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APPEALS PROCEDURE

PURPOSE:   The purpose this procedure is to enable participants to refer to the provider if they disagree with the assessment of their performance in a proficiency-testing scheme.
SCOPE:  This procedure covers all PT schemes offered by ZINQAP.
RESPONSIBILITY:  The Schemes Coordinator is responsible for ensuring that this procedure is followed.
ACTIVITY DESCRIPTION

1. The affected laboratory writes a letter to the schemes Coordinator detailing their appeal. 

2. Copy of the report is sent together with the letter to the Schemes coordinator.
3. Upon receipt, the schemes coordinator studies the documents supplied by the laboratory and checks the validity of the appeal by comparing the laboratory’s results with those of the expected results of the scheme and evaluation reports of the scheme.

4. Should the Schemes Coordinator note that the laboratory’s claims are valid and ZINQAP was in error, a non-conformance is raised and a corrective action is made and a letter of apology written to the participant.

5. If ZINQAP was correct in its decision, then the schemes coordinator writes a letter to the participant affirming the original decision made and explaining why s/he has maintained his/her position.
6. Should the participant still argue, then the matter is referred to the relevant Expert advisory Committee meeting who shall investigate the problem, discuss and produce the final verdict after going through the supplied documents.
7. The verdict of the Experts Advisory Committee meeting is communicated to the participant laboratory and to the Schemes coordinator in writing. 
Relevant Documents

F31    Occurrence Management Form

Report of the Appeal
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