thoughtful oversight of organizational activities and performance as well as exploring and developing long-term funding opportunities.  Both the Board and management recognize that the long-term interests of funding agencies and TNI are advanced by responsibly addressing the concerns of all constituencies.
2. Functions of the Board.  
The Board has two scheduled face-to-face meetings a year and monthly teleconference calls at which it reviews and discusses reports by management on TNI’s performance, its plans and prospects, as well as immediate issues facing the organization.  Directors are expected to attend all scheduled Board meetings.  In addition to its general oversight of management, the Board also performs a number of specific functions including:
a) Reviewing and monitoring financial and programmatic performance;
b) Assessing major risks facing the organization – and reviewing options for their mitigation; and
c) Ensuring processes are in place for maintaining the integrity of the organization – integrity of financial statements, the integrity of compliance with law and ethics, the integrity of relationships with funding agencies, stakeholders, suppliers and other constituents.
3. Director Qualifications.  
TNI seeks individuals who possess the highest personal and professional ethics, integrity, and values to serve as Directors. Directors must be willing and able to devote sufficient time to carrying out their duties and responsibilities effectively, and should be committed to serve on the Board for the full term.  In the event of a major change in a Director’s position or responsibilities outside of TNI, such Director shall submit a written offer to resign.  
4. Board Agenda.  

Prior to each board meeting, a proposed agenda, drafted by the Executive Director in consultation with the Chair, will be sent to the Directors in advance of each meeting.  Each Director is urged to suggest the inclusion of items on the agenda.  Each Director is free to raise at any Board meeting subjects that are not on the agenda for that meeting. Directors are expected to attend Board meetings and meetings of committees on which they serve, and to spend the time needed to properly discharge their responsibilities.  Information and data that are important to the Boards’ understanding of the business to be conducted at a Board or committee meeting should generally be distributed in writing to the Directors prior to the meeting, and Directors should review these materials in advance of the meeting.

5. Ethics and Conflicts of Interest.  

All directors must comply with both the letter and the spirit of all applicable provisions of TNI’s Ethics and Conflict of Interest Policies.  The Board will not permit any waiver of the Ethics Policy for any Director.  If an actual or potential conflict of interest arises for a director, the director shall promptly inform the Chair and the Executive Director.  If a significant conflict exists and cannot be resolved, the Director should resign.

6. Reporting Concerns.  

Anyone who has a concern about TNI’s accounting, internal accounting controls or auditing matters, may communicate that concern directly to the Chair, to the Executive Director, or to the Chair of Finance Committee.  Such communications may be confidential or anonymous, and may be submitted in writing in care of the Board Secretary.  It will be the responsibility of the Finance Committee to investigate the concerns and draw conclusions.  The status of all concerns will be reported to the Chair and the Executive Director.  They will inform the Board of the results of the investigation.  
7. Director Expenses.  

TNI may cover costs associated with Board and Committee members’ travel to and from Board and/or Committee Meetings for Board-related business.  These expenses include roundtrip airfare, hotel accommodations, ground transportation, per diem, and other miscellaneous travel expenses directly associated with Board business.

8. Director Orientation.  

The Chair and the Executive Director shall be responsible for providing orientation for new Directors, and for periodically providing materials or briefing sessions for all Directors on subjects that would assist them in discharging their duties.  Each new Director will be briefed on the company’s history and objectives, accounting and compliance issues, and Ethics Policy.

9. Duties.  

While the Board is not involved in the day-to-day operations of TNI, it is responsible for its oversight, reviewing new programs, and ensuring continued funding. Directors shall read and understand these governance guidelines, articles of incorporation, bylaws, corporate policies, and financial statements of TNI. Directors shall fully prepare for and participate in Board and relevant committee meetings. Directors shall be cautious and protective of the assets of TNI and insure that they are used in the pursuit of the mission of TNI.   In carrying out those responsibilities, board members must fulfill fiduciary duties that include duties of care and loyalty.

a. Duty of Care.  The duty of care requires a Director to be familiar with TNI’s activities and to participate in its governance.  In carrying out this duty, directors must act in “good faith” using the “degree of diligence, care, and skill” which prudent people would use in similar positions and under similar circumstances. In exercising the duty of care, responsible Directors should, among other things, do the following:

· Attend all Board meetings and actively participate in the discussions and decision making processes.  Carefully read the material prepared for Board meetings prior to the meetings.

· Read the minutes of prior meetings and all reports provided, including financial reports and reports by staff.  Do not hesitate to suggest corrections, clarifications, and additions to the minutes.

· Make sure to get copies of the minutes of any missed meetings and read them timely, suggesting any changes that may be appropriate.

· Read any literature produced as part of TNI’s programs.

· Participate in strategic planning discussions for the future of TNI.

· Encourage diversity among Directors.  Diversity will help insure a Board committed to serving TNI’s mission with a range of appropriate skills and interests.

b. Duty of Loyalty.  These guidelines insure that all Directors are aware of the type of transactions that may prohibit them from serving on the Board.  It also provides for written disclosure of potential, anticipated, or actual conflicts. Directors are charged with the duty to act in the best interest of TNI.  This duty of loyalty requires that any conflict of interest, real or possible, always be disclosed in advanced of joining the Board and when they arise.  All members of the Board shall conduct Board matters in confidence.  

11. Confidential Information
TNI discloses certain of its confidential and proprietary information (Confidential Information) to its Directors. Confidential Information may include data, materials, products/services, technology, computer programs, specifications, manuals, business plans, software, financial information, and other information disclosed or submitted, orally, in writing, or by any other media.

Confidential Information is to be considered confidential and proprietary to TNI and the Director shall hold the same in confidence, shall not use the Confidential Information other than for the purposes of its business with TNI, and shall disclose it only to its officers, directors, contractors, or employees with a specific need to know. The Director will not disclose, publish or otherwise reveal any of the Confidential Information received from TNI to any other Party whatsoever except with the specific prior written authorization of TNI.  

Confidential Information furnished in tangible form shall not be duplicated by the Director. Upon the request of TNI, the Director shall return all Confidential Information received in written or tangible form, including copies, or reproductions or other media containing such Confidential Information, within five (5) days of such request.

The Director shall have no obligation with respect to Confidential Information which is or becomes publicly available. 

12. Fiduciary Responsibility
All Directors and its Executive Director shall scrupulously avoid any conflict between their own respective individual interests and the interests of TNI, in any and all actions taken by them on behalf of TNI in their respective capacities. The Board of Directors and the Executive Director understand the importance of serving TNI to the best of their ability and with the highest degree of undivided duty, loyalty, and care. Accordingly, the Board agrees to the following policy for all Directors and its Executive Director:

a. 
Directors and the Executive Director are committed to furthering the best interests of TNI and shall avoid conflicts of interest with TNI. Directors shall not favor the interests of themselves, relatives, friends, supporters or other affiliated organizations over the interests of or bring their interests into conflict or competition with the interests of TNI. “Conflicts of interest” include direct, indirect, actual, apparent, and potential conflicts of interest.

b. 
Whenever a Director shall discover an opportunity of material business advantage which is relevant to the activities of TNI and in which TNI has a reasonable expectancy, the opportunity belongs to TNI and the Board member shall present such an opportunity to the Board. Only at such time as the Board by recorded vote determines not to pursue the matter and relinquish such an opportunity may the individual consider it a matter of possible personal benefit.

b. 
Whenever the Board of Directors and/or the Executive Director is considering a matter that presents an actual or apparent material conflict of interest for any member of the Board and requests that TNI forego a corporate opportunity that he or she wishes to take for personal benefit or for the benefit of another organization, the individual shall fully disclose his or her interest in the matter. The disclosure shall be recorded promptly in writing and shall be recorded in the minutes of the Board of Directors. The Director shall either: (i) abstain from voting and be disqualified from participation in all deliberation and voting on all Board actions relating to the conflict or corporate opportunity, or (ii) ask the Board to determine whether an apparent conflict of interest is considered by the Board to be an actual material conflict of interest. With respect to Board consideration of the conflict, the Director shall abstain from and be disqualified from participating in and voting on the determination of whether the issue presents a material conflict of interest for, with, or to TNI. The vote shall be recorded in the minutes.  Upon each situation in which the Board determines that an actual conflict of interest exists, the interested Director shall abstain and be disqualified from voting on the matter.

Attachment 3

THE NELAC INSTITUTE
GOVERNANCE AND OPERATION

Introduction and Summary

This document describes the organizational structure, governance and operation of all TNI committees and related groups as well as summarizing the core programs and key staff.

TNI manages the following activities:

1.
Administration and Support

Core Programs

2.
Consensus Standards Development

3.
National Environmental Field Activities

4.
National Environmental Laboratory Accreditation
5.
National Environmental Proficiency Testing
The sections that follow provide the organizational structure and activities for each activity.

Administration and Support
Description

Administration and Support consists of the TNI Board of Directors, a number of committees that work across all TNI programs, and TNI staff.  These groups and individuals provide the overall direction and management of TNI as well as ensuring an infrastructure exists to support core programs.
Program Components
1.
Board of Directors

2.
Administration and Support Committees

a.

Advocacy Committee

b.

Conference Planning Committee
c

Finance Committee*
d. 

Information Technology Committee


e. 
Nominating Committee*


f. 

Policy Committee

4.
Executive Director

5.
Staff, hired by the Executive Director
a.
Program Administrators

b.
Meeting Planner

b.
IT Administrator
d
Clerical

e.
Accounting (outsourced)
f.
Other as needed and budgeted for (e.g., legal)

* A Standing Committee in the TNI Bylaws

Board of Directors

The Board of Directors shall have ten (10) to eighteen (18) Directors with at least three (3) Directors representing NELAP-recognized Accreditation Bodies (ABs), at least three (3) Directors representing accredited laboratories, and other Directors representing other interests such as:  non-NELAP states, federal agencies, Proficiency Test (PT) providers, Field Sampling and Measurement Organizations, NEFAP Accreditation Bodies, third party assessors, and data users. 

The Board of Directors – 

· supervises, controls and directs the business affairs of TNI by: 

· actively pursuing its mission,
· managing the budget,

· adopting policies and rules,

· receiving complaints and directing to the appropriate body for action, and
· appointing agents to assist with the above activities. 

· performs the following activities to support each core program of the organization:
· Reviews and approves an annual budget for the program.
· Evaluates how well the programs are achieving their goals.
Unless it is specifically stated otherwise in the TNI Bylaws, the Board of Directors will not direct the activities of any core program.  For example, the Board of Directors will not change a consensus standard adopted by an Expert Committee, change an acceptance limit established by the PT Board, or overturn a decision by the NEFAP Board.

Advocacy Committee
The purpose of this program is to promote TNI’s core programs. The Advocacy Committee will consist of 10 to 16 members with balanced representation.  A TNI Director will chair this committee.  At least two (2) other Directors shall be members of the committee. The TNI Small Laboratory Advocate shall also be a member of this committee.  In forming this Committee the following stakeholder interests must be represented:

· NELAP-recognized AB

· NELAP accredited laboratory

· Non-NELAP AB

· EPA representative
· NEFAP representative
The Advocacy Committee will:
· Establish relationships with other organizations (e.g., ACIL, AWWA, WEF) that have an interest in accreditation issues.

· Establish relationships with EPA program offices.
· Develop presentations and papers to promote national accreditation.

· Develop presentations and papers to promote TNI.

· Provide outreach at national, regional and local meetings.

· Assist with publication of the member newsletter.
Conference Planning Committee

The purpose of this committee is to help plan and organize two meetings per year to allow TNI members and the public the opportunity to discuss topics related to laboratory accreditation.  The Conference Planning Committee is an unrestricted committee (membership not necessarily balanced.)  The TNI Executive Director is the chair of this committee.  The TNI Meeting Planner is an ex officio member of this committee.
Finance Committee

The Finance Committee consists of at least three (3) Individual Members appointed by the Chair whose duty shall be to perform an annual review of the TNI financial records and report the results to the Board of Directors. The Chair of this committee shall be the Treasurer. This Committee also 

· develops an annual budget for review by the TNI Board, 

· provides periodic reports to the Board on the status of TNI’s finances, and

· publishes an annual Financial Report.
Information Technology Committee

The Information Technology Committee is an unrestricted committee that has members who have the interest and skill set in working on this committee.  The IT Administrator of TNI (a staff person) is an ex officio member of this committee.  The Information Technology Committee:

· Provides recommendations as to the design and content of the TNI website.

· Manages the TNI Laboratory Accreditation Management System database.

· Maintains additional TNI databases such as technology codes, method codes and analyte codes.

· Advises the IT Administrator concerning development and maintenance of Database Quality Plans for the TNI databases.

Nominating Committee

The Nominating Committee consists of three (3) Individual Members appointed by the Chair whose duty is to develop a slate of candidates for election to the TNI Board of Directors. Except for the Past Chair, none of the Members shall be a member of the existing Board.
Policy Committee

Under the direction of the Board of Directors, the committee will serve as a resource for the development of policies.  The Policy Committee shall consist of at least one member from each core program, one TNI Director and one at-large member.  Other at-large members may be added. The Policy Committee will:
· Serve as a resource for the development of policies.
· Review policies from all programs for conformity with respect to style and for consistency with one another and with the overall mission of TNI.  The Policy Committee may return the policy to the originating program for additional work OR forward a program policy to the TNI Board for review for organizational impact (e.g., legal, fiscal or credibility issues).  

· Develop general policies for TNI (e.g., travel reimbursement, purchasing, conflict of interest, etc.).  

· Review and evaluate requests for policies received from the membership and others and provide a recommendation to the Board.

Note:  After review for organizational impact (e.g., legal, fiscal or credibility issues), the TNI Board will confirm all policies for final adoption and use by the program.    
Executive Director

Under the general direction of the Board of Directors, the Executive Director has day-to-day responsibility for TNI.  The Executive Director will attend all Board meetings, report on the progress of TNI, answer questions of Board members and carry out other duties as designated by the Board.  The Executive Director is responsible for the organization's consistent achievement of its mission and financial objectives. 

In program development and administration, the Executive Director will:

1.
Assure that the organization has a long-range strategy, which achieves its mission, and toward which it makes consistent and timely progress.

2.
Provide leadership in developing program, organizational, and financial plans with the Board of Directors and staff, and carry out plans and policies authorized by the Board.

3.
Promote active and broad participation by volunteers in all areas of the organization's work.

4.
Maintain official records and documents, and ensure compliance with federal, state and local regulations.

5.
Maintain a working knowledge of significant developments and trends in the field.

In communications, the Executive Director will:

1.
See that the Board is kept fully informed on the condition of the organization and all important factors influencing it.

2.
Publicize the activities of the organization, its programs, and goals.

3.
Establish sound working relationships and cooperative arrangements with other interested groups and organizations.

4.
Represent the programs and point of view of the organization to agencies, organizations and the general public.

In relations with staff, the Executive Director will:

1.
Be responsible for staffing and staff management.

2.
Encourage staff and volunteer development and education, and assist program staff in relating their specialized work to the total program of the organization.

3.
Maintain a climate that attracts, keeps and motivates a diverse staff of top quality people. 

In budget and finance, the Executive Director will:

1.
Be responsible for developing and maintaining sound financial practices.

2.
Work with the Board in preparing a budget and ensure that the organization operates within budget guidelines.

3.
Ensure that adequate funds are available to permit the organization to carry out its work.

4.
Jointly, with the Chair and Secretary of the Board of Directors, conduct official correspondence of the organization, and jointly, with designated officers, execute legal documents.

Program Administrators
Program Administrators are individuals assigned by the Executive Director to provide staff support to TNI’s programs. As such, Program Administrators:

· Ensure that policies and decisions of TNI as they relate to each program are implemented. 

· Assist the program committees and subcommittees in achieving their goals. 

· Ensure publication of information relating to the program. 
· Provide monthly reports to the TNI Board on progress of the program towards goals.
· Assist in the preparation of an annual budget for the program. 

· Perform other such duties as may be assigned by the Executive Director.

The Program Administrator shall be an ex officio member of all committees within a given program.  If the Program Administrator is not a staffed position, these duties will be performed by a volunteer designated by the Executive Director.  

National Environmental Laboratory Accreditation Program (NELAP)

Description

The purpose of this program is to establish and implement a program for the accreditation of environmental laboratories.  NELAP relies on consensus standards representing the best professional practices in the industry to establish the requirements for this program, which is then implemented by state agencies recognized by TNI as Accreditation Bodies. 
Program Components
1.
Laboratory Accreditation System Executive Committee

2. 
NELAP Accreditation Council

3.
NELAP Technical Assistance Committee
Laboratory Accreditation System Executive Committee
The purpose of this Executive Committee is to manage TNI’s efforts in supporting a national program for the accreditation of environmental laboratories.  Activities of the Committee include developing and establishing policies and procedures, interpretations, guidance documents, and any related tools used by accreditation bodies to implement NELAP.

The LAS Executive Committee will consist of 7 to 15 members with balanced representation.  In forming this Committee the following stakeholder interests must be represented:

· NELAP-recognized AB

· NELAP accredited laboratory

· Non-NELAP AB

· EPA representative

· PT Provider

To ensure that the program is implemented effectively and to address the needs of the stakeholder community, the LAS Executive Committee will work in cooperation with other core programs within TNI.  Specifically, the LAS Executive Committee:

· Will work with the Consensus Standard Development Program Executive Committee to ensure that accreditation standards developed for this program are suitable for use, and

· Will seek the assistance of Expert Committees when developing guidance.
· Will work cooperatively with the NELAP Accreditation Council to assist in implementing this program.
Note: To foster communication, the Vice-Chair of the NELAP Accreditation Council should be a member of this committee.

NELAP Accreditation Council
The NELAP Accreditation Council shall consist of:

1.
One Representative and one Alternate selected by each NELAP-recognized Accreditation Body (AB)
2.
An Ex-Officio member representing EPA

The NELAP Accreditation Council shall have final authority for implementation of the program for the accreditation of environmental laboratories to include the following:
· Review and approve applications from prospective ABs to become NELAP-recognized.

· Periodically review all NELAP-recognized ABs to ensure their conformance to the requirements established by this organization.
· Coordinate with the LAS Executive Committee to:

· Include new standards into the NELAP program.

· Include interpretations and clarification of the NELAP standards.
·  Adopt relevant acceptance limits for proficiency testing developed by the PT Executive Committee.

· Adopt policies and procedures for use within the program.

· Respond to complaints about the program.

· Ensure a national program though mutual recognition.
NELAP Technical Assistance Committee

The purpose of this committee is to provide assistance to stakeholders, particularly those seeking accreditation and those who accredit for NELAP.   The Technical Assistance Committee is an unrestricted committee that has members who have the interest and skill set in working on this committee. The Technical Assistance Committee will:
· Develop tools and templates to assist laboratories and accreditation bodies with implementing accreditation programs.

· Ensure that training programs relevant to the needs of the stakeholder community are provided.

· Ensure that laboratory assessors have a forum to discuss common issues.

· Develop a mentoring program to assist both laboratories and accreditation bodies with implementing accreditation programs.

 Proficiency Test Program

Description

The purpose of the Proficiency Testing Program (PTP) is to ensure that suitable Proficiency Testing (PT) programs and PT samples are available for the testing community. 
Program Components
The TNI PT program consists of:
· A PT Executive Committee who manages the implementation of the program. NEPTP relies on consensus standards representing the best professional practice in the industry to establish the requirements for this program.
· PT Provider Accreditor(s) that accredit organizations as PT Providers. 
· Private and public sector PT Providers that manufacture and provide PT samples and evaluate the results. 
·  Subcommittees of the Executive Committee to prepare and maintain Field of Proficiency Testing (FoPT) tables for the TNI program areas – the matrices, analytes, concentration ranges, and acceptance limits adopted for each PT program (NELAP, NEFAP, and others to come.)
Composition of the PT Executive Committee:

The PT Executive Committee will consist of six (6) to fifteen (15) members with at least one representative from each of the following groups, insofar as practical/possible:

1.
NELAP ABs

2.
Non-NELAP ABs
3.
EPA
4.
Other
5.
Accredited Laboratory
6.
PT Provider
Note:  At least one member shall be a member of the Proficiency Testing expert committee. 
Duties of the PT Executive Committee
· Provide assistance to the Board of Directors on the selection of PTPA(s).

· Monitor the PTPA(s) to assure that they are following the requirements set forth by TNI.

· Establish and approve Fields of Proficiency Testing (FoPT) tables.

· Ensure accredited PT Providers exist for every TNI FoPT.

· Work with other TNI Committees to establish and approve Fields of Proficiency Testing tables for use by other programs.
Consensus Standards Development Program

Program Description

The purpose of this program is to develop consensus standards for use by TNI’s core programs, and perhaps for adoption by external groups as well. Expert Committees develop standards for the particular fields, as identified by the committee name, and the composition of these Expert Committees is guided by the TNI Bylaws, such that no stakeholder group has dominance.  The CSDP also has a support role in assisting other programs with activities such as guidance and standards interpretation.  TNI is accredited by the American National Standards Institute as an American National Standards Developer, and thus meets the standards for “consensus” of stakeholders, as set forth there.

Program Components
1.
Executive Committee


The CSDP Executive Committee consists of the Chairs of the following Expert Committees and three (3) At-Large members chosen from the TNI membership.  The CSDP Expert Committees are:
2.
Expert Committees
Environmental Measurement Methods 
Field Activities

Laboratory Accreditation Body
Laboratory On-site Assessment

Laboratory Quality Systems
Proficiency Testing

Stationary Source Audit Sample (SSAS)
Duties of the CSDP Executive Committee
· Guide the program in its primary mission for developing and maintaining standards.

· Define roles and responsibilities, as appropriate, for the Expert Committees.

· Provide oversight, guidance and direction of the Expert Committees.  

· Authorize other task forces and study groups as necessary.

· Annually review the work of all Expert Committees.

· Ensure that the process for standards development and adoption conforms to the requirements established by TNI.

Stationary Source Audit Sample Program – 

Note: This is a separate program currently managed by the SSAS Expert Committee. 

The purpose of the Stationary Source Audit Sample Program (SSASP) is to support the Stationary Source Audit Program (SSAP) of the Office of Air and Radiation (OAR) of the US Environmental Protection Agency (EPA.)  Stationary source testing is a field of environmental monitoring that measures the emissions of air pollutants from stationary sources, such as factories and power plants.  Due to EPA’s intent to privatize the SSAP, TNI formed the Stationary Source Audit Sample Expert Committee to develop consensus standards to establish the specifications for a new privatized SSAP.  The standards provide for the continuation of the SSAP by addressing the roles and responsibilities of program participants, the manufacture of audit samples, the oversight of audit sample providers, the management of audit sample results, and the establishment of acceptance criteria.  Three standards (i.e., for Providers, Provider Accreditors, and Participants) have been adopted by this program, which is expected to start up when the EPA withdraws from supplying audit samples. 

National Environmental Field Activities Program (NEFAP)

Description

The purpose of this program is to establish and implement a program for the accreditation of field sampling and measurement organizations (FSMOs).  The NEFAP Executive Committee is responsible for implementing the program for the accreditation of FSMOs.  
Program Components
1.
NEFAP Executive Committee

NEFAP Executive Committee
1.
One Representative from each NEFAP-recognized Accreditation Body (AB)

2.
5-10 TNI members representing stakeholder interests.
Note:  At least one member shall be a member of the Field Activities expert committee. 
Duties of the NEFAP Executive Committee
The NEFAP Executive Committee’s responsibilities include the following:

· Review and approve applications from prospective ABs to become NEFAP-recognized.

· Periodically review all NEFAP-recognized ABs to ensure their conformance to the requirements established by this organization.

· Adopt the FSMO Accreditation Standards for use in the program.

· Adopt interpretations and clarification of the NEFAP standards.

· Develop and adopt policies and procedures for use in the program.

· Respond to complaints about the program.

· Ensure a national program though mutual recognition.
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