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CONTROL OF  DOCUMENTS.

Procedures have been documented in all cases where their absence could result in a deviation from the Quality Policy or Objectives or where product Quality may be adversely affected.

All documents in use shall be approved for adequacy prior to issue and the issue status recorded (identified).

Relevant versions of applicable documents shall be available at their point of use.

Documents that require updating shall be reviewed and re-approved prior to issue and changes identified

Relevant documents of external origin shall be identified and their distribution controlled

Obsolete documents shall be removed from their point of origin and suitably identified, if required, to prevent any unintended use. 
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CORRECTIVE  ACTION  PROCEDURE.

Corrective actions are taken to eliminate the root cause of nonconformities so that the problem does not re-occur.  The actions taken are appropriate to the scale of the impact which the problem may have.

The documented procedure for corrective action defines the requirements for reviewing nonconformities (including customer complaints), identifying the root causes, evaluating the need for actions that prevent ocurrence and deciding and implementing what actions are required, recording and reviewing the results of the actions taken. 
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                                                  Internal Audits

Internal Audits of the Quality Management System shall be conducted at periodic intervals to ensure that it conforms to planned arrangements and requirements of ISO 9001:2000, and it has been implemented and maintained effectively.

The Internal Audits are planned considering the status and importance of the areas and activities to be audited including the results of previous audits. The criteria, scope, frequency and methods of audits have been defined and are conducted by persons who are independent of the task, area or activity being audited. 

The documented procedure includes the requirements and responsibilities for planning and performing audits, the recording of results and reporting to management.

Management responsible for the audited area will ensure that timely and effective corrective action is taken on any non-conformances or deficiencies identified during the audit.

Follow-up actions will be carried out to verify effective implementation of corrective actions and the results recorded. 
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PREVENTATIVE ACTION

The company takes preventative actions to eliminate the root cause of potential non-conformities in order to prevent them from occurring.  Such preventative actions are appropriate to the scale of the impact the potential problem may have.

The documented procedure defines the requirements for identifying potential non-conformities, the causes of them and evaluating what action is needed and ensuring that the preventative action required is implemented and effective.

Records of the actions taken and the review carried out will be retained.

.
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                                       CONTROL OF NON-CONFORMING PRODUCT.

Product which does not conform to product requirements is identified and controlled to prevent it’s unintended use. The controls and related responsibilities and authorities for dealing with non-conforming product are clearly defined.

Product which is identified as non-conforming is re-worked and rectified, if possible, to ensure that it conforms to requirements, and action is taken to eliminate the nonconformity.

If a concession is required then the customer  will be contacted for authorisation, if applicable, prior to release of the product.

Product or components supplied to the company which are found to be non-conforming will be identified, segregated and the supplier informed. 
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Before accepting an order to supply  product to the customer it shall be reviewed to ensure that all  requirements are defined and the company has the ability to meet the defined requirements.

The company will resolve any order requirements differing from those previously stated.

Where no documented statement of requirements is received from the customer the company will confirm the requirements in writing before acceptance.

Where the product requirements are changed the company shall ensure that pertinent documents are amended and all relevant personnel are informed.

A record of these reviews and any actions arising from them shall be maintained.

Monitoring and measurement of process is performed by sales analysis (number of quotes/number of orders obtained) every six months and action taken on adverse trends at monthly meeting. 
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                                          CONTROL OF QUALITY RECORDS.

All records required for the Quality Management System are controlled and maintained to show evidence of conformance to requirements and to demonstrate the effective operation of the system.

Records are identified and stored in such a manner as to ensure protection and be readily retrievable.

Retention times and responsibility for disposition are established.

The following records which demonstrate compliance with the Customer’s specified requirements and the

 Quality System, will be retained for a minimum of 10 years.

Pipe Tests                                                                 Lab        Pressure Test Records                Lab

Internal Quality Audits                                             QA        Sand and Moisture Contents.     Lab

Water Absorption                                                      Lab       Concrete Mix Analysis               Lab

Management Reviews.
                                   QA       Customer Complaints                 QA                  

Raw Material Certificates  (Cement, Sand, Stones)  Lab       Daily Pipe Inspection Records.  Lab

Health and Safety Product Data Sheets                    QA         Document Distribution              QA

Relevant Standards                                                   QA         Document Amendment.             QA

Mould Component Specification                              DO        Supplier Records                        Admin             

Purchase Orders.                                                   Admin        Contracts/Orders.                      Sales

Calibration Records.                                                 Lab        Training/Comp/Exp                    QA

Control of N.C. Product                                            DO        Corrective Action                        QA                                                                  Preventative Action                                                  QA         Process Measure.                         QA     
Approved Supplier List                                             QA        Infrastructure.                      MD Office

Analysis of Data                                                        QA        Drawings & Amendments           DO              

Weekly Management Meetings                   Held for 3 Years   DO


All records will be maintained in a weather tight dry secure location.
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1.0
PURPOSE

To define the arrangements for the review of the Company’s Quality System in order to ensure its continuing suitability and effectiveness.

2.0
APPLICATION

This process will be operated by the Managing Director.

3.0
REFERENCE DOCUMENTS

Internal Audit Reports (see List of Standard Forms)


External Audit Reports


Deficiency Reports (see List of Standard Forms)

4.0
PROCESS
4.1
Annual Management Review

The Managing Director will perform an annual management review of the Quality System.


The management review input  will include but not be restricted to:-

a) Results of audits,

b) Customer Feedback,

c) Process performance and product conformity,

d) Status of preventive and corrective actions,

e) Follow-up actions from previous management reviews.

f) Changes that could affect the quality management system, and

g) Recommendations for improvement.



The output from the management review shall include any decisions and actions related to:-

a) Improvement of the effectiveness of the quality management system and its processes,

b) Improvement of product related to customer requirements, and

c) Resource needs


The Quality Manager will produce minutes of the review meeting and it will be the responsibility of the Managing Director for the implementation of any recommendations.
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Evaluation of Suppliers/Sub-Contract Resources

The Quality Manager will consider the following points when nominating suppliers/sub-contract resources.

· Suppliers/Sub-Contract resource register

· Third party assessed nominees to BS EN ISO 9001

· A Supplier/Sub-Contractor with an established record of quality, proven historically or by association.

· Recommendations based on independent satisfactory reports.

· A specified Supplier/Sub-Contractor, or where no practical alternative exists.

        Review of Supplier/Sub-Contract Resource

In the event that any non-conformance’s being  identified on a contract the Quality Manager will complete a

 subcontract supplier  record and take corrective action when applicable.

The Approved Supplier List will be maintained by the Quality Manager and reviewed at management review meeting or amended as a result of a non-conformity against a supplier if applicable.

PURCHASING PROCESS

Purchasing is controlled to ensure that the product  conforms with the specified requirements.

The type and extent of control exercised is dependant on the effect the product may have on subsequent processes and their output in the realisation of the final product.

Purchasing documentation shall contain adequate information describing the product being purchased.

Purchasing documents are reviewed for adequacy before being released to the supplier.
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COMPLAINTS HANDLING
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Design and Drawing Office


All design in the company is entrusted to Chartered Civil or Structural Engineers.

Reinforced Concrete Pipes to British Standard Specifications.

Design work in the Reinforced Concrete Pipe Division and Prestressed Concrete Pipe Division is carried out in accordance with Product Design Methods and relevant Design Sheets.

Structural Products

All design work in the Structural Division is carried out, in accordance with relevant national and international standards.


The Structural use of Precast Concrete, on standard Macrete Calculation Sheets


 (Example sheet A 8)


The Location and type of lifting inserts, fittings, anchorages, additional reinforcement to resist handling and lifting stresses, designation of support and storage methods are all finalised by the Designer .  Drawing Office personnel will provide works drawings showing all these details .


All drawings are made on standard Macrete Drawing Sheets and are checked and signed by the D.O. Manager before being sent for approval to the Client.

  
The despatch of  drawings and calculations to the Client is recorded on the Drawing Issue Sheet


( Example Sheet A 9 ) which is distributed as follows:-

· White ( top ) copy to Client.

· Yellow copy to the Contract File.

On receipt of approval any revisions required by the Client will be implemented by Drawing Office 


personnel.  After checking and signing by a Chartered Engineer, final issue drawings are then sent


 with a Drawing Issue Sheet to the Client.


Work Order Forms ( Example Sheet A 10 ), Bar Schedules ( Example Sheet A 11)


 and Production Schedules  ( Example Sheet A 12 & A 13 ) are prepared by Drawing Office


Personnel.  After checking and signed by the D.O. Manager ,  these are issued to production personnel for inclusion in the production programme. Copies for distribution as follows:-

· Production Manager

· Casting Shop Supervisor ( where appropriate)

· Bar Shop Supervisor

· Joinery Supervisor ( where appropriate)


All personnel are required to sign for copies received and a record book containing distribution


 details for all documents is kept in the Drawing Office.
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Changes initiated through Process Improvements, Internal/External Audits





Issue New/Revised Documents and Withdraw Obsolete Ones.





Authorised by Managing Director





Amendments to Quality Documentation as Necessary.





Forms & Documents in Use





Process/Work Instructions





QUALITY MANUAL





       QUALITY MANAGER


Responsible for control of Quality documents including issue, review, update, authorisation & approval 


Also reviewing external standards & Technical Information.





Record details of Non-conformance/


Customer Complaint





Close out Non-conformances/Customer Complaints when


Evidence of satisfactory Corrective Actions taken





Carry out Analyses of Non-conformances


To identify areas for Continual Improvement





Allow for any necessary Follow-up


Actions.





Investigate Non-conformance/


Customer Complaint and Record


Corrective Action Results.





Inform all Relevant Personnel





Forms completed and returned to Quality Manager for Records Filing.





No Further Action Required





Further Action Required





Auditors Re-audit as per agreed time-scale 





Forms returned to Quality Manager for Records Filing 





Corrective Actions and Timescales discussed/agreed/signed with appropriate persons.





Further Action Required





No Further Action Required





Auditor:- arranges and performs audit against audit plan.





Audit Plan:- prepared and approved





Conduct a Risk Assessment for potential problem areas.





File and Maintain Records as Required.





Review actions taken and Record.





Plan and Implement Actions Needed.





Recommend actions to prevent the Occurence of Problems.





Analyse and Prioritise results of Risk Assessment.





Pass





Records of Rejected or Re-worked Material/ Components Maintained.





Return To Production/   Assembly.





Inform Purchasing of problems with supplied components 





Records forwarded to Quality Department.





Problems Assessed and Resolved





Fail.





Re Inspect.





Re-Work.





Scrap





Components:-


Rejected by Goods Inward and clearly identified.





Product:-Rejected by Q.C. Personnel  clearly identify.








Managing Director.


Responsible for authorisation of disposition of records





                 Quality Manager.


Responsible for identification, maintenance and storage of  records...





ENQUIRY (phone, e-mail, fax, verbal)








Orders filed/distributed as required.





Acknowledgement of Order


Issued to customer confirming clear definition of  requirements following check by Sales Office Staff.





Customer requirements not clearly defined or cannot be satisfied





Customer contacted. Order amended, re-issued or cancelled





Order requirements clearly defined and can be met





Order confirmed as checked by Sales Office staff





      Sales Office





Customer Order





          PURCHASE ORDER RAISED.





CONTENTS REVIEWED AND AUTHORISED.





     PURCHASING  REQUIREMENTS


    Confirmed verbally or by requisition.





      FORWARDED 


      TO SUPPLIER.





If incorrect return for amendment or Re-raise





Complaint received and logged by recipient.





In-house review





Recipient seeks more information





Further steps available





Follow up action corrective and preventive action, audit and review complaints policy





Complaint is escalated Customer notified of contact details and resolution procedure





Is there sufficient


Information to


Take action





Is there sufficient competence to take action





Proposed action agreed by customer





External review process available





Proposed action agreed by customer





External review





Advise customer of legal rights and  remedies





Calibration records of factory equipment





Calibration Process





Take equipment out of plant





Equipment Calibration Schedule











National Standards





Equipment returned to production





Equipment Calibration Specifications





Sign off Calibration
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