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Company Foreword

This quality manual is the means by which Sample and Sons satisfies the requirements of its clients, particularly with regard to management responsibility.

Sample and Sons is obliged to ensure that its Quality Assurance Policy is understood by its employees, and the procedures are implemented and maintained at all times.  This Quality Manual is in accordance with the requirements of BS EN ISO 9000 : 1994.  The quality system should be systematically reviewed by management and checked by quality audits both internal and external.

The Quality Manager is responsible for the control of all matters pertaining to the implementation of these procedures.

THE ASSURANCE OF QUALITY IS FUNDAMENTAL TO ALL THE WORK UNDERTAKEN BY Sample and Sons and the established procedures shall be practised by all personnel at every level in Sample and Sons’s structure.

Quality Policy

It is the policy and overall business objective of Sample and Sons to provide products and services of the highest quality and in compliance with the customers specified requirements.

It is also the objective of Sample and Sons to enhance its reputation and capabilities in order to gain wider recognition in its field of expertise.

Sample and Sons recognizes that genuine commitment to understanding the present and future needs of its customers is essential to these objectives and thus continually strive to ensure that the needs and reasonable expectations of the customer are realized in the quality of the services and products it provides.

The Quality Management System is described in this manual and detailed in a Procedures Manual.  To further the quality aims of Sample and Sons we have ensured that all employees understand and adhere to the requirements of this policy and the contents of the Quality Manual.

The Quality Manual and subsequent Procedures Manual are published as a direct response to the requirements defined by BS EN ISO 9000 : 1994.

Sample and Sons will constantly monitor its quality performance and will implement improvements where appropriate.

Signed…………………………………………………………….. Managing Director

Manual Control

Control of this manual rests with the Managing Director who may delegate this responsibility to the Quality Manager who is responsible for the content and control of all numbered copies.  This includes all other documents pertaining to quality.

Issue Status

The issue status of each page of this Manual is stated at the bottom of this page.

Distribution Control

“Uncontrolled” and “Controlled” copies of this Manual are issued.

“Uncontrolled” copies may be distributed outside Sample and Sons with the approval of the Managing Director.  They will have no unique identity and will be marked as an uncontrolled copy and subsequently will not be kept up to date.

“Controlled” copies will each have a unique number and will be assigned to an individual by name.  Distribution is controlled by the Quality Manager and numbered copies are distributed as follows:-

· Master Copy

· Office Copy 1

· Office Copy 2

Changes to the Quality Manual

Any changes, additions or alterations to this Manual, must be addressed to the Managing Director or Quality Manager.  Should the change, addition or alteration be approved after a consultation period with other areas then the relevant amendments will be made, recorded in the Amendment Register and distributed according to the distribution list contained in this section.

Review

At intervals no longer than 16 weeks the Quality Manager, Managing Director and Senior Management will review this manual and verify that it continues to describe the Quality System correctly and approve proposed changes accordingly.

The date of these reviews will be recorded and minutes kept.

Company Profile

Type in your company/organisation profile here!
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Management Responsibility

Quality Policy

Sample and Sons (Sample and Sons) has defined, documented and implemented a quality management system, relevant to customer expectations and needs in accordance with the requirements of BS EN ISO 9000: 1994.  All staff are trained to understand, implement and maintain the system.  It is the responsibility of Sample and Sons’s management to ensure that the requirements of the standard are implemented.

Organisation

Sample and Sons’s organization is structured to meet its responsibilities; interrelations and authority of all personnel whose activities affect quality are defined.  Personnel having particular quality system responsibilities have roles, which are, defined to allow them the organizational authority and freedom to carry out their duties described in the standard.

Sample and Sons has allocated resources and trained specific personnel to identify and undertake internal audit activities.

The Managing Director has appointed a representative from management who, irrespective of other responsibilities, has authority and responsibility to ensure that the requirements of BS EN ISO 9000 : 1994 are implemented and maintained.

Management Review

The quality management system described in the Quality Manual and detailed in the Procedure Manual will be reviewed at least annually.  The review will be undertaken at a meeting chaired by the Managing Director and attended by other members of the management/quality teams as appropriate.

The review will include results of, and actions arising from, the internal audit activities.

Minutes of the meeting will be taken and retained for a minimum period of 1 year.

Organisation Chart

Samples and Sons hold their organisation model as an integral part of the Performance Organiser.

Quality System Structure

General

Sample and Sons has established, maintained and documented a quality management system as described in this Quality Manual and detailed in the Procedure Manual to ensure that products and services conform to customer requirements.

Quality Manager

Sample and Sons has appointed a Quality Manager to ensure that standards described in this manual are kept and maintained in accordance with the spirit and intention of ISO 9000.  The Quality Manager will report directly to the Managing Director any matters that in the opinion of the Quality Manager contravene the guidelines set out in this manual.

Contract Review

General

Sample and Sons has established, implemented and documented procedures for contract review to ensure that customer requirements are adequately defined, understood and documented; anomalies are resolved; and that Sample and Sons has the capability to satisfy such contractual requirements.  Records of reviews are maintained.

Review Period

Customer contracts are reviewed annually.  Revised contracts are sent out to customers as appropriate for review and revision where necessary.  Signed copies of returned contracts are held by the Customer Support and Marleting Director.

Design Process

General

Sample and Sons has established and maintains procedures to control and verify the design of it’s products in order to ensure that specified requirements are met.

Design and Development Planning

Change requests to Sample and Sons products can be generated for a number of reasons (customer request, changes in specification to supporting hard and software etc).  Customer driven changes can come in a variety of formats and media.  As soon as possible, customer change requests are to be translated in to a Sample and Sons change request form.  Supporting the change request form will be an entry in Sample and Sons Help Desk software system.  The logged request will be given a number and the customer will be given details of the log number for reference purposes.

Changes from none customer sources are to be treated as an internal request or change and handled in much the same way as a normal customer change request.

Organisational and Technical Interfaces

Technical and organisational interfaces (Development, Sales and Technical Support) will all be kept informed as to the progress towards meeting a request for change.  

Design Input

Design requirements (including statutory and regulatory) relating to the product are identified, documented and their selection reviewed for adequacy.  Requirements which are incomplete, ambiguous or conflicting are resolved with those responsible for submitting a change request.

Design Output

Design output is documented and expressed in verifiable and validatory terms.  Design outputs will:-

· Meet design input requirements

· Contain or reference acceptance criteria

· Identify those design requirements that are crucial to the safe and proper functioning of the product/

Design Review

Formal and documented design reviews are planned and undertaken.  Representatives of all relevant functions participate in this review process.  Records of design reviews are maintained.

Design Verification

Sample and Sons undertakes and documents design verification, at appropriate stages, to ensure that the design output meets design input.

Design Validation

Design validation and subsequent testing is to be carried out on Sample and Sons test rig.  Test results are to be logged and passed back to the development team in the event that remedial changes need to be carried out.  Test plans are to be written and stored for future reference on Sample and Sons network.

Documentation Control

General

Documents relating to the requirements of BS EN ISO 9000 : 1994 are subject to established and maintained control procedures which are documented.  Documents are reviewed and approved for adequacy by authorised personnel prior to issue.

These control procedures ensure that pertinent issues of appropriate documents are available at all locations as necessary for quality purposes and that obsolete documents are promptly removed from all points of issue and use.  Obsolete documents are retained by the Quality Manager for representative or reference purposes only.

Document History Sheets

Each master copy of a published document should be prefixed by a document history sheet.  The document history sheet contains details of the nature of changes carried out, it’s author and the date the amendment was made.  Document history sheets are to remain with the master document for the life of the document.

Changes to Documents

The original author of a document retains ownership and control of the document for it’s life.  Change to a document can only to be authorised by the original author.  He or she is responsible for the maintenance of the master copy stored on Sample and Sons server. 

Quality in Procurement

General

Sample and Sons uses appropriate documented methods to ensure that purchased products and services conform to specified requirements, including verification procedures as may be specified in the contract.

Assessment of Suppliers

Suppliers are selected on their ability to meet contract requirements including quality.  Records of acceptable suppliers are maintained.  The type and extent of control exercised on suppliers is defined and appropriate to the type of product or service taking into account previous supplier performance.

Purchasing Data

Purchasing documents clearly describe the product or service ordered including comprehensive data where applicable.  These documents are reviewed and approved prior to their release.

Customer Provided Equipment and Services

This clause is not considered relevant at the present time.

Service Identification and Traceability

General

Sample and Sons has established, documented and implemented procedures to identify products and services from documents as appropriate during each stage of production, delivery and installation.  To facilitate traceability, each individual product/service has a unique identification which is recorded.

Service Delivery Process

Service processes which affect quality have been identified, planed, documented and are performed under controlled conditions.  The conditions include the following as appropriate:

· The use of documented procedures and suitably qualified staff with appropriate, well maintained equipment.  Staff and equipment comply with applicable standards and codes.

· Monitoring and approval of service process parameters and characteristics during performance.

· Workmanship criteria by written standards or representative samples as practicable.

For certain service processes , specified requirements are met by continuous monitoring and compliance with documented procedures, as appropriate after the service ahs been provided.

Records are maintained as appropriate.

Inspection and Test of Service Quality

Receiving and Inspection Test

Documented procedures have been established and implemented to ensure that incoming products and services are not used until they have been inspected or verified as conforming to specified requirements.  Incoming products and services released prior to inspection and test are identified and recorded to enable immediate recall if required.

In-Process Inspection and Test

During performance, service parameters and characteristics are identified, inspected and tested as described in documented procedures, to establish service conformance to specified requirements.  The controls ensure that none conforming services are identified.

Final Inspection and Test

Final inspection and test of the completed service is carried out in accordance with documented procedures.  This is to determine service conformance to specified requirements and confirms that all activities detailed in the documented procedures have been satisfactorily completed.

Inspection and Test Records

Records have been established and maintained to provide evidence that the completed service has passed stated inspection and test with defined acceptance criteria.  Records identify the personnel responsible for release of conforming product.

Measurements System Control

This clause is not considered relevant at this time.

Inspection and Test Status

General

The inspection and test status of the service is identified by suitable means to indicate conformance or non-conformance.  Inspection is maintained throughout to ensure that only conforming services are provided.

Control of Non-Conforming Services

General

Non-conforming services or products are prevented from accidental use or installation by established control procedures.  These procedures provide for identification, segregation and rework of non-conforming service in accordance with documented control procedures.  Authority for dealing with non-conforming services or products is defined.

Corrective and Preventative Action

General

Procedures have been established, documented and implemented for investigating the cause of all instances of non-conformance and determining corrective and preventative actions to reduce, eliminate or prevent their re-occurrence.   Analysis of such actions form part of a regular maintenance review.

A documented procedure has been established for the effective handling of customer complaints.

Handling, Storage, Packaging, Preservation and Delivery

Documented procedures have been established and maintained to prevent damage or deterioration to the product during handling, storage, packaging, preservation and delivery.

Quality Records

Documented procedures for the identification, collection, indexing, storage, maintenance and disposal of quality records (including those of sub-contractors as appropriate), have been established, demonstrating the achievement of the required quality management system.  The quality records are stored to facilitate ready retrieval, minimise deterioration or damage and prevent loss.

Internal Quality Audits

General

Sample and Sons undertakes regular internal quality audits to verify whether the quality activities comply with the planned arrangements and to determine the effectiveness of the quality management system.  The audits are carried out by designated, trained staff independent of the tasks being audited and scheduled based on the status and importance of the activity, in accordance with documented procedures.

The audit results are documented and reported to appropriate management representatives for verification of the implementation and effectiveness of corrective actions as necessary.  The audit results are forwarded to the Quality Manager and the management review meeting for review and action as appropriate.

Training and Development

Documented procedures have been established and implemented to identify training requirements and to provide appropriate training where necessary.  Records of training are maintained

Servicing

This clause is not considered relevant at this time.

Statistical Methods

This clause is not considered relevant at this present time
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