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The Caribbean Regional Standard Methods include a
variety of standard, validated methods, produced as 
a single standard operating procedure (SOP) for use in a
variety of levels of microbiology laboratory service. 
It is intended that these methods provide detailed
instructions for microbiology services for microbiological
investigations, in order to provide accurate, reliable and
reproducible results which will have clinical utility. These
methods may be adopted by laboratories within the
region, or adapted, provided that such adaptations use
an evidence-based validation process.

These methods have been developed by the Caribbean
Regional Microbiology Standard Methods Drafting
Group (CSMDG) in response to a request by the
Caribbean Regional Microbiology Council (CRMC),
which was set up by the CARIFORUM Project entitled
‘Strengthening of Medical Laboratories in the
Caribbean’ to strengthen specifically the microbiology
services in the Caribbean Region. The Project was
initiated in response to findings which indicated that
there was an unacceptable level of error in laboratories
within the region. External quality assessment results
revealed that microbiology laboratories were not
performing well and feedback from the region via
laboratory staff, lab managers and directors was that
they felt that guidance in microbiology requirements was
required.

The background for this initiative is a worldwide move to
implement standards in all areas, which has now
extended to include medical laboratories. As tourism is
so vital to the region’s economy, the need for accurate
diagnosis and treatment is paramount. It was accepted
that there is a requirement for validated methods for
accreditation purposes and providing validated standard
methods will assist in the move towards accreditation.

The methods will be chosen for standardization by the
Caribbean Regional Microbiology Council, and this

selection will be based on a review of EQA results, most
common and/or critical tests. Part of the method
standardization process will be an ongoing review and
amendment procedure. The CSMDG consists of
microbiology laboratory representatives from most of
the CARIFORUM countries, all of whom were nominated
to the task by the CRMC.

This initiative should enable the region to implement a
standardized and constructive method for ensuring that
validated methods are available for the region, and that
they are updated as required.

Advantages of using regionally validated methods are 
to improve quality, make better use of resources, 
reduce costs, enable central procurement & media
preparation, facilitate staff training and transfers due to
horizontal integration, a reduction in variability of service
provision, an improved quality of surveillance data, 
and the purchase of appropriate equipment. A major
advantage is that the availability of regional standard
methods would assist microbiology laboratories with
documentation for accreditation

Although the CSMDG has taken every care with the
preparation and issue of these standard procedures,
and they have been validated regionally, nationally and
internationally, the CSMDG, or any other organization,
cannot be responsible for the accuracy of any statement
or representation made or the consequences arising
from the use of or alteration to any information
contained in them. These procedures are intended
solely as a resource for practicing microbiology
professionals in the field, operating in the Caribbean
region, and specialist advice should be obtained where
necessary. If changes are made to the original
publication, it must be made clear where changes have
been made to the original document. When referring to
these SOPs in successive documentation, the CSMDG
should be acknowledged.

I N T R O D U C T I O N
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Each Regional Standard Method should be reviewed annually by the Caribbean Standard Methods Drafting
Group. Any amendments should be validated and authorized by an agreed process, and referenced. 

Each Regional Standard Method has an individual record of amendments. The current amendments are listed
on this page.

On issue of revised or new pages, each controlled document should be updated by the copyholder in the
laboratory.

Amendment procedure

Controlled Document Reference CRM-SOP 19

Controlled Document Title Standard Operating Procedure for Propagation and
Maintenance of Quality Control Organisms

Amendment
Number/Date

Issue Number
Discarded

Insert Issue
Number

Page Section(s)
involved

Amendment
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1. Title
Propagation and Maintenance of Quality Control Organisms

2. Purpose
To ensure the correct, validated procedure is followed for propagation and maintenance of standard reference
quality control organisms to provide accurate, reliable, reproducible results having clinical utility.

3. Introduction
A collection of stable organisms with reliable morphologic, biochemical, physiologic and serologic characteristics
is essential to a quality control program. The desired characteristic(s) for each organism in the collection must be
reproducible when maintained under proper conditions. Every laboratory needs to maintain a collection of strains
used in quality control procedures. These strains form the basis of a culture collection that can be usefully
supplemented with other strains for use in teaching and research.

Cultures maintained in a culture collection must remain viable and pure and must retain important
characteristics. This is not easy to ensure as, without adequate care, they become contaminated, alter their
characteristics or die. There are a variety of preservation techniques that can minimize these events, however
there is no method that will successfully preserve all microorganisms and meet the logistic requirements of all
users. Methods used include: (i) Subculture (this is probably the most widely used method of preservation), (ii)
Freeze-drying (Lyophilization), (iii) Drying on gelatin discs, (iv) Freezing on glass beads or (v) Storage in liquid
nitrogen. In choosing a method, the user must balance the advantages and disadvantages of each with their
own particular circumstances.

The propagation and maintenance of quality control organisms require that stock controls be cultured at least
once a year. These stock cultures can be stored at 2–8ºC or frozen at –70ºC. To reduce the risk of contamination
and changes in the growth characteristics of control strains, stock cultures should not be subcultured more
than is necessary. Several subcultures should be prepared. These can be stored at 2–8ºC, and can last for at
least one month.

Stock organisms can be obtained from a variety of sources, e.g.: 
• National Collection of Type Culture (NCTC).
• American Type Culture Collection (ATCC).
• Bactrol Disks, Difco Laboratories.

4. Scope
The procedure provides detailed instructions for Microbiology services performed on the propagation and
maintenance of quality control organisms as offered by regional laboratories. It may be adopted or adapted by
any laboratory as needed, provided that such adaptations use an evidence-based validation process.

5. Staff Competency Requirements
The person(s) responsible for performing this procedure shall be properly trained and deemed competent to
perform this procedure safely. Person(s) performing this procedure shall have the necessary experience and
training in routine microbiology skills and techniques.
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6. Safety Instructions
Refer to CRM-SOP 20: Safety in the Microbiology Department. 

Persons performing this procedure must adhere to basic safety precautions which include the following:
a. A microbiological safety cabinet should be used when making and manipulating a heavy suspension of a

culture.
b. Observe biohazard precautions when discarding used or partly used vials, tubes, etc.

Note: If liquid nitrogen containers are used, always use personal protective equipment (PPE) such as gloves, hoods,
face shields, etc.

7. Pre-examination Procedures:
7.1 Sample Type 
Select recommended organisms which demonstrate the expected properties and characteristics to give the
intended quality control results.

7.2 Sample Collection 
Reference organisms should only be procured from reputable reference sources such as ATCC and NCTC. 

7.3 Sample Transport and Storage 
Reference organisms shall be transported under appropriate conditions that will ensure the integrity of the
control strains and shall be stored according to the manufacturer’s instructions.

7.4 Rejection 
Reference strains that have been mishandled, show signs of damage or deterioration, or reach expiration dates
should not used to perform this procedure and should be discarded.

7.5 Relevant Clinical Information
Any special instructions provided by the manufacturer concerning the reference strains must be followed.

8. Table of Media, Reagent, Materials & Equipment
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Media Materials Equipment

Maintenance media 
(refer to Appendix 1)

Brain heart infusion broth with 20%
glycerol

5% blood glycerol

20% skim milk

Cryopreservative

Biological loops 

Sterile Pasteur pipettes

Cotton-tipped swabs

Gibco tubes

Bijoux bottles

Water resistant marker

Cryovials with Cryopreservative 
and beads 

Discard pans 

Bunsen Burner

Vortex

–70ºC Freezer

Insulated gloves

CO2 incubator

35–37ºC incubator

Refrigerators

Autoclave
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9. Examination Procedure
9.1 Quality Control
The essential factors to be controlled are (i) purity of the cultures (ii) the correct culture has been preserved (iii)
that the culture retains the characteristics for which it was preserved. Purity should be checked on non-
selective media both before and after preservation. Contaminants that grow poorly at 37ºC may not be obvious
after incubation, hence, plates should be left at room temperature for several days after incubation to assist in
detection. To ensure the correct culture has been preserved and has retained the desired characteristics can
only be determined by characterizing the strain by tests selected to provide the desired information.

For every stock culture preparation a check for pure reproducible growth should be done on aliquot after 48
hours at the desired storage. This is done by inoculating on to appropriate media and incubating in appropriate
atmosphere. Vials should be returned to storage immediately. After plates have been incubated ensure that a
pure growth of the organism has been recovered from your stock culture (Appendix 2).

9.2 Microscopy
N/A

9.3 Culture
Reference strains for quality control are obtained as lyophilized, dried discs or swab cultures. On receipt,
strains are stored according to manufacturers’ instructions until the expiration date on vial or swab. Reference
strains are reconstituted according to manufacturer’s instructions and stored as stock cultures.

It is recommended that no more than 5 transfers be made from a genuine ATCC/NCTC culture. Repeated
transfers or serial cultures increases the risk of contamination and can result in undesirable genotypic and/or
phenotypic changes. To minimize such risks a number of frozen stock cultures should be prepared to be used
for future work

Stock cultures may be categorized into long-tem storage >1 year, and short-term storage ≤1 year. Long term
storage includes lyophilization and frozen, while short term refers to solid media and broth.

Stock cultures (short-term) may be stored on non-selective agar slants/broth at 2– 8ºC. Stock cultures (long
term) may be stored in glycerol broth, or in cryopreservative stored at –50 to –70ºC, or in liquid nitrogen tanks.
The lower the freezing temperature the longer the organism can be stored. Enough stock strains should be
prepared for one year ensuring that two vials are kept for permanent stocks. 

At –50ºC, strains may be kept for 1 year. At –70ºC or in liquid nitrogen strains, strains maybe kept indefinitely. As a
general rule, replace nonfastidious organisms every 5 years and fastidious organisms every 3 years.

All stock cultures prepared must be labeled with the reference number, name of organisms, strain
number and date of inoculation, on each vial using a water resistant pen.

For every stock culture preparation a check for pure reproducible growth should be done on aliquot after 
48 hours at the desired storage. This is done by inoculating on to appropriate media and incubating in
appropriate atmosphere. Vials should be returned to storage immediately. After plates have been incubated
ensure that a pure growth of the organism has been recovered from your stock culture.
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9.3.1 Preparation of Stock Cultures (See Appendix 2)
(I). Reconstitution of Freeze-dried Ampoules.
1. This procedure should be performed in Class 1 safety cabinet in Category 3 accommodation 
2. Identify the culture by the number printed on the paper inside the ampoule. Care should be taken when

opening the ampoule as the contents are under vacuum.
3. Make a file mark on the ampoule near the middle of the cotton wool plug and apply a red-hot glass rod to

crack the glass.
4. Allow time for the air, filtered by the plug to seep into the ampoule then gently remove the pointed top

part and dispose into appropriate discard jar. Remove the cotton wool plug with sterile forceps and
discard safely. If the pointed end is snapped off suddenly, the plug maybe drawn to one end of the
ampoule and hasty opening may release fine particles of dried organisms into the laboratory.

5. With a sterile pastette add 0.5ml nutrient broth to the ampoule and mix the contents carefully to avoid
frothing or creating aerosols.

6. According to the gaseous and growth requirements, (see Appendix 1) the broth suspension should be
subcultured onto a suitable solid medium to obtain single colonies and to detect aerial contaminants,
which may be introduced during the opening of the ampoules.

7. Incubate the plates in the appropriate atmosphere for 18–24 hours.

(II) Agar Slant Method
This method is used for rapidly growing bacteria (Staphylococcus species, coliforms and yeast).
1. Prepare Brain Heart infusion agar slants or appropriate agar slants according to manufacturer’s instructions. 
2. Reconstitute reference strains and inoculate onto appropriate agar plate.
3. Streak for isolation and incubate in appropriate atmosphere 18–24hrs.
4. Using this plate, perform one more subculture and incubate as above.
5. Label each agar slant as above and inoculate from agar plate.
6. Incubate slants overnight in air at 35–37ºC.
7. Tightly seal with Parafilm and after incubation store the slant at 2–8ºC for <12 months.

(III) Glycerol Broth Methods
1. Prepare Brain Heart infusion broth with 20% glycerol (sterile cryogenic tubes) according to manufacturer’s

instructions.
2. After reconstitution of reference strains, inoculate onto appropriate agar plate (Appendix 1).
3. Streak for isolation of individual colonies and incubate in appropriate atmosphere 18–24hrs.
4. Using this plate, perform one more subculture and incubate as above.
5. Label tubes as above
6. Using a sterile swab, transfer a generous amount of the 18–24 hr culture into each tube. 
7. Mix to make a thick suspension.
8. Vortex well.
9. Screw the caps on tubes immediately.

10. Store at –50ºC to –70ºC.
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(IV) Cryopreservative Method
These are commercially obtained cryovials of approx. 25 coloured beads in a cryopreservative (Sterile
commercial coloured beads can be obtained; the cryopreservative can also be obtained commercially). 
Other preservatives can be made locally e.g. glycerol broth, 2% skim milk, 12% sucrose or 10% serum–broth, 
de-fibrinated sheep blood, and can be stored at 4ªC or below. 

NB. N. gonorrhoeae strains have been reported to survive better in rabbit serum than in glycerol broth.

1. After reconstitution of reference strains inoculate appropriate agar plate.
2. Use this plate and perform one more subculture and incubate as above.
3. Remove a small amount of an 18–24hr culture (using a sterile swab) and aseptically inoculate into the

cryovial with beads to make a heavy suspension. 
4. Close vial tightly and invert 4–5 times to emulsify organisms and even distribution of beads. DO NOT

VORTEX.
5. Aspirate the excess cryopreservative using sterile pipette, leaving the inoculated beads as free from liquid

as possible. At this point, the microorganisms will be bound to the porous beads. 
6. Re-close the vial finger tight.
7. Label vial appropriately as above.
8. Two vials can be used for each culture, using different colour beads in each vial – label one vial (e.g.

green) as the ‘working vial’ and the other vial (e.g. red) as the ‘back up vial’. The latter vial will only be
used if the beads in the working vial are all used up or otherwise not fit for its purpose.

9. Store both vials immediately at –70ºC.

Note: For anaerobic reference strains, transfer culture under anaerobic conditions, for example by use of an
anaerobic gas chamber. If one is not available, transfer of culture should be done quickly and stored immediately
at -70ºC. Stock cultures can also be stored in cooked meat medium and kept at room temperature.

9.3.2 Propagation of Working Stock Cultures (Appendix 3)
The maintenance of a working stock culture is essential for the successful functioning of the QC program. It
provides immediate access to control strains which are used to QC media, reagents, and other components of the
testing procedures. The appropriate media for sustaining the growth of the QC strains should be used so as to
preserve the viability and properties of the organisms for which they were selected. Prepare no more than four
subcultures from the original ‘working culture’. Working QC culture plate should be discarded weekly, and fresh
cultures prepare from the maintenance media. N. gonorrhoeae is not suitable for long term storage as it is too
fastidious in its requirements. This organism must be subcultured on a daily basis and stored in the CO2 incubator.

(I) Working Stock Cultures Method (stored at 2 to 8ºC)
1. Label as working control, and on the appropriate media, mark the name of the organism, reference code

and date.
2. Locate and remove a small amount of the stock culture from maintenance media 

(e.g. Tryptic Soy Agar) and streak onto appropriate solid media plate (refer to Appendix 1).
3. Incubate the plates at 35–37ºC for 18 – 24 hrs under the appropriate conditions 
4. After incubation period check for viability and purity
5. Once viable and pure the plates can be used for the proceeding week's working stock.
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(II) Working Stock Cultures Method (stored at -20 to -70ªC)
1. Label as working control, and on the appropriate media, mark the name of the organism, reference code

and date.
2. Locate the stock bacterial strain tube, remove and rotate it between your fingers for several seconds.
3. Using a 1ul loop or a capillary pipette, remove a small amount of the frozen suspension and inoculate

unto appropriate solid media plate (refer to Appendix 1).

NB. If the vial is removed from the freezer for less than 1 minute and thawing does not occur, the vial
can be safely re-placed into the freezer

4. Incubate the plates at 35–37ºC for 24 hrs in the appropriate conditions.
5. The following morning check for viability and purity.
6. Label 4 appropriate maintenance media and plate (refer to Appendix 1 for type of media).
7. Pick 3–5 isolated colonies and sub-culture into each of the maintenance media (refer to Appendix 1 and

CRM-SOP 18: Media Preparation and Quality Control).
8. Incubate at 35–37ºC for 24 hrs in the appropriate conditions
9. Tighten cap, seal with Parafilm and store for one month at 4ºC.

10. The plates can be used for the proceeding week's working stock.
11. A record must be kept of all subculture procedures

NB. Strains should be sub-cultured twice before being used as controls.

(III) Working Stock Cultures Method from frozen beads in cryovials (stored at –20 to –70ºC)
1. Label as working control, and on appropriate media, mark the name of organism, reference code and the date.
2. Using insulated gloves remove the required organisms from the –70ºC.
3. Under aseptic conditions, open the cryovial and carefully remove one colored bead.
4. Close the vial and return as soon as possible to –70ºC.
5. The inoculated bead is then used to directly streak onto appropriate solid medium (refer to Appendix 1 for

type of media).
6. Inoculate the plates overnight at 35º–37ºC in the appropriate conditions.
7. The following morning check for viability and purity of the organism.
8. For each organism except N. gonorrhoeae label 4 appropriate maintenance media/slants (refer to

Appendix 1 for type of media).
9. Take one colony from the plate and emulsify in nutrient broth.

10. Inoculate the 4 maintenance media and plate from the nutrient broth.
11. Incubate for 18–24 hrs under appropriate conditions.
12. Tighten cap, seal with Parafilm and store for one month at 4ºC.
13. The plates can be used for the proceeding week's working stock.
14. A record must be kept of all subculture procedures (Appendix 4)

9.4 Identification
Ensure that the organism is pure on subculture. If necessary, verify using biochemical tests.

9.5 Susceptibility Testing
Test the quality control strains by the standard disk diffusion test procedure, using the same materials and
methods that are used to test clinical isolates.
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9.6 Referral
N/A

10. Post Examination Procedure
10.1 Interpretation
Compare quality control results with expected values as supplied by the manufacturer(s).
• If quality control results are not as expected, determine the source of error and take action to eliminate it.
• Expected results using control cultures indicate that test culture values will be accurate.

10.2 Reporting
Fill out the necessary documentation as outlined in the results pro-forma's form (Appendix 4). Record the date and
time of preparation of stock and working organism. Record the strain of control organism used, their lot number,
expiry date, expected values and observed value. Record each person(s) involved in setting up the stock and
working stock organisms, reading/recording results. Identify any problem and any corrective action taken. Also
include the supervisory review.

10.3 Sample Retention, Storage and Disposal
Store original sample at 2–8ºC until stock cultures are completed and results are satisfactory.

11. Limitations and Pitfalls of the Procedure
Dispose of culture and other materials used in the process in accordance with local protocol.
1. Cryovials are intended solely as a means of providing extended storage possibilities for organisms.
2. The cryovials should not be used if any of the following conditions are present prior to inoculation:

• The vial shows any evidence of leakage.
• Turbidity is present in cryopreservative suggesting contamination.
• The expiry date on the outer label has expired.

3. The cryovials are supplied in a variety of colours. These colours do not imply any change in the product
function. They are provided only for colour coding convenience.

4. NO more than 3 cryovials should be removed from the –70ºC freezer at any time as repeated freezing and
thawing can destroy the organisms.

5. Cultures on slants with storage at 4ºC between transfers can lead to contamination and spontaneous
mutation. The rate and character of the mutation (biochemical markers, sensitivity and resistance patterns) will
vary with each strain.

6. For strains with different survival characteristics, a routine is for the timely subculture of the strains before
they lose viability.

7. Reference strains may fail to grow if (a) the entire content of the vial was not used as the starting
inoculum; (b) the medium specified on the vial was not used; (c) there was insufficient incubation time at
the recommended temperature; (d) an attempt was made to grow too large a quantity directly from the
vial.

8. Opening of the sealed glass vials is time-consuming and appropriate safety procedures must be followed
to avoid cuts and uncontrolled release of organisms.

9. Stability of characteristics during storage is generally good, although genetic changes and loss of
plasmids may occur.

10. Population changes through selection are a greater hazard since, with some species, a thousand fold drop
in viability during processing is not uncommon.

11. Provision has to be made for power failure and to provide backup storage.
12. High cost of maintenance of –70ºC freezer.
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13. High cost of liquid nitrogen storage.
14. Aseptic techniques should be practiced to ensure continued integrity of the stored microorganisms.
15. After removal, beads should not be returned to the cryovial for any reason.
16. High cost in maintaining cultures (equipment, storage space and power supplies).

12 References
• Medical Laboratory Manual for Tropical Countries – volume II – Microbiology – Monica Cheesbrough.
• Clinical Diagnosis and Management by Laboratory Methods – 17th edition – John Bernard Henry M.D.
• NCCLS National Consensus Standard, M22 – A3
• Pro-Lab Diagnostic – 10.16.2006
• ATCC, Frequently asked questions, 10.16.2006
• HPA, NCTC Quality Control Reference Cultures, 10.16.2006
• Difco & BBL Manual of Microbiological Culture Media – 2003.
• Clinical Microbiology Procedure Handbook, Vol.11 American Society for Microbiology 13 Isenberg, Hd. ed. 1992.
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Propagation and Maintenance of Quality Control Organisms

Appendix 1: Maintenance and Working Media

Type of Working Media

Title: Propagation and Maintenance of 
Quality Control Organisms
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Version: 1
Page Number: 15 of 19
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STRENGTHENING OF MEDICAL LABORATORY SERVICES IN THE CARIBBEAN
A CARIFORUM Project Funded by the European Union and Implemented by CAREC

Media Organism

Blood Agar 
Coliforms, Staphylococci, anaerobes and 
facultative anaerobes, fastidious streptococci, and other
non-fastidious organism

Chocolate Agar Haemophilus spp, N. gonorrhoeae

Lowenstein Jensen (LJ) slants Mycobacterium spp

Type of Maintenance Media Organism

Institute Pasteur (IP) media/Brain heart infusion agar
(BHI)

Enterobacteriacae spp, staphylococci and 
other non-fastidious organism

*Blood Agar and Chocolate slants/plates Fastidious streptococci and Haemophilus spp.

*Cooked Meat (without glucose){store at room 
temperature)

Anaerobes and facultative anaerobes

Chocolate slants
N. gonorrhoeae (daily basis and stored in the CO2
incubator). 

Lowenstein Jensen (LJ) slants Mycobacterium spp. (store at room temperature)

Cystine-tryptic agar without carbohydrate
Staphylococci, streptococci other 
non-fastidious organism
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Reconstitute according to 
manufacturer’s instructions

Reference Strain 
(Disc, swab, lyophilized)

Inoculate onto appropriate agar plates and incubate over night

Subculture once again from this plate onto another agar plate

Inoculate agar slope and 
incubate in air over night

Inoculate cryopreservative 
with pure growth, using a 

sterile swab

Seal tubes tightly. 
Store at 2–8ºC immediately 

for ≤ 12 months

Seal tubes tightly. 
Remove extra suspension 

from tubes containing beads. 
Store immediately at 

-50ºC to -70ºC

Appendix 2: Preparation of Stock Cultures



17
STRENGTHENING OF MEDICAL LABORATORY SERVICES IN THE CARIBBEAN

A CARIFORUM Project Funded by the European Union and Implemented by CAREC

Propagation and Maintenance of Quality Control Organisms

Title: Propagation and Maintenance of 
Quality Control Organisms

Prepared By: Caribbean Regional Standard
Methods Drafting Group

SOP Number: CRM-SOP: 19
Version: 1
Page Number: 17 of 19
Effective Date: 1st September 2007
Review Date: 1st September 2008

Label subculture media with 
reference strain, number and date

Label subculture media with 
reference strain, number and date

Transfer QC strain to 
subculture media

Aseptically transfer one
bead  to subculture media

Incubate subculture in 
appropriate conditions

Immediately return cryovial
to  –70ºC

Check subculture plate 
for purity

Use agar plate as 
working stock. 

Only for A

Inoculate appropriate 
subculture agar with bead

Subculture to 4 maintenance
media and agar plate

Store at 2–8ºC

Incubate agar plate and
check for purity

(A)
Stored @ 
2 to 8ºC

(B)
Frozen culture @ 

-20 to -70ºC

(C)
Frozen beads in   

cryovial

Use agar plate as 
working stock

Appendix 3: Preparation of Working Stock Cultures from Stock Cultures

Stored QC Stock
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Appendix 4: Management of Stock and Working QC Strains

Year__________________ Month______________________________________
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Type of 
QC strain

Source Lot# Relevant
property

Date stock 
set up

Date 
mainten.
Stock 
setup

Reviewed
by

Weekly sub from mainten.
Stock (working stock)

Date Date Date Date  Date

• Kindly place your initials in the table, if you have performed the activity.
• Kindly bring to the attention of your supervisor all nonconforming results.
• Perform and record all necessary corrective action.
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Date Time Details of non 
conformance

Corrective action Completion
date

Responsible
person

Outcome Supervisor
review

Bring any non-conformance to the attention of the department senior

Appendix 5: Corrective Action Record Form
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