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1.0 PURPOSE

1.1 This documented Information mims to provide the instruction for receiving, collection, handling, storage,
transport and disposal of water sample for microbiologleal examination
1.2 CWO shall implement production and nervice provision under controllad conditiona. Controlled conditions shall
Include, as applicable:
a) the avallabllity of documented information that defines:
1) the characteristics of the products to be produced, the services to be provided, or the activities to be
performed,
2) the rosults to be achleved,
b) the avallability and use of sultable MONItONNG AN MeAsUNg resources,
¢) the implantation of monltoring and measurement activities at appropriate stages to verify that critens for
control of processes of outputs, and acceptance criterla for products and services, have baen met;
d) the use of sultable Infrastructure and environment for the oparation of processos,
0) the appointment of compalent persons, Including any regulred qualification,
f) the validation, and periodic revalidation, of the abllity to achieve planned results of the processes for
production and service provision, where the resulting output cannot be verified by subsequent monitoring or
moasurament,
Q) the implemantation of actions to prevent human error,
h) the implementation of release, delivery and post-delivery activitien
1.3 To use auitablo means to identfy outpuls when It s nocessary to ensure the conformity of products and
BoOrvices
1.4 To |dentify the status of outputs with respoct to monitoring and measurement requirements throughout
production and service provision,
1.5 To control the unique (dentification of the outputs when traceabllity is a requirement, and anall retain the
dooumented Information necessary to anable tracoability,

2.0 SCOPE
2.1 This procadure applien to all water samplos collocted by the sampler and those submitted (n the Laboratory.
3,0 RESPONSIBILITY :
3.1 Head of Laboratory ahall manage the administrative and technical oparations of the laboratory
3.2 Supervisor will recommend standards or action for regulatory programs
33 f\nnlylt directa the collection and slorage of samples, summarizes data and prapares report from the
rosults
4,0 DEFINITION OF TERMS

4.1 Sample ~ portion or rapresentation of the item 1o be analyzed
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6.0 PROCESS DETAILS

6.1 Sampling Contalner
6.1.1 Slarilizod botties sent out from the laboratory should ba kept unopened and away from contamination unti it
In required for filling

6,2 Sample Colleotion
6.2.1 Tap or pump outlet
(a) Ramove from the tap any attachments that may cause splashing. Clean and disinfect the tap with o
cotton ball In 70% ethanol
(b) Flush the lines for 2 minutes to cloan the sarvice lines. Raestrict flow to aveld splashing
(¢) Unscrew the cap completely without removing the paper cover, fill the sampling bottle and leave an
ample apace from the neck to maintain air space, Replace the cover Immediately.

6,22 Lake, Stroam, River or Shallow Waell
(0) Unscrow the cap completely withoul removing the paper cover, hold the bottia near Its base and
submarge in to a depth one foot bolow the surface
(b) Collect the nample by aweep of arm with the mouth of the bottle facing slightly upwards or towards
the current. Replace the cover Immediately,

0.2.3 Dug wells and similar sources
() With a plece of atring, attach a stone of suitable aize to the sampling bottle
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(b) Tako a 20-cm longth of clean string rolled around the stick and tie on botlle to atring. Unscrow the
cap completely withou! removing the paper cover

(¢) Lower the bottie weighed by the atone Into the well, unwinding the string slowly, Do not allow the
bottle to touch the sides of the well

(d) Once the bottle s judged to be filled, rewind around the atick 1o bring put the bottle. Replace the
cover immediately

6.3 Sample Handling
6.3.1 Recalving of samples
a) Secure stenlized sampling bottles from the Laboratory by paying the deposit fee, The information
about the samples shall be recorded in the Request for Water Analysis Form. Submil (he requost
form 1o the laboratory personnal.

b)  Submit the water sample (at least 100 mi volume of sample) with label Indicating the following
Information:

*  Placo / Location
«  Source
«  Date and Time of Sampling
«  Sendor
Samples ahall be accepted only on Mondays and Tuesdays: 8. 12 NN and 1.3 PM
¢)  Pay the analysis fee al the cashier then submit the O.R. to the Laboratory persannel

0.3.2 Wator sampla(s) shall be sent at once so as to reach the laboratary preferably within @ hours from the time of
collaction. If not possible the use of lcu coolers for storage of watar samples during transport to the laboratory
I recommended. The time elapsed betwaan collections and processing should in no case exced 24 hours

6.3 Water samplos not contained In GWD sterilized sampling bottles shall not be accepted. Any deviation
observed from the submitted sample shall be recorded In the Request for Analysis Form and communicated
10 the cliant

6,3.4 Prosorvation

The CWD shall preserve the outputs during production and service provision, to the extent necessary to ensure
conformity to requirements

NOTE: Presorvation can Include |dentification, handling, contamination control, packaging, storage, transmission or
transportation, and protection

6.4 Rochock of Samplos

0411 any treated sample confirms the presence of coliform bacteria, repeat samples shall be taken the
following sampling schedule.

6,42 The Operators of the pump station shall be notified of positive potable water samples 8o that remedial
action may be taken

0.4.3 Additional treated water samples may be required following a confirmed positive potable water sample.

6 4.4 Control of changes
6.4.4.1 The CWD shall review and control for production and service provision, o the extent necessary to
onsure continuing confarmity with the requirements,
5.4.4.2 The CWD shall retain documented information describing the resulta of the review of changes, the
porson(s) authorizing the change, and any necessary actions arsing from the review
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6.5 Control of nonconforming outputs

651 CWD shall ensure that outputs that do not conform to thelr requirements are identifled and controlled to
pravent their unintended use of dolivery,

6,62 The CWD ahall take appropriate action based on the nature of the conformity and Its effact on the conformity
of products and servicen, This shall also apply on the nonconforming products and servicas delactod after
dalivery of the products, during or after the provisiona of services.

6,53 The CWD shall deal with nonconforming eutputs in ana or more the following ways
a) cofrection,

b) segregation, contalinment, retum of suspension of provision of products and services,
¢) Infarming the customer;

d) obtaining authorization for acceplance under concession

Conformity to the requirements ahall be verified when nanconforming outputs are correctod,

6.6 Identification and traceabllity
661 Tho CWD shall use suitable means 1o Identify outputs when It (8 necessary to ensure the conformity of
products and services,
6.0.2 The CWD shall identify the status of outputa with fospoct to monitoring and measurement requiremaents
throughout production and service provision,
0,6.3 The CWD shall control the unique (dentification of the outputs when traceability (s a requirement, and shall
fotain the documentad nformation necessary to enable traceability,

6.7 Results Roporting

6.7.1 All ronults shall be recorded and reported to the Clty Health Office and Local Water Utilities Administrstion

06.7.2 The CWD ahall retain documented Infarmation on the release of products and nervices. The documaented
Information shall in¢lude;

a)  avidence of conformity with the acceptance criteris;
b)  traceability to the person(s) authorizing the release.

0.0 Roloaso of produats and services
6.8.1 The CWD shall Implement planned arrangements, at appropriate stages, 1o verity that the product and service
requirements have been mel.
6.8.2 The release of products and services to the customaers shall not procesd until the planned arrangemaents have

boen satistactorlly complated, unleas otherwise approved by relevant suthority and, as applicable, by the
customer.

7.0 RECORDS RETENTION

7.1 Activo Ratention = Indefinite retention perod for current or active documents for both electronic and hardaopy
Master Copy

7.2 Inactiva/Archival Retention = shall be kept for active thren () yours or may request for an extension as
deemed nacessary (hardcopy); for alectronia/soft filo; it shall bo kept In a soparate folder named "Obsolota
Maater Copy/Original®

8.0 REFERENCE
8.1 180 90012015 QMS Standard
8.2 Philippine National Standards for Drinking Water 2007
8.3 Standard Methods for the Examination of Water and Wastowater
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9,0 ATTACHMENTS
9.1 Request for Water Analyais Form

10,0 DISTRIBUTION LIST
Note 1; Select Relevant Reciplent to Appear In below List,
COPY HQL_DER NO. DEPT/SEC./COPY HOLD_!R
b Goneral _M_qpmr
Enginesring

ADM - Motorpool
) Laboratory ( Qup!lly C_omrol Pﬂg&on )
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Note 2: Master Copy In In the custody of the Documant Control Center
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