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P-10.0-3 
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1. PURPOSE 

Revision Level 3 
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Page 1 of 6 

This procedure defines the requirements for conducting surveillance inspections of in
process project activities, including field operations and laboratory testing. 

2. APPLICABILITY 

This procedure shall be used by all Golder Associates Inc. (Golder) Quality Assurance (QA) 
personnel requested to perform surveillance inspection of field, laboratory, or other in
process activities requiring compliance with established procedures or methods. This 
procedure may also be used to implement systems audit requirements invoked by QA 
Project Plans for environmental investigations. 

3. DEFINITIONS 

3.1 Surveillance Inspection 

A surveillance inspection is the documented act of monitoring or witnessing the 
performance of work in process to verify that activities are being conducted in accordance 
with approved procedures, methods or instructions. 

3.2 Systems Audit 

In environmental investigations, a systems audit is a qualitative onsite evaluation of 
laboratories or other organizational elements of the measurement system for compliance 
with established QA program and procedure requirements. 

4. REFERENCES 

4.1 Golder Associates QA Procedure P-15.0-1, "Control of Nonconformances, Incident 
Reports, and Corrective Action". 

5. DISCUSSION 

Surveillance inspection is a management tool that may be used during the course of project 
activities to verify that work in process is being performed in accordance with specified 
procedures, methods, or instructions. Surveillance inspections are also used to identify and 
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correct both real and potential deficiencies at the earliest possible opportunity to minimize 
any adverse impacts on the quality of the work performed. The types of activities subject 
to surveillance inspection include development of procedures, study plans, or other project 
documents; field activities including instrument installations, testing, and sampling; 
laboratory activities, including testing and calibration of measurement and test equipment; 
and subcontractor or consultant activities in any of the areas mentioned above. 

6.0 RESPONSIBILITY 

6.1 QA Manager 

The QA Manager is responsible for establishing surveillance requirements and policies in 
compliance with client QA requirements and the technical needs of the project. The QA 
Maneger is also responsible for directing the performance of surveillance inspections and 
when necessary, coordinating schedules with Project Managers, Task Leaders, and 
Laboratory Managers. The QA Manager may designate inspection responsibility to 
qualified personnel who are independent from the work being examined; all designated 
inspectors must be trained in the requirements of this procedure. 

6.2 - Designated Inspector 

The designated inspector has primary responsibility for conducting surveillance inspections 
in accordance with this procedure. The designated inspector is responsible for confirming 
surveillance inspection schedules with the QA Manager and affected Project Managers; 
making detailed arrangements to witness specific portions of an activity; documenting 
inspection results; assignment of action items and monitoring action item resolution; 
reporting nonconformances; and for verifying that corrective actions for dispositioned 
nonconformances have been properly implemented. 

6.3 Project Managers, Task Leaders or Laboratory Managers 

Project Managers, Task Leaders, or Laboratory Managers are responsible for coordinating 
surveillance schedules with the QA Manager and the designated inspector. In case of a 
stop work order, they are responsible for halting operation in a logical and orderly manner 
that will protect the safety of personnel, the integrity of the data already obtained, and/or 
that will prevent further damage. They are also responsible for ensuring that action item 
resolutions and corrective actions for dispositioned nonconformances are properly 
implemented. 
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7. EQUIPMENT OR MATERIALS 

Approved QA, technical, testing, or laboratory plans and procedures; applicable 
Specific Work Instructions (SWis) and/or procurement documents; project schedules or 
reference materials as required; Surveillance Inspection Report (SIR) forms (see Exhibit A). 

8. PROCEDURE 

8.1 Surveillance Inspection Scheduling 

All project activities, including document preparation, records management, field testing, 
and laboratory work may be subjected to surveillance inspection at any point during the 
activity. It is the intent of this procedure that the surveillance inspection be conducted 
without significantly interfering with technical work. Surveillance inspections shall in no 
case compromise the safety of personnel or adversely affect data acquisition activities. 
Reasonable advance notice shall be provided to the Project Manager, Task Leader, or 
Laboratory Manager, who shall provide schedule information, procedure documentation, 
or such other support as required. Frequency and scheduling of surveillance inspections 
shall be determined by the QA Manager based on QA program or project plan 
requirements, project schedules, type of activity, and results of past surveillance inspections 
or audits. 

8.2 Inspection Guidelines 

At a minimum, surveillance inspections shall verify compliance of the activity with 
applicable plans, procedures, methods, and SWis. The following additional items shall be 
considered during surveillance inspections of laboratory or field testing activities: 

Equipment or instrumentation calibration status and general condition; 

· Status or stage of completion of the test or activity must be apparent from test 
data sheets or logs; 

Test operations and sequencing for the phase of the activity observed must 
comply with approved procedure requirements; and 

Test data sheets and records required by the test plans or procedures must be 
filled out properly, to the extent necessary for the phase of the test observed. 

7 
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Nonconformances and incidents shall be documented and handled as indicated in 
procedure P-15.0-1 "Control of Nonconfonnances, Incident Reports, and Corrective Action." 
Deficiencies of a minor nature that would not affect a permanent or significant change in 
quality if not corrected and can be brought into conformance in a timely manner shall not 
be categorized as nonconformances but shall be identified as action items requiring effective 
resolution as described in Section 8.4. If a nonconforrnance requires stopping work in 
order to prevent future discrepancies, danger to personnel, loss of data, or similar 
problems, the designated inspector shall immediately notify the QA Manager, obtain 
concurrence, and issue stop work instructions. The affec:ted Project Manager, Laboratory 
Manager, or Task Leader(s) shall be immediately notified. 

8.4 Action Items 

Minor deficiencies as described on 8.3 shall be identified as action items on the SIR and 
shall be assigned to appropriate individuals for resolution within an appropriate time 
period. An information copy of the SIR with all action items identified shall be provided to 
the QA Manager at the completion of the inspection. The designated inspector shall track 
all action items through completion and shall attach documentation supporting action item 
closure as appropriate, prior to submitting the completed SIR to the QA Manager for final 
review and closure. 

8.5 Closure 

The QA Manager shall review the draft SIR for the adequacy of proposed action items, and 
as appropriate, shall provide direction to the designated inspector whenever modifications 
to action item requirements are required. The QA Manager shall review the final SIR with 
all supporting documentation, and if acceptable, shall sign to indicate closure. 

9. DOCUMENTATION 

9.1 Surveillance Inspection Report (SIR) Forms 

An SIR form shall be filled out by the inspector for each surveillance. At a minimum the 
report shall contain the following information: 

Name of the inspected activity or test, with associated job number; 
Personnel contacted using the surveillance inspection; 
Date and start/stop times of the surveillance inspection; 
References to governing plans or procedures inspection; 
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Observations of equipment condition and calibration status; 
General observations and comments; 
NCIR numbers for any nonconformances resulting from the surveillance 
inspection; 
Discussions of any immediate action taken to correct minor deficiencies or to 
stop work; 
Action items requiring correction; and 
Signature of designated inspector and inspection date, and the signature of the 
QA Manager and action item closure date. 

Closed SIRs along with all supporting closure documentation shall be routed for retention 
in both the corporate QA records and applicable project QA records. 
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Exhibit A 

SURVEILLANCE INSPECTION REPORT SIR 
Page 1 of_ j No.: 

Inspected Activity or Test: -------------------------

Job Number: ________________________ _ 

Personnel Contacted: ______________________ _ 

Reference Requirements: _____________________ _ 

lnsp. Date; _____ Start Time: ______ End Time: ______ _ 

Equipment CondltlonlCallbratlon Status: __________________ _ 

ObHrvatlon and Commentl (Uu Extra Sheet• u Required): ___________ _ 

NCIR Reference (If any): _____________________ _ 

Action Item• Requiring ColffCtion (UH Extra Sheets aa Required): _________ _ 

ln1pec1or: _________________ Date: _______ _ 

OoHd By QA Manager: ____________ Date: ______ _ 

Action Item Oo1ure Date: _____________________ _ 

Comment,: _________________________ _ 

GOLDER ASSOCIATES INC. 
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