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1. PURPOSE

1.1 Establish controls to ensure that access to areas where testing, calibration, and related technical activities are performed is restricted to authorized personnel only, in order to protect personnel safety, laboratory equipment, samples, data, and the integrity of test and calibration results.
2. SCOPE

2.1 This procedure applies to:
· All testing and calibration areas
· High-voltage calibration and repair rooms
· Areas where samples, equipment, or technical records are stored
· All laboratory personnel, visitors, and customers


3. RESPONSIBILITY

3.1 Laboratory Management
· Approves authorized personnel access
· Ensures access controls are implemented and maintained
                           3.2 Quality Manager
· Ensures compliance with ISO/IEC 17025 requirements
· Verifies that access control records are maintained
                            3.3 Authorized Personnel
· Comply with access restrictions
· Prevent unauthorized entry
                             3.4 Visitors / Customers
· Comply with laboratory access rules
· Remain under supervision at all times



4. REQUIREMENTS

4.1 The Quality Policy Manual, Section 5.6.4 “Accommodations and Environment”, establishes the general requirements for access control to SML facilities and restricted areas. This procedure defines and implements the controls used to ensure authorized access in accordance with those requirements.

5. DEFINITIONS

· Authorized Personnel: Personnel trained and approved to access specific laboratory areas.
· Restricted Area: Any laboratory area where access is limited due to technical, safety, or confidentiality reasons.
· Visitor: Any non-laboratory personnel entering the laboratory premises.






6. METHOD

6.1. Staff Access to testing and calibration areas: 
Only authorized and trained personnel are permitted access to testing and calibration areas.

Authorization is based on:
· Training records
· Job responsibilities
· Management approval
· Personnel shall not allow unauthorized individuals to enter restricted areas.

6.2. Access to High Voltage Room:
· The high-voltage calibration and repair room is classified as a Restricted Area.
· Access is limited exclusively to authorized and trained personnel.
· Entry is controlled to prevent unauthorized access and to protect personnel safety and calibration integrity.
· Visitors and customers are not permitted to enter the high-voltage room unless explicitly authorized and accompanied at all times.


6.3. Access to visitors or clients
· Customers or visitors may access SML facilities through the front entrance of the building or through the rear entrance designated for instrument drop-off and pick-up. Both entrances are protected by an alarm system.
· Access through the rear entrance is granted only after the customer activates the doorbell and authorized laboratory personnel allows entry.
· Customers are not permitted to access testing, calibration, or restricted areas unless authorized and accompanied at all times.

6.4. Security during Operational hours

· Access to restricted areas is supervised during normal working hours by Lab Manager.
· Laboratory doors to technical areas remain closed when required.
· Unauthorized access is prevented at all times through controlled and locked doors.


6.5. Security during Non-Operational hours 

· Testing and calibration areas remain secured and locked when not in use.
· Equipment is protected from unauthorized use in restricted and secured areas.
· Once SML Personnel have left the building, the rear gate is secured with a padlock. 
· The entire facility is monitored by a security camera system.
· Only authorized personnel may access the facility outside normal working hours.






7. References

· Quality Policy Manual 
· High Voltage Safety Procedure
· SML-207 Temperature and Relative Humidity Procedure 
· Emergency Guide 





