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User Guide: Control of Certified Technician Program Stamps

Scope: This procedure defines control of stamps issued within the Certified Technician Program (QA17).  This procedure excludes the stamps issued by the Depew, NY facility’s quality assurance department which is controlled via the stamp control process documented in QA14. 

· Certified Technician Stamps may be issued to production technicians, or any other personnel selected to be under audit program, who are required to signoff records as deemed necessary by management. 
· A Certified Technician stamp contains the employee’s initials and unique employee (clock) number.
· The Technician’s information including the status of their stamp is entered into the Certified Technician database prior to issue of stamp.

· For Production Technicians, after the successful completion of the required training and after passing an initial audit, the Certified Technician stamp will then be issued to the employee.

· Stamp assignee is the only person permitted to use the assigned stamp.

· Stamps must remain under the control of the assigned employee at all times.  Stamps must not be left unattended and must be secured at the end of the shift.

· If a stamp is reported missing or damaged a request is sent to the Q.A. Manager for a replacement stamp.

· If an employee leaves PCB, their stamp will be turned in to the Quality Department Representative who is responsible for ensuring the Certified Operator Database (QA1103) is updated accordingly.  The stamp shall be destroyed and discarded., 
· The Certified Technician Auditor will assess the legibility of the stamps during the periodic audits.  Any issues with legibility will be brought to the attention of the area Supervisor for appropriate action (i.e. re-fill the ink or request a replacement stamp).
· If a Technician receives more than fifteen points deducted during 3 consecutive audits, the Technician’s stamp will be suspended and the status of the stamp will be changed from “Active” to “Repealed.”

· If a Technician’s stamp is suspended, the employee’s Supervisor must sign-off on the Technician’s Router steps until their stamp is re-issued. 
· A Technician must have passed an audit with zero point deductions in order to be re-issued their stamp.

· Suspension times may be adjusted at the discretion of the Quality Manager.

· Non-production personnel (e.g engineering personnel, supervisors, quality assurance personnel, etc.) who are assigned stamps will be entered into the Certified Operator Database and will receive a “Stamp Audit” quarterly to ensure that stamps are being properly controlled.
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