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(iii) About this Manual

(iv) Quality Policy Statement
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M1 QUALITY MANUAL
The Quality Manual outlines the policies, responsibilities, and general principles of operation of the quality system.

1 - General

2 - Quality System Outlines

M2 PROCEDURES MANUAL
The Procedures Manual contains details and descriptions of the system elements.

1 - General

2 - Quality Procedures

3 - Flow Charts (As applicable)

M3 JOB INSTRUCTION MANUAL
The Job Instruction Manual explains the key quality control practices carried out by individuals to ensure that the product and service quality required by the quality system and by clients, is maintained.

1 - General

2 - Job Descriptions

3 - Job instructions

4 - Flow Charts (As applicable)

M4 FORMS and DOCUMENTS
1 - General

2 - Listing and References of Forms and Documents
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ABOUT THIS MANUAL

The quality system comprises four manuals which in total are referred bas the Quality Assurance System Manual. The Quality Assurance System Manual consists of:
Ml
Quality Manual

M2
Procedures Manual

M3
Job Instruction Manual

M4
Forms and Documents Manual.

Other manuals created as a result of the quality system are referenced in M2 Procedures Manual or M3 Job instructions Manual.

Any feedback regarding this manual should be directed to the Quality Manager. QUALITY MANUAL CONFIDENTIALITY AND DISTRIBUTION
Distribution and control, for all quality system manuals, is the responsibility of the Quality Manager.

Quality Manuals or any part thereof distributed within the organisation are controlled and formally issued. Those distributed outside the organisation are uncontrolled.

The list of controlled manual holders is as follows:

	No
	Position of Holder
	M1
	M2
	M3
	M4

	1
	Managing Director
	X
	X
	X
	

	2
	Manager
	X
	X
	X
	

	3
	Quality Manager
	X
	X
	X
	X

	4
	Workshop Manager
	X
	X
	X
	

	5
	External Auditor Copy
	X
	X
	X
	


Quality manuals distributed to outside organisations remain the property of the Company and may be recalled at the discretion of the Quality Manager.

Amendments, once agreed upon, are made by the Quality Manager and distributed according to established procedures to holders of controlled copies only.

Adequacy of outside uncontrolled copies of the quality manual cannot be guaranteed and will not be pursued for any upgrades which occur after the date of issue. 
Outside holders of quality manuals shall regard his/her copy as "Commercial in Confidence".
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QUALITY POLICY STATEMENT

Gay Constructions Pty Ltd is a well respected, wholly Australian owned, private company having successfully operated in the structural steel fabrication/erection and general engineering fields since 19"57, servicing local and overseas markets.

Our prime aim is to provide a quality product at an acceptable market price to satisfy current and future client requirements.

Quality is the responsibility of all company personnel; all of whom are expected to actively participate in all quality related activities.

The senior management of Gay Constructions Pty Ltd are fully committed to the continuing use of our quality system which is structured and operates in accordance with the requirements of A-S/- NZSS ISO 9002:1994.

Senior management believes that adherence to the system and procedures used with commitment, will benefit all company personnel by having:

(a) Uniform operating systems,

(b) Useful reference for training and maintaining work standards,

(c) Documented procedures for upgrading of work practices dictated by technological improvements or future market opportunities.

Quality Assurance System Manual
M1 QUALITY MANUAL
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1.2
AMENDMENTS-RE-ISSUE AND DISTRIBUTION
The Quality Manager is responsible for the initial issue and distribution of this Quality System Manual and for recall and disposition of all obsolete or superseded sections of controlled copies of this manual.

It is the responsibility of the Quality Manager to undertake periodic reviews of the quality manual to re-affirm its adequacy and conformance to current requirements of the company. Amendments are processed as necessary to update the quality manual.

The distribution list as follows is maintained to identify all manual holders and, to facilitate the automatic distribution of amendments.

Copy No.
Issued To:
1
Managing Director

2
Manager

3
Quality Manager

4
Workshop Manager

5
External Auditor Copy


Each manual is individually numbered and marked accordingly.
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2.1
MANAGEMENT RESPONSIBILITY
2.1.1
Quality Policy
Gay Constructions Pty Ltd has developed and issued a quality policy statement as shown in introduction (iv) to the Quality System Manual. Gay Constructions Pty Ltd's objectives for quality and commitment to quality are contained within the statement.

2.1.2
Organisation
Gay Constructions Pty Ltd has a management structure as shown in Introduction (v) to the Quality System Manual. The following key management have responsibilities detailed within job Descriptions prepared for each position within the organisation.

2.1.2
Responsibility & Authority
Managing Director
The Managing Director is responsible for:

· Clearly establishing the policies and objectives of the quality program.

· Ensuring that full support is given to the Quality Manager in fulfilling the duties.

· Informing all employees of quality policies and objectives and ensuring that all personnel  develop a complete understanding and acceptance of the quality system and report to senior management on the performance of the quality system for consideration as a basis for improvement.

· Regularly communicating with the Quality Manager, Customers and Suppliers so that any weaknesses or shortcomings in the system can be investigated and acted upon as quickly as possible.

· Ensuring that customer contacts and selling processes are carried out under controlled conditions. These conditions include but are not limited to the following:

· Documented procedures and relevant work instructions are issued to employees to control the quality of the service;

· Monitoring and control of suitable process methods during the supply cycle;

· That criteria for product quality and service delivery, to the greatest practical extent, is relative to the standards and quality expected by the customer.
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Manager
The Manager is responsible for:

· Managing the product supply, storage and distribution processes to ensure that customers receive product when expected and ordered.

· Initiating the early purchasing process of materials where a shortfall of available merchant stock may occur and lead to delays in deliveries.

· Monitoring contractual obligations and delivery dates.

· Ensuring that sufficient resources are available to meet the day to day service delivery needs of the company. This includes management of the company resources and the control of customers and suppliers accounts.

· Providing management support to other staff within the organisation and operate an effective management information system to enable the company to be aware of its daily operational responsibilities.

· Ensuring that any nonconforming customer service and product quality matters are attended to and that corrective action is applied where necessary.

Sales Manager
The Sales Manager is responsible for:

· Introducing the company's skills and work capacity to the market generally and building contractors.

· Managing a customer network.

· Manage customer enquiries in conjunction with an estimating team.

Workshop Manager
The Workshop Manager is responsible for:

· Monitoring contractual obligations and delivery dates.

· Ensuring that sufficient resources are available to meet the day to day service delivery needs of the company. This includes management of the company resources and the control of suppliers product.

· Ensuring that work produced in the workshop is to the highest engineering standards practical and that the finished product is fit for purpose.

· Stocking sufficient stocks of steel to meet the initial service and response objectives of the company.
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· Initiating the material purchasing process and their delivery and storage.

· Directing workshop personnel in their daily operations and providing training and instruction on an as needed basis.

All Staff (Workshop & Office)
· All employees of the company are inducted into the Quality System upon commencement of their duties.

· Each employee participates, where necessary, in quality training.

· Employees accept responsibility for the quality processes in their applicable areas of operation. They conform with all quality requirements laid down by the Quality Manual, the Procedures Manual and job instructions.

2.1.2.2 
Resources
Gay Constructions Pty Ltd provides adequate resources, including trained personnel, to facilitate the maintenance of product and service delivery.

Personnel involved in the internal auditing function are independent of any work function    to be audited and adequately trained to perform this verification activity.

2.1.2.3
Management Representative
The nominated Quality Management Representative is referred to within the organisational structure as the Quality Manager.

The Quality Manager has responsibility for document reviews and auditing procedures and represents the company on all quality related matters, reporting directly to the Managing Director.

The Quality Manager has the authority and responsibility to develop, implement and maintain a quality system that meets the requirements of ASJNZS ISO 9002:-1994, company policies and procedures.

The Quality Manager has the direct responsibility for the initiation of Quality systems review and audit and is involved in such areas as:

· drafting the company quality policies.

· setting the company quality objectives.

· ensuring that all necessary training for implementation of the quality system is designed and conducted.

· reviewing the organisational relationships as they affect quality and developing improvement proposals.
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· identifying and reporting on nonconformances relating to quality and developing proposals for improvement

· monitoring the effectiveness of the quality system and where necessary developing and recommending appropriate corrective action.

2.1.3
Management Review
All sections of the Gay Constructions Pty Ltd quality system and any supporting documentation are reviewed at appropriate intervals by the Managing Director ensuring its continuing suitability and effectiveness. The reviews are carried out in accordance with Procedure 21 - Management Responsibility & Review.

The Managing Director confers, as required, to establish that the quality system is still functioning as intended. In the event that the system exhibits signs of breakdown or inadequacy, the Quality Manager will do one or more of the following things forthwith:

1) 
Initiate an audit of part or all the system.

2) 
Initiate a training response to areas of breakdown.

3) 
Initiate a staff review if required.

4) 
Initiate a management review of the system.

The Managing Director undertakes an annual review and evaluation of the entire quality system. Reviews are initiated by the Quality Manager.

2.2 QUALITY SYSTEM
For the purposes of this quality system, "products" refers to fabricated steel, sub-contracted services, painting, galvanizing, hold down and erection bolts as well as general services provided to complete
a fabrication & erection contract.

Gay Constructions Pty Ltd maintains a documented quality system toensure that customers receive products and services that conform to their requirements. The documented Quality System is represented by the manuals outlined in the Quality System Manual Introduction.

The documented Quality System procedures have been prepared and effectively implemented in compliance with our Quality Policy and the requirements of AS/ZS ISO 9002:1994 and is documented in Procedure 2.2 - Quality System.

2.3 CONTRACT REVIEW
2.3.1 General

Gay Constructions Pty Ltd maintains Procedure 2.3 - Contract Review, for review of contracts or orders received as a result of quotation, tender and/or specification responses.

Gay Constructions Pty Ltd
Quality Assurance System to ASINZS ISO 9002:1994
Quality Manual

2.3.2
Review
All Contract/orders are reviewed to ensure that the original pricing submission is clear as to its scope and that the subsequent order received is consistent with the quote or tender.

Prior to the commencement of any work on the contract/order, the review ensures that the following criteria are satisfied:

a) any irregularities are found in the contract.

b) no variations exist between the contract and the tender or the quotation submission.

c) the
company has the ability to meet delivery requirements.

Any anomalies arising from a review or assessment are resolved with the customer and documented prior to commencement.

2.3.3
Amendment To Contract
When an amendment is required to orders on hand or in the process of being delivered or carried out, the Managers keep each other and any staff informed of amendments and mark the job file documentation accordingly with a variation instruction.

2.3.4
Records
Evidence that contract reviews are being carried out is provided by way of internal records documenting the establishment of contracts and the authority for 

acceptance, after review has occurred. These records are retained for audit purposes in accordance with procedures.

2.4
DOCUMENT & DATA CONTROL 

2.4.1
General
Procedure 2.4 - Document and Data Control has been established to control all documents maintained by Gay Constructions Pty Ltd The Document Control System identifies each manual and its contents through a system of issue control by date and 

issue number.

2.4.2
Document Approval & issue
All documents are reviewed and approved for adequacy by authorised personnel prior to issue. Gay Constructions Pty Ltd maintains a document control system to control the creation and issue of documents and ensures all relevant documents are available at their respective point of use. Only approved and current issues of documentation remain in circulation for use.

The Managing Director is responsible for approval and the Quality Manager for issue, changes, modifications, recall and distribution of each approved and controlled document.
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2.4.3
Document Changes
Changes to Gay Constructions Pty Ltd documents are reviewed and approved by the managing Director. Any changes or modifications to documents are registered and recorded by the Quality Manager.

The master list maintained in M5 Forms and Documents Manual identifies the  

current documents. The document control system enables all of the updated issues of documents to be distributed to the correct point of use.

For traceability purposes a copy of each superseded document is held in a separate "Superseded" file.

2.5
PURCHASING 2.5.1
General

Gay Constructions Pty Ltd maintains records or acceptance subcontractors & suppliers and ensures that purchased products conform to specified requirements.

2.5.2
Evaluation of Subcontractors

In accordance with Procedure 2.5.1 - Evaluation of Suppliers/Subcontractors, Subcontractors and suppliers are selected, on the basis of evaluation, to supply 

products and services which consistently conform to specified requirements and on their ability to meet subcontract requirements, including quality requirements. Supplier/Subcontractor records have been established and are maintained as part of 

the Quality Assurance System.

2.5.3
Purchasinq Data

Procedure 2.5.2 - Purchasing, provides that documents used for purchasing are reviewed and approved prior to release to ensure that all data clearly describes the product or service ordered and any relevant specifications or references have been added. Purchasing is carried out by the use of manual Purchase Orders or computer generated orders.

2.5.4
Verification Of Purchased Product
The nature of the product supplied and the work undertaken makes it likely that a provision need be made for verification, of supply of purchased product at the 

suppliers premises, by the company or a customer. The company always stands willing to allow customers to verify purchased product, at source, if required by circumstances.
2.6
CONTROL OF CUSTOMER SUPPLIED PRODUCT
Where a Customer supplies products for incorporation into a contract, the company

has a procedure for verification, storage and maintenance of such customer supplied 

products.
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When the product or material is received, it is inspected on arrival and when accepted, contained as outlined in Procedure 2.6 - Control of Customer Supplied Product.

2.7
PRODUCT IDENTIFICATION AND TRACEABILITY
Gay Constructions Pty Ltd maintains Procedure 2.7 - Product Identification for identifying product from applicable drawings, specifications or other documents, during all stages of process control.

Traceability is limited to the job records and materials associated with each order.

2.8
PROCESS CONTROL
Procedure 2.8 - Process Control, documents how the company manages fabrication, coating and erection processes, to ensure that the processes are carried out under controlled conditions.

Gay Constructions Pty Ltd specialises in structural steel fabrication and erection. All planning is controlled by reference to due times or dates agreed with Customers and it is the responsibility of the Manager & Workshop Manager to carry out the work planning and control.

Where special processes, such as welding and coating applications, are carried out, the company will only select staff or subcontractors that have been trained and demonstrate a capability to consistently carry out those special processes. As necessary or where called 

for in specifications, weld testing is carried out using x-ray, ultrasonic or magnetic 

particle processes.

2.9
INSPECTION
2.9.1
Receiving inspection
In accordance with Procedure 2.9.1 - Receiving Inspection & Testing, all incoming product received, is checked to ensure that it is not used or processed until it has been inspected or otherwise verified as conforming to specified requirements.

All products are inspected upon receipt as part of the clerical function of documenting the receipt of goods.

The inspection is for:

a) Comparison to purchase order for overall conformity;

b) Visual and dimensional inspection to verify quality;

2.9.2
in Process Inspection
In accordance with Procedure 2.9.2 - In Process Inspection, work in progress is subjected to process by process inspection throughout the job to achieve a high level of quality control.
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2.9.3
Final Inspection
Gay Constructions Pty Ltd has Procedure 2.9.3 - Final inspection, for ensuring that all work contracted for, has been carried out in accordance with the scope of work and the specified requirements. The Workshop Manager or the Foreman are responsible for final inspection and establishing that the work is acceptable, prior to dispatch to site for erection.

2.9.4
Inspection & Test Records
In accordance with Procedure 2.9.4 - Inspection & Test Records, comprehensive job records are maintained to verify that all work processes have been carried out in accordance with the scope of work.

2.10
Control of Inspection Measurinq & Test Equipment
Gay Constructions Pty Ltd controls, calibrates and maintains inspection, measuring and test equipment, owned by the company to demonstrate the accuracy & reliability of the equipment to the specified requirements. This equipment is used in a manner which ensures that measurement uncertainty is known and is consistent with the required measurement capability as provided for within Procedure 2.10 - Control of Measuring Equipment.

As necessary, records are evaluated on a regular basis to ascertain adequacy of calibration and inspection intervals. The results of calibration tests are recorded. Wherever practical, measuring and test equipment bears a label or other identification indicating calibration status.

Where equipment is found to be out of calibration, the validity of any previous inspection 

and test results are assessed, documented and where necessary, appropriate recall action 

is taken.

Care is taken at all times to ensure that damage is not sustained or the calibration affected. Responsibility for the calibration and maintenance schedule rests with the Workshop Manager.

2.11 Inspection Status
Procedure 2.11 - Inspection and Test Status provides the basis for Inspection status of Gay Constructions Pty Ltd work in progress. It is identified by using tags, labels and markings, if necessary, to indicate status of product processed. Direct control and release of work by Quality Team Inspectors is the principal method of control using job records to indicate overall status. Process Control and Inspection Procedures indicate the controls necessary to establish work status.
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2.12
Control of Nonconforming Product
2.12.1     General
Gay Constructions Pty Ltd has established Procedure 2.12 - Control of Nonconforming Product, to ensure that product supplied, or work not conforming to specified requirements, is not used or ceased and rectified before further work proceeds in the area affected.

2.12.2     Nonconforminq Product Review & Disposition
The procedures provide controls for identification, documentation, evaluation, segregation (when practical) and disposition of nonconforming products.

2.13
Corrective and Preventative Action

2.13.1     General
Gay Constructions Pty Ltd has established Procedure 2.13 - Corrective and Preventative Action to prevent recurrence of nonconformance's.

2.13.2     Corrective Action
Responsibility rests with the Workshop Manager. When an incidence of nonconformity occurs a report is initiated on a Nonconformance Report and includes an assessment of the problem and a proposed or potential remedy to eliminate further occurrences.

2.13.3 Preventative Action
All processes, work operations, quality records and customer complaints are analysed to detect and eliminate potential causes of nonconforming products. Preventative actions are initiated to deal with any problems and controls applied to ensure that corrective actions are taken and are effective. Any changes in procedures resulting from corrective action are changed in accordance with Procedure 2.4 - Document and Data Control.

2.14            Handling, Storage, Packaging, Preservation & Delivery

2.14.1 General

Procedure 2.14 - Handling, Storage, Packaging, Preservation & Delivery, deals with handling, storage, packaging and delivery of goods and services supplied by Gay Constructions Pty Ltd. The procedure is intended to ensure compliance with contractual requirements, specifications or the company's high standard of product service and delivery.
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2.14.2
Handlinq
Gay Constructions Pty Ltd handles all products in such a way to prevent damage or deterioration. The method of handling is determined by the requirements of the job.

2.14.3
Storaqe
As necessary, secure storage racks for consumable steel and established bulk storage areas for main steel, are used to prevent any damage basted used in processing a job, prior bits use.

2.14.4
Packaginq Preservation & Delivery
The methods of packing, preserving and delivering completed work are a major area of control to complete the full service process. Care is taken to prevent any postproduction damage to processed surfaces by way of markings or handling or impact damage.

2.15 QUALITY RECORDS

Procedure 2.14 - Control of Quality Records, provides for identification, collection, indexing, filing, storage and maintenance of all quality records.

Records are maintained for activities such as:

(1)
internal quality audits

(ii) inspections performed during processing

(iii) sub-contractors assessments

(iv) control of nonconformance's

(v) corrective action

(vi) tender and contract reviews

(vii) Accounting/Administration

All records are stored in such a way, as to prevent loss, deterioration or damage, in suitably identified ring binders and record storage boxes.

Current records are suitably labeled and are stored in files, cupboards and ring binders to allow for easy access.

Records no longer active are stored in the area set aside for such records and retained for the period required by legislation or as specified by contract, whichever is the greater.

When specified by contract, our records are available for evaluation by the relevant Customer or Customer's representative.
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2.16
INTERNAL QUALITY AUDITS
Internal quality audits are organised, in accordance with Procedure 2.115 - Internal Quality Audits, by the Quality Manager to confirm whether ail quality activities comply with planned arrangements and to ascertain the effectiveness of the quality system.

Audits are scheduled on the basis of the status and importance of the activity and follow-up actions carried out in accordance with the procedure. All audit results are documented.

The audit program defines:

· systems, procedures and instructions to be audited;
· frequency of the audits;

· methods of reporting any findings;

· corrective action to be taken where necessary. 

Audits include an evaluation of:

· quality practices, procedures and instructions;

· activities, work areas and services being provided.

Responsibility for internal quality audits at Gay Constructions Pty Ltd rests with the Quality Manager.

2.17
TRAINING
To achieve the required standard of quality at Gay Constructions Pty Ltd the company has established procedures for identifying the training needs and provides for the appropriate training of personnel for activities affecting quality during work processes.

Personnel performing specific assigned tasks are qualified on the basis of appropriate education, training and/or experience, as required.

2.18
SERVICING
The company has Procedure 2.17 - Servicing for responding to customer needs for after sales service and warranty. The company is fully committed to maintaining integrity in the work done and will take whatever steps are necessary to warrant that a customer receives full economic benefit from the purchase.

2.19
STATISTICAL TECHNIQUES
The company has developed Procedure 2.18 - Statistical Techniques for the purpose of developing control statistics over a period of time to measure process outcomes.
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1.2   Distributions and Issue Control
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	2.19
	2
	01
	15.04.96

	2.8
	2
	01
	15.04.96
	
	3.1
	1
	01
	15.04.96

	2.9.1
	1
	01
	15.04.96
	
	3.2
	1
	01
	15.04.96

	2.9.2
	2
	01
	15.04.96
	
	3.3
	1
	01
	15.04.96

	2.9.3
	1
	01
	15.04.96
	
	3.4
	1
	01
	15.04.96

	2.9.4
	1
	01
	15.04.96
	
	
	
	
	15.04.96


Signed: 

Managing Director
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Procedure 2.1
Management Responsibility & Review

1. Purpose 
Quality management review meetings are a means by which verification can be established that the quality system is functioning as intended.

It is also a means in which it can be established where and why nonconformities occur and to take positive action to correct and limit their magnitude; to take steps to prevent these from recurring where possible.

This procedure outlines, in general terms, steps taken to initiate a quality system management meeting. This section will also describe the quality meeting agenda.

2. Scope

This procedure covers

· internal audits for pre-defined periods;

· unplanned internal audits;

· quality system related reports for the period;

· statistical management reportls for the period;

· additional requirements as determined within each period or at previous meetings.

· requirements as determined at management reviews or quality meetings.

3.
Definitions

3.1
A management review meeting is defined as a process of governing, regulating, maintaining and managing the quality system implemented/established within the company.

3.2
Administrative statistical evidence (relative to the quality system) - This consists of information describing, in numerical terms, numbers of occurrences or activities within the system; e.g., a summary of number and type/s of nonconformities for a given period.

4.
Responsibility

4.1

The Managing Director is responsible for initiating and conducting management meetings and for providing administrative statistical evidence.

4.2
Responsibility for all information reports regarding the quality system in general rests with the Quality Manager, which includes a report on nonconformities and subsequent corrective action.

4.3

The Internal Auditor is responsible for maintaining and providing internal audit reports as requested by the Managing Director and/or the Quality Manager.

5. Procedure

5.1
Management review meeting(s) shall discuss all aspects of the quality system.
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Procedure 2.1 Management Responsibility & Review

5. Procedure ... (continued)

In particular these shall focus on major issues such as:

a)
results of internal audits carried out during the period, includes audits initiated by nonconformities,

b) nonconformance reports for;

i. the period and corrective action taken

ii. preventative measures which were implemented (if applicable, if not,


to discuss why preventative measures were not implemented),

iii. system documentation (control, generation, availability and suitability


further requirements),

c) comparing a) and b) with statistics of the organisation for the period.

d) overall requirements and future requirements.

5.2 The Managing Director will ensure the Quality Manager and the Internal Auditor are given ample time to prepare for the management meeting, to provide suitable and adequate reports.

5.3  Prepare meeting agenda as per QSFI - Quality System Meeting Agenda.

5.4 In preparation for the meeting, the Quality Manager will research data taken from internal audits for the period since the previous quality management meeting and compile a report.

5.5 The Quality Manager will compile a report to present to each attendee at the quality management meeting. This is summarised in the Statistical Report Form, for ease and supported where applicable with attachments.

5.6
The Quality Manager will compile a nonconformities and corrective action list based on the reports generated during the period since the previous management meeting. The Quality Manager is to prepare a report for other specific matters as outlined in the agenda or where this is not applicable, to supply any pertinent supporting documentation.

5.7 During the meeting minutes will be taken. A report will be generated by the Quality Manager, after the meeting, of these minutes with a follow-up agenda and a proposed date for the next management meeting.

6.    Documents & References

6.1
Quality system meeting agenda (Form # QSF1)

6.2
Statistical Report (Form # QSF 12)

6.3
Previous quality system meeting minutes.

6.3
All relevant documents related to the organisations quality system as determined by the requirements of each meeting.

6.4 Nonconformance reports register

6.6 Internal quality audits folder
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Procedure 2.2 Quality System

1. 
Purpose

The purpose of this procedure is to outline the structure of the Quality System, the format for writing quality assurance procedures and the method of quality planning.

2. 
Scope

This procedure applies to the structure of the system of manuals and the format for presenting quality assurance procedures and job instructions. The quality plan describes in detail how the company achieves its quality aims. The implementation checklist provides a framework for implementation of the system.

3. 
Definitions


3.1
Quality Procedures: Describe the activities of people; what is to be done, by whom, how, where and why.


3.2
Job Instructions: Describe the activities of only one individual and provides direction for individuals in specific tasks.


3.3
Quality Plan: Describes how the requirements for quality will be met by this quality assurance system.

4. 
Responsibilities
4.1
The updating of quality assurance procedures and instructions is the responsibility of the Quality Manager.

4.2
Staff requiring changes to procedures and instructions should prepare the changes on the Document Change Request Form, after consultation with appropriate staff, and have them approved by the Managing Director. The Quality Manager will then incorporate them into the quality system on an agreed release date basis, as per established procedures.

4.3
The Managing Director is responsible for approving the quality plan and establishing the quality aspirations of the company whilst taking into consideration the relative economic impact & justification.

5. Procedure

Quality System
5.1
The quality assurance system set up for the company consists of five manuals which in total are referred to as the Quality Assurance System. The Quality Assurance System Manuals are:

Ml Quality Manual

M2 Procedures Manual

M3 Job Instruction Manual

M4 Forms and Documents Manual.

5.2
Other manuals created as a result of the quality system are referenced in M2 Procedures Manual or M3 Job instructions Manual.

5.3
Distribution and control for all quality system manuals is the responsibility of the Quality Manager.
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5.
Procedure (Continued)

5.4
Quality Manuals or any part thereof distributed within the organisation are controlled and formally issued. Those distributed outside the organisation are uncontrolled.

5.5
Amendments, once identified and agreed upon, are made by the Quality Manager and re-distributed according to established procedures to holders of controlled copies only.

Procedures
5.6
The format for presentation of Procedures and Instructions is as follows. Each procedure shall contain six (6) sections as follows:

5.6.1
PURPOSE: This shall outline the purpose of the procedure, ie, the reason for the activity; including how it relates to the Quality System.

5.6.2
SCOPE: This describes/outlines the areals and subject matter the procedure applies to.

5.6.3
DEFINITIONS: Explains terminology used in the procedure that is unlikely to be understood by a third party or an external auditor.

5.6.4
RESPONSIBILITIES: identifies who is responsible for carrying out the procedure steps. It includes authority personnel are given in relation tothese responsibilities.

5.6.5
PROCEDURE: Details how the procedure steps are to be carried out. Where documents are referred to within the procedure, these shall be highlighted in bold.

5.6.6
DOCUMENTS & REFERENCES: List the documents referred to within the procedure, including a location reference if not directly part of this quality system manual. It includes cross references with other quality assurance system procedures and job instructions, as well as, any relevant external references, such as standards, manuals and the like.

Quality Plan
5.7
The requirements for quality will be met, where deemed necessary to be expressed in a written quality plan, by implementation of quality plan objectives established for individual:

A
Products;

B
Projects;

C
Contracts.

5.8 In all other respects the provisions of this Quality System will determine the procedures and controls necessary to fulfill requirements for quality.
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Procedure 2.2 QualitySystem 

5.
Procedure (Continued)

5.9
The Managing Director will be responsible for determining when a quality plan is required and specifying the quality plan objectives and for monitoring the outcomes on a regular basis. The format for presentation of quality Plans is as follows.

5.10
Each plan may contain up to thirteen (13) sections as follows:

5.10.1
PURPOSE: This shall outline the purpose of the plan, ie, the reason for the activity; including how it relates to the Quality System.

5.10.2
SCOPE: This describes/outlines the areals and subject matter the plan applies to.

5.10.3
DEFINITIONS: Explains terminology used in the plan that is unlikely to be understood by a third party or an external auditor.

5.10.4
WHAT TO DO: Outlines what has to be done to carry out the plan.

5.10.5
WHAT TO DO: Describes who will be responsible for bringing the plan into reality.

5.10.6
WHEN TO BE DONE: Outlines when action is to be carried out.

5.10.7
WHERE TO BE DONE: Describes the working environment being used to accomplish the plan.

5.10.8
HOW TO BE DONE: Describes in practical detail, how the plan will be implemented and maintained.

5.10.9
MATERIALS REQUIRED: Describes any materials necessary for the plan to achieve the stated aims.

5.10.10
EQUIPMENT REQUIRED: Describes any equipment necessary for the plan to achieve the stated aims.

5.10.11
DOCUMENTATION NEEDED: States any necessary supportive documentation or procedures that have an impact on carrying out the plan.

5.10.12 METHOD OF CONTROL: Outlines the form in which control will be exercised.

5.10.13
ATTACHED EXHIBITS: For referencing any exhibits or other reference sources of information concerning the plan.
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5. Procedure (Continued)

Implementation
5.11
To establish the system and develop a quality assured culture the following steps need to be taken for effective implementation of the system. It needs to be remembered that quality assurance is and deals with the management of processes within the business, so that the processes are effective at all times or they are reviewed, improved or changed.

5.12 The following checklist is a basis for implementation.

[  ]
Distribute manuals to authorised holders and convene a meeting within an agreed timeframe to co-ordinate effective implementation across the company.

[  ]
Determine the distribution of manual content to all staff members, involving: 

- Individual forms (ensure Nonconformance Reports Form QSr6 are freely available)

- Individual Procedures, Job Instructions/Guidelines - Individual job descriptions

- Sections of manuals or complete individual manuals

[  ]
Record the information for each staff person using the form provided in Training Procedure - Employee Summary Form 2.ra.

[  ]
Develop an audit timetable using Audit Schedule Form QSF8 and develop audit Questions using each procedure as a basis.
[  ]
Display a copy of the quality statement where it can be seen by staff and visitors.

Distribute Supplier Survey Form QSF13, prepare Supplier Evaluation Forms QSF5 and establish a file for each supplier.

Convene a meeting of all staff to inform them of the implementation of the system and to distribute the relevant forms and documents for each staff member. Advise the staff that they are expected to fully participate and that management can only be fully effective if feedback is provided on procedures and methods of operation.

[  ]
Establish any quality improvement objectives with appropriate timetables, participants and responsibilities using a Quality Improvement Plan fQIP) form.

6. Documents & References

Related quality system documentation and manuals.

6.1 Document Change Request Form (Form #QSF2)

6.2 M2 - Procedures Manual

6.3 M3 - Job Instructions Manual

6.4 M4 - Forms and Documents Manual
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Procedure 2.3 Contract Review

1. Purpose
To describe the steps necessary to review a tender prior to committing to bid and to carry out a review of contract orders prior to committing to supply.

To establish responsibility, authority and procedures required when attending ball customer orders and enquiries.

2. Scope
This procedure covers:
· all inquiries by tender or specification;

· all orders received as a result of submission of a tender bid or quotation response to general customer specifications;

· all customer enquiries and general orders received phone, fax, mail and direct customers contact.

3. Definitions N/A

4. Responsibilities

The Sales Manager is responsible for tender review and as necessary shall involve the Managing Director. The Managing Director will be responsible for initiating a contract review, of successful tenders, upon receipt of an order.

5. Procedure
5.1
Receipt of Tender or Quotation Request Information

Unsolicited tender invitations are routinely received from select building contractors. The sales manager will also check tender advertisements in the daily press.

5.2
The documents received will be scrutinised and any specification, condition etc. that requires particular note by the company will be highlighted. The sales manager will need to establish;

a) Scope of work and quantity of supply,

b) Due dates and performance requirements,

c) Any guarantees or bonds required,

d) Invoicing and payment arrangements,

e) Any onerous terms or conditions.

5.3
The tender or quotation paperwork will be passed to the Estimator for preparation of a quotation using Summary Estimate Sheets for compilation of the estimate and preparation of a price for quotation.

5.4 Tender and Quotation Review The Sales Manager will confer with the Managing Director, and Workshop Manager if necessary, to establish:

a) The company has the capability to carry out the supply,

b) Sufficient stock is available or able to be procured in time,

c) That the company can meet all specifications.

d) The final quoted price.
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5 Procedure (Continued....)

5.5
The Sales Manager will confirm the review detail by stamping on the standard quotation letter. As required by the tender or quotation request, the forms and/or quotation will be returned prior to closing time.

5.6 Contract Review Upon receipt of a contract or order as a result of a tender or quotation, the Managing Director shall prior to implementing the order;

a) Retrieve the tender file and tender review or the general quotation file,

b) Review the documentation of the tender or quotation and compare to the contract or order.

5.7 Upon acceptance of the order, the Managing director will have prepared a Notice of Award of Contract and have this information circulated to staff as necessary or who have a need to know. The issue of the notice will constitute the contract review process when the Managing Director's signature or initial appears on the document.

5.8 Stock Review The Manager or the Workshop Manager will arrange for a stock check or purchasing availability check to establish that sufficient stock is available from suppliers, to begin the contract, and the balance is able to be procured in time to meet contractual obligations. If supply cannot be assured, the Sales Manager will contact the customer and inform them of the position.

Contract Review other than Tenders
5.9 Where orders are received (by phone, fax or mail) as a result of general enquiry and/or personal visit, the scope of the work will be established and confirmed with a fax to the client. The details will be examined by the Managing Director or the Manager who will review the workload and other factors to determine that the company is in a position to accept the order and process the work to the satisfaction of the customer within the time required.

5.10 Upon acceptance of the order, the order will be processed in the same way as all other orders.

6.
Documents & References

6.1
Summary Estimate Sheets (Form # PCF1) 

6.2
Notice of Award of Contract (Form # PCF2)
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Procedure 2.4 Document and Data Control

1. Purpose

To describe the manner and method of document and data control.

2. Scope

2.1 This procedure applies to:

• All documents, data and manuals that form part of the quality system;

• General letters, documents, files, etc;

• Documents of an external origin such as client specifications and drawings.

3. Definitions
N/A

4. Responsibilities

4.1 The Quality Manager is responsible Tor the review, revision, issue control and recall of all the documentation applicable to the quality system.

4.2 The Word Processing Staff member is responsible for the typing and preparation of the above and the maintenance and development of the company's files.

4.3 All staff are able to initiate a management review of forms or documents by completing a Document Change Request form.

5. Procedure

5.1
Quality System Documents
5.1.1
Document approval and issue will be controlled by the Quality Manager who will approve the adequacy of a document before releasing it into general usage. Approval will be given through a scheduled management meeting and the Quality Manager will carry out the implementation process as indicated below for the document change process after allocating an identity number.

5.1.2 The Quality Manager will commence the document change process upon the receipt of a Document Change Request form from any staff member.

5.1.3 The Quality Manager will make changes to manual pages after the change has been authorised by a Quality Management Meeting. When a change is necessary, the word Processing Staff member shall:

a) Make the section, procedure, instruction or form change in the word processor, and

b) Change the issue number

c) Change the document date

d) Update the issue control summary
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5.
Procedure (Continued...)

5.1.4
The issue Control at the front of each manual is the principal control mechanism that identifies the current revision status of any document within the system to preclude the use of invalid or obsolete documents.

5.1.5
The Quality Manager will, using the Document Distribution & Recall Schedule form as a record of changes, distribute the amendments to the registered users and remove superseded documents from the manuals.

5.1.6
Any form required to be printed externally will be identified with a form number, issue number and date to appear in the top right or bottom left hand corner of the form or document, or wherever it can be conveniently placed.

5.2
Incoming Documents
5.2.1
All incoming documents, including courier deliveries, are to be date stamped by the person responsible for opening and distributing the mail.

5.2.2
Drawings are to be compared with the accompanying document transmittal to ensure that all are present and correct. It is important that these documents are given to the appropriate project manager immediately.

5.3
Outgoing Documents
5.3.1
Outgoing documents are sent by mail or courier depending on the needs of the project. A document Transmittal form is to be filled out for all project drawings being sent with a copy retained in the project file.

5.4
Incominq Mail
5.4 1
Mail is to be collected each day and date stamped. All mail is viewed by the Managing Director who distributes it directly to the personnel concerned through his Secretary.

5.5
Outqoinq Mail
5.5.1
Outgoing mail is to be posted the same day when mail is collected.

5.6
Letters
5.6.1
All letters should be checked for any grammatical and spelling errors. After the writer has double-checked, it is may be faxed to the client, depending on the urgency, then posted. A copy is printed for the job file and a green copy is also filed in alphabetical order in the "Green File".
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5.
Procedure (Continued...)

5.7
New Jobs
5.7.1
New jobs are assigned numbers using the job number file. The new job i s given the next unassigned number listed i n the front of the file.

5.8
Facsimiles
5.8.1
Facsimiles are sent using a Fax Cover Sheet. Once the fax has been sent, a copy is to be filed in the appropriate job file.

5.8.2
A report is printed out by the fax machine of all transactions, as required.

5.9
Contract Specifications and Drawinqs
5.9.1
Incoming drawings and specifications are to be checked against the transmittal slip or document register as per paragraph 5.2.2.

5.9.2
If the document supersedes the presently held documents, the old documents are to be marked as SUPERSEDED.

5.9.3
Once final drawings and specifications are received, they are to be used as the current set & must be dated/noted. The Transmittal Form is used as a record.

5.10
Document Registers)
5.10.1
Document registers will be raised and maintained for controlling the issue or receipt of drawings.

5.10.2 Some documents (e.g. client specifications) may not require a document register. The relevant project manager shall determine whether or not a document register is required.

5.10.3 Document registers shall be made readily available to relevant personnel to preclude the use of invalid and/or obsolete documents.

5.11
Office/Job Filing S stem

5.11.1 All files shall be clearly labelled with the relevant Job Number, File Reference and a brief description (as applicable).

5.11.2 An Office/Job filing system and register shall be established and maintained for all current and active documents, records, etc.

5.11.3 All personnel shall ensure that documents are identified, indexed and filed in accordance with the office/Job filing system.
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5. Procedure ... (continued)

5.12
Standard Company Documents
5.12.1
The Company maintains a stock of stationery and standard forms which shall be used by all personnel wherever possible.

5.12.2 All official Company documentation which may be issued to other organisations shall contain the full and correct Company name, address and Australian Company Number.

5.12.3
All personnel are responsible for ensuring that the documentation being used is of the latest issue by referring to the relevant document register or M4 Forms and Documents manual.

5.13
Electronic Data
5.13.1 The computer terminal operators are responsible for maintaining backup controls over all electronic data. Daily backups will be made of all company databases and a periodic backup, frequency to be determined by the Managing Director, will be taken and held off the premises in a secure location.

6. Documents & References

Documents under control are all manual documents including forms in M4 Forms & Documents.

6.1

Issue Control Summary (Located at the front of each manual within the Quality System Manual)

6.2
Document Change Request (Form # QSF2)

6.3
Authority to Change/Alter Form (Form # QSF3)

6.4
Document Distribution & Recall Schedule (Form # QSF4)

6.5
Transmittal Form (Form # PCF8)

6.6
Fax Cover Sheet (Form # A2)
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Procedure 2.5.1 Evaluation of Suppliers/Subcontractors

1. Purpose

To provide guidelines for Suppliers/Subcontractors evaluation.

2. Scope

This applies to all Suppliers and Subcontractors. Factors to be taken into consideration in the evaluation process include the following:

i) Price quoted or supplied;

ii) Delivery and other performance requirements or assurances:

iii) Observed quality or references concerning quality compared to required quality, taking into consideration relative economic impact. This means that quality is to be affordable.

3. Definitions

N/A

4. Responsibilities

The Manager/Workshop Manager, in the case of subcontractors, or the Purchasing Manager shall initiate the evaluation procedure. Where deemed desirable up to three (3) Suppliers or Subcontractors may be evaluated in respect of any particular supply requirement.

5. Procedure

The procedure for establishing a new supplier or subcontractor or reviewing/auditing an existing supplier or subcontractor shall be as outlined below.

5.1 
The Purchasing Manager, Manager or Workshop Manager shall visit the work location of the supplier or subcontractor where practical and by due inquiry and inspection, form an opinion as to the acceptability and capability of the potential supplier/subcontractor to carry out the work required or supply the goods required. Third party inquiry will be an acceptable alternative in most cases.

5.2
A sample of the work required, or a reference site, should either be given to or sought from the Supplier or Subcontractor with an estimate or firm quotation of the cost of supplying the work for any current enquiry.

5.3
Where it is felt prudent or necessary, or is a requirement of the contract, arrangements should be made for a company representative to be in attendance to inspect some or all of the work prior to acceptance.

5.4
A Subcontractor/Supplier Evaluation shall be generated and control data shall be noted in the Supplier/Subcontractor's file. When approved as a Supplier, an account number will be allocated through the creditors module in the computer based accounting software. The computer based listing of established Suppliers will become the official list of Subcontractors and Suppliers. This list will be supplemented by an Approved Supplier List prepared for circulation amongst contracting staff depicting suppliers by type of supply.
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5 Procedure---(continued)

5.5  Existing Suppliers or Subcontractors work shall be accepted in the following manner:

a) SAMPLE WORK - Where a sample is specified, it is to be inspected before the entire batch is accepted.

b) QUALITY LEVEL - Where work is to be produced to a specified quality level, then the Factory Foreman shall inspect the quality, upon receipt. Where any work is rejected as a result of failing the above procedures, the results shall be recorded on the Subcontractor Supplier Evaluation form with one copy to the Quality Manager and one to the supplier files.

c) RECOGNISED BRANDS - Where product is supplied under recognised brand names, the quality will be accepted in accordance with the reputation of the brand name.

6. Documents & References

6.1 Subcontractor/Supplier Evaluation (Form # QSF5)

6.2 Approved Supplier List (Form # PPF6)
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Procedure 2.6
Control of Customer Supplied Product

1. Purpose
The purpose of this procedure is to describe the steps involved in controlling customer supplied product, for value added processing.

2. Scope 
This procedure applies to product supplied by steel merchants, and received directly for fabrication, on behalf of the customer.

3. Definitions
N/A

4.
Responsibilities
Responsibility for control of customer supplied product rests with the Goods Receiving Staff and Process Control Staff. Any goods received for any purpose must be properly and adequately identified upon receipt, before being placed into other than goods receiving storage areas.

5.
Procedure
5.1
After contract review to confirm acceptance of the job, it is then scheduled for processing by the workshop Manager and the Foreman.

5.2
All work received is identified and marked or labelled in the goods inwards area to prevent loss of identity.

5.3
When required, stock steel is taken out of stock and fabricated in the ordinary course of business, with the Customer supplied product. This is labelled with the relevant mark number/job number.

5.4
In the event that any of the customers product or property is in any way damaged or misplaced, then the customer is to be informed at the first opportunity.

6. Documents & References
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Procedure 2.7
Product Identification

1. Purpose
To ensure the accurate and efficient identification of product from receipt to final processing.

2. Scope
This applies to all product corning under the control of the company.

3.
Definitions N/A
4.
Responsibilities

4.1 The Workshop Manager or his designate, is responsible for ensuring that all product associated with a job is properly identified.

4.2 Goods receiving Staff are responsible for controlling and identifying product
received onto the company premises.

4.3 Tradespersons are responsible for ensuring identification accompanies the
material during all stages of processing.

5.
Procedure

5.1
Fabricated product will be identified, in the case of components, by their job, drawing, item number.

5.2 Assembled fabrications will be identified by job/mark number, their physical location and markings within the fabrication, welding or despatch area.

5.3 Where useable material is leftover from a job, it is colour coded to identify it as stock & the section size and length are marked on the section.

5.4 Where material leftover is of uneconomical length it is scrapped as determined by the Foreman or Leading Hand.

5.5 All members to be welded maintain the job/mark number placed on them at the fabrication stage.

6. Documents & References
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1.
Purpose
To outline the methods of planning and carrying out the supply processes.

2.
Scope

This procedure covers all work undertaken.

3.
Definitions
N/A

4.
Responsibilities  
The Workshop Manager and the Foreman are responsible for planning and control of jobs.
5.
Procedure   
Process Commencement                                                                                  

5.1 The process commences when an order is received.
5.2 The order is prepared in accordance with Procedure 2.3 Contract Review.

5.3 Where material is not in stock and has to be ordered specifically, the Purchasing Manager will carry out the purchasing process in accordance with Procedure 2.5.2 - Purchasing.

Process Monitorinq

5.4 Value adding work will be processed in accordance with M2 Process Control Procedures 3.1 to 3.4 and M3 Job Instructions Manual - Machinery Operating Instructions.

5.5 Product received for stock or an order will be processed in accordance with Procedure 2.6 - Control of Customer Supplied Product and Procedure 2.9.1 - Receiving Inspection.

5.6
As product passes through each work process it is to be inspected in accordance with Procedure 2.9.2 - In Process Inspection & Testing.

Process Completion
5.7 When the section of work has been completed it will undergo final inspection in accordance with Procedure 2.9.3 - Final Inspection.

5.8 The completed Despatch List is returned to the workshop office and used for the purpose of determining the stage of completion for preparation of the Delivery Docket and logging in the Master Control Sheet and the product is sent to the despatch area for preparation for delivery.

Manufactunnq Processes
5.9 The purpose of this part of the procedure is to outline manufacturing process and to identify the controlled conditions within the production process that ensure consistent quality.
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Procedure 2.8
Process Control

5.
Procedure (Continued...)

5.10 The manufacturing facility is divided into three operations: machining and parts preparation; fabrication assembly; welding & finishing. Production work and maintenance of equipment is carried out in accordance with instructions contained in the M3 job Instructions Manual and general boilermaking trade practice.

5.11
Overall responsibility rests with the Workshop Manager, each person within the production facility is responsible for product quality. Methods of work processing and the equipment to be used will be approved on each job by the Workshop Manager and Foreman.

5.12 A Control Sheet is used as the principal control over fabrication of items (mark numbers) in accordance with each individual workshop drawing comprising a total job.

5.13 Fabrication is to be carried out on a component by component fabrication basis leading to a final assembly of all the components into a finished product i.e. a structural steel member.

5.14 The work content is monitored and updated onto the Control Sheet by each work team leader inspecting and recording work done on the Completed Work Schedule - Fabricated Steel and the Completed Work Schedule - Welding. This is then transferred to the Master Control Sheet by the Foreman or Leading Hand.

5.15 On a daily basis, the Foreman or his designate will check the levels of steel stocks and replace stock that is below acceptable levels.

5.16 Projects are controlled on a program basis using the job Programming Schedule and the Workshop Production Hours Schedule as a basis for prioritising the work flow.

Special Process
5.17 Welding processes to be employed are called up in the specification and are reflected in the production drawing details. The Foreman will record on the Control Sheet the weld type and will use pre-qualified tradespersons to carry out the weld. Records of Tradespersons weld qualifications will be held on file.

6. Documents & References

6.1
Despatch List (Form # M5)

6.2
Delivery Docket (Form # A6)

6.3
Control Sheet (Form # M1)

6.4 
Completed Work Schedule - Fabricated Steel (Form # M3) 

6.5
Completed Work Schedule - Welding (Form # M4) 

6.6 
Programming Schedule (Form # PCF5)

6.7
Workshop Production Hours Schedule (Form # PCF9)
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Procedure 2.9.1
Receiving inspection

1. Purpose

To outline the procedure for inspection of products received.

2. Scope

This procedure covers inspection of all products received.

3.
Definitions
N/A

4.
Responsibilities

The Foreman or his designate will be responsible for supervising the receiving and inspecting of products delivered.

5.
Procedure

5.1 All products will be visually inspected on arrival and prior to storing them. Steel grades will be cross checked for grade identification should the need arise. The Staff member receiving the products will carry out the following procedure after establishing the purchase order number appearing on the Supplier's delivery docket:

(a) Compare delivery to Purchase order for overall conformity.

(b) Compare Supplier's paperwork to product delivered.

5.2 Items other than steel, such as HD & erection protective coatings, will applicable for:

a) Visually, for finish,

b) Correct quantities;

c) Correct stock type, description, acceptable quality

d) Packaging, if important

5.3 Any variation from specification will be noted immediately and brought to the attention of the Workshop Manager.

5.4 Customer supplied product is processed in accordance with Procedure 2.6 - Control of Customer Supplied Product.

5.5 Where a product is inspected and found to be nonconforming it will be quarantined and a Nonconformance Report will be prepared. The goods will be marked or tagged and separated and the Workshop Manager will be notified for a decision to be made on the corrective action to be taken.

6.
Documents & References

6.1
Purchase order (Form # PPF2)

6.2
Steel Group Purchase Order (Form # PPF3)

6.3
Nonconformance Report (Form # QSF6)
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Procedure 2.9.2
In Process Inspection

1. Purpose                                                                                                             To outline the procedure and methods used in inspection of fabricated product for inspection of products received.

2. Scope                                                                                                              This procedure covers inspection of products as they are processed through the workshop. 
3.
Definitions                                                                                                           N/A

4.
Responsibilities

The Workshop Manager and Foreman are responsible for ensuring adequate inspection is carried out. Tradespersons are responsible for inspecting and checking own work.

5.
Procedure

5.1 Cut attachments will be checked for cut length, after the saw or cropper has been set up, to establish that the batch will be in accordance with cutting lists and product specifications.

5.2 Where it is outside an acceptable tolerance, determined by drawing requirements, it will be sent back for rework if oversize. If undersize the work will either be scrapped or otherwise dealt with in accordance with Procedure 2.12 - Control of Nonconforming Product.

5.4 Fabrication work will be checked to confirm that work conforms to the workshop drawings and the results will be recorded on the Completed Work Schedule - Fabricated Steel or the Completed Work Schedule - Welding. These details are then transferred to the Master Control Sheet.

5.5 Inspection will be done at each processing stage by a team member working on the particular section of work after the Tradesperson has inspected own work.

1. Documents & References

6.1
Completed Work Schedule - Fabricated Steel (Form # M3)                               6.2
Completed Work Schedule - Welding (Form # M4)                                               6.3
Control Sheet (Form # MI)

Gay Constructions Pty Ltd

Quality Assurance System Manual to AS/NZS ISO 9002:1994

PROCEDURES MANUAL
Procedure 2.9.3
Final Inspection

1. Purpose                                                                                                                  To outline the procedure and methods used in final inspection.
2. Scope                                                                                                                  This procedure covers the final inspection of all fabricated products and preparation of delivery dockets for delivery.

3. Definitions                                                                                                               N/A

4. Responsibilities                                                                                                   The Foreman is responsible for ensuring that final inspection of all jobs is carried out.
5.
Procedure

5.1 After the member has been fully welded it is relocated to the finishing area. The "chalked" mark numbers appearing on the members are 'hard stamped' to leave a permanent identification mark.

5.2 Any additional holes that are required, have been marked for location & size earlier by the Boilermaker and are drilled at this point.

5.3 Final clean up of members consists of grinding off welds and ragged edges in accordance with specification requirements.

5.4 A Dispatch List is used to:

a) Record hard stamping confirmations

b) Record loading/dispatch activities.

5.5 On receipt of the completed Dispatch List, the Foreman:

a) Logs this information onto the Master Control Sheet; 

b) Uses these details to compile Delivery Dockets.

6.
Documents & References                                                                                     6.1
Dispatch List (Form # M5)                                                                                        6.2
Delivery Docket (Form # A6)
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Procedure 2.9.4 Inspection Records

1. Purpose

To outline the procedure for identifying Inspection & Test Records.

2. Scope

This procedure covers all job records.

3. Definitions                                                                                                         N/A

4. Responsibilities

The Foreman is responsible for ensuring final inspection of all jobs. The Workshop Manager is responsible for control and storage of Inspection & Test Records.

5. Procedure

5.1 The principal records evidencing inspection activity are the following:

a)
in the case of goods received, the primary record of inspection evidence is: for a manually generated Purchase Order, the yellow copy of the order; for a computer generated order a duplicated copy of that order. Any reject is recorded on a Nonconformance Report.

b)
in the case of fabricated product, the various Manufacturing Control Schedules, Forms M1 to M9 are the confirmation of quantity produced and that products have passed final inspection, any reject is recorded on a Nonconformance Report.

6. Documents & References

6.1
Purchase orders (Forms # PPF21PPF3)

6.2
Nonconformance Report (Form # QSF6)

6.3
Control Sheet (Form # MI)

6.4
Cropper Work Schedule (Form # M2)

6.5
Completed Work Schedule - Fabricated Steel (Form # M3)

6.6
Completed Work Schedule - Welding (Form # M4)

6.7
Despatch List (Form # M5)

6.8
Steel Beam Cutting Schedule (Form # M6)

6.9 Plate Cutting Schedule (Form # M7)

6.10 Weld Test Schedule (Form # M8)

6.11 Plate Test – Ultrasonic (Form # M9)
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Procedure 2.10
Control of Measuring & Test Equipment

1. Purpose                                                                                                                  To outline the procedure for control of measuring and test equipment.
2. Scope                                                                                                                   This procedure covers all identified measuring and test equipment.

3. Definitions                                                                                                         N/A

4. Responsibilities                                                                                                  The Workshop Manager is responsible for the control of measuring & test equipment.
5.
Procedure

Measurements to be Made
5.1 The measurements to be made with each item of equipment will as shown on the Measuring & Test Equipment Schedule or as determined by the Workshop Manager, from time to time.

Identified Equipment
For Calibration

5.2.The following items have been identified as being appropriate for regular calibration & serviceability checks. The frequency and nature of the checks is in accordance with the data shown on the Measuring & Test Equipment Schedule. 

1.
2.

3.

For Reality Checks

5.3 The following items have been identified as measuring & test equipment not requiring calibration but requiring periodic confirmation of suitability for purpose.  Measuring Tapes


1.


2.

5.4 The Foreman & Workshop Manager will satisfy themselves that the above items remain suitable for use on each and every occasion that they are used for performing reliable measurements.

5.5 When a calibration check is made, the results are to be recorded on an Equipment inspection/Test/Calibration Record Form and filed.

6.
Documents & References                                                                                    6.1 Equipment Inspection/Test/Calibration Record (Form # OSF15)                                6.2 Measuring & Test Equipment Schedule (Form # QSF17)
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Procedure 2.11
Inspection Status

1. Purpose                                                                                                        The purpose of this procedure is to describe the system used to indicate the inspection and test status of all product received and jobs in process.

2. Scope                                                                                                                 This procedure applies to all material received for jobs and all jobs.

3.
Definitions                                                                                                         N/A 
4.
Responsibilities

It is the responsibility of the person receiving to ensure that the products inspected and tested are correctly identified as to their status. Team Leaders are responsible for ensuring that fabrication status has been recorded after each process has been carried out.

5.
Procedure
5.1 Inspection status of all material and jobs in process is determined bye system of labelling, storage at work process locations and marking in accordance with drawing item numbers.

5.2 The Master Control Sheet is the principal determinant of the status of fabricated work.

4. Documents & References

6.1 Control Sheet (Form # M1) 
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Procedure 2.12
Control of Nonconforming Product

1.
Purpose

The purpose of this procedure is to identify the action and responsibilities for maintaining control of non conforming products. Controls ensure they are prevented from being issued,

used or placed into jobs and that correct action is implemented for disposal.

2.
Scope

This procedure applies to all goods found to be nonconforming either:

a. during initial inspection when received

b. during process inspection

c. returns or complaints from customers

d. or any other way

3.
Definitions                                                                                                         N/A 
4.
Responsibilities

The Workshop Manager and the Team Leaders are responsible for preventing nonconforming product from proceeding to the next process stage.

5.
Procedure

Initial Action
5.1 The initial action to be taken when a product is suspected as not conforming or fails an inspection phase is to isolate the product and record on a label and a Nonconformance Report, details of the fault or departure from specified requirements.

Review and Disposal
5.2 The Workshop Manager shall review the documentation, confirm the fault and decide whether the product may be: (a) reworked to meet specified requirements, or (b) accepted with or without repair by concession, or (c) re​graded for alternative application, or (d) rejected or scrapped.

Notification
5.3 The completed corrective action report section of the Nonconformance Report, after submission to a Quality Meeting is filed, with a copy to the Suppliers file, if applicable.

5.4 If a customer returns goods, a report stating what corrective action shall be taken to remedy the fault now and in the future, will be prepared by the Quality Manager.
5.5 Repaired or reworked product shall be inspected in accordance with Procedure 2.9.2 - In Process Inspection & Testing.

6. Documents & References

6.1 Nonconformance Report (Form # QSF6)
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Procedure 2.13
Corrective and Preventative Action

1. Purpose
The purpose of this procedure is to define the actions and responsibilities for corrective action, when deficiencies are discovered either in product or procedures and practices. These procedures not only look at immediate corrective action, but also preventative actions to identify and eliminate potential causes, for effective long term quality control.

2. Scope
This procedure applies to all nonconformities reported and any Corrective Action Requests arising out of Internal Audit activity or Management Review Processes. Corrective action for both product (and service) and processes, resulting from defects found, or by customer returns or complaints.

3. Definitions
Complaints Register - All complaints received by mail, telephone, fax, returns, or at the customer's premises are to be recorded in the Complaints Register.

Corrective Action Report - A Corrective Action Report is to be raised when a complaint is received, or product (or service) detected to be nonconforming.

4. Responsibilities
Team Leaders have a responsibility to know the inspection status of products. All personnel to know procedure to follow if a nonconforming product is found, or on receiving a customer complaint. The Workshop Manager or the Quality Manager is responsible for effective corrective action being taken, reported and recorded and for implementing any changes in procedures resulting from corrective action.

5. Procedure
Nonconformance Rectification
5.1 The Nonconformance Report, with a suggested Corrective Action Response is conveyed to the Quality Manager.

5.2 The Workshop Manager or the Quality Manager shall investigate the cause of nonconformity and implement the corrective action required to prevent recurrence.

5.3 The Quality Manager shall investigate the Supplier's Quality file, (if applicable) quality processes and procedures, work operations, relevant quality records to detect and eliminate potential causes of nonconforming product.

5.4 The Quality Manager to initiate preventative actions to deal with the problems.

5.5 In the case of a customer complaint, the customer is to be informed in writing what corrective action has been undertaken, by the Quality Manager, to remedy the complaint.

5.6 The Quality Manager to table the Complaint Register and Corrective Action Requests at a Quality Meeting for review of actions taken and approval of same.
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Procedure 2.13
Corrective and Preventative Action

5. Procedure (Continued...)

5.7
The approval of the Corrective Action results in the relevant personnel being notified and the Quality Manager inspecting to ensure that the nonconformance has been corrected.

5.8
Copies of the Corrective Action Report to be filed in the Customer's Quality file (if applicable), Supplier's Quality file and recorded in the Quality Meeting Minutes.

5.9
Changes to Quality Procedures to be amended and recorded as detailed in Procedure 2.4 - Document & Data Control.

Audit - Corrective Action Requests
5.10 Where an audit reveals a need to initiate a corrective action within the organisation, a Corrective Action Request will be initiated by the Auditor and directed to the relevant management and staff accordingly.

5.5 The Corrective Action Request will remain active until such times as the request has been dealt with or an alternative resolution has evolved to address and rectify the problem.

Management Review - Corrective Action Requests
5.6
Where the Quality Manager, or other Management staff individually or at a Management Review meeting, have identified; by analysis of processes, work operations past nonconformance frequency etc, a need for corrective action, they shall prepare a Corrective Action Request.

5.7 The Corrective Action Request will remain active until such times as the request has been dealt with or an alternative resolution has evolved to address and rectify the problem.

6.
Documents & References                                                                              

6.1
Nonconformance Report (Form # QSF6)

6.2
Corrective Action Request (Form # QSF7)
7.
References & Documents 

Additional sections relevant to this section are:         
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Procedure 2.14
Handling, Storage, Packaging, Preservation & Delivery

1. Purpose                                                                                                                 To provide methods for handling of equipment and products to ensure the prevention of damage or deterioration of product from initial receipt to final delivery and erection.

2. Scope                                                                                                                     This procedure covers work in progress and finished work, as well as goods received.
3. Definitions                                                                                                              N/A

4. Responsibilities

4.1 The Team Leaders in the workshop are responsible for materials being transported back and forth, to and from the storage points.

4.2 Responsibility for storage rests with the Foreman and the Leading Hand.

4.3
The Workshop Manager is responsible for ensuring that proper preservation techniques are employed for all stock and for controlling packaging status of product within the store and prepared for despatch. Fabricated items are the responsibility of the Foreman.

4.4 The Manager and the Workshop Manager are responsible for delivery arrangements.

5. Procedure 
5.1 Handling
5.1.1
All components are to be handled in a manner that will prevent markings or damage.

5.1.2
All products and equipment is to be handled with lifting devices provided or by hand, within reason and consistent with employee safety.

 5.1.3 
Manufacturing staff are to handle steel with safety gloves wherever the possibility of injury is present. This is also necessary to prevent dropping of steel bundles due to hand injuries occurring. Pallets and lifting machinery are to be used wherever possible to reduce the need for physical handling.

5.1.4
Unless required, bolts and other products are not to be removed from their packaging, seals are to remain intact until ready to be used or inspected.

5.2
Storage
5.2.1 Product to be assembled will be positioned in the work area as required and not left where it could be subject to handling damage.
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Procedure 2.14
Handling, Storage, Packaging, Preservation & Delivery 
5. Procedure... cont

5.2.2
Product being worked on is tube placed in designated areas where the minimum amount of disruption or traffic occurs.

5.2.3
In selecting storage areas, consideration must be given to potential safety compromises to staff, particularly in elevated areas where his possible tofall from.

5.2.4
Generally stocked product will be stored in the area set aside and marked for that product.

5.3
Packaging & Preservation
5.3.1
It is company policy to leave product in the manufacturers packaging unless the customer requires otherwise, or there is a good reason to unpack the product.

5.3.2
All jobs will be prepared for delivery or packed in such a way as to prevent any surface damage to coated and/or machined surfaces. Where required, the Despatch Person is to select either timber, cardboard or plastic wrapping to provide the protection needed.

5.3.3
Lubricating oil or paint is to be used on surfaces, where appropriate, to prevent undue rusting or other blemishing occurring.

5.4
Delivery
5.1
When goods are despatched from the workshop, they are to be clearly identified with job or item markings and recorded on the Despatch List.

 5.2
Goods despatched by means other than company vehicles shall be loaded, tied down or packed in a manner appropriate to the method of transport. All items of large equipment should be secured by bracing or harnesses or some effective means of preventing movement.

5.3
Products and items lobe despatched are normally organised by the Workshop Manager.

5.4
The method of delivery is determined by the job location.

5.5
Delivery insurance is to be checked by the Manager, or where requested by the customer, for deliveries going via a contracted courier.

6. Documents & References                                                                                     6.1         Despatch List (Form # M5)
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Procedure 2.15
Control of Quality Records

1. Purpose

The purpose of this procedure is to ensure Quality records are stored and maintained in such a way that it is evident that an effective quality system has been implemented.

2. Scope

All records that in some way have an effect on quality.

3.
Definitions                                                                                                              N/A
4. Responsibilities

The Quality Manager has overall responsibility for the storage and maintenance of quality records.

5. Procedure

5.l
Quality records are mainly drawn from the following activity groups:

(a) Contract Review

- tender & quotation records – contracts

- customer orders

(b) Document Control



- Quality system manual revisions

(c) Purchasing

- Purchase order forms

- Quality assurance evaluation questionnaires - Supplier records

(d) Process Control

- Project file documentation 

- Fabrication records

(e) Inspection & Testing

- Nonconformance reports

- Corrective action requests 

- Completed work schedules

5.2 The records are to be retained for the minimum period as follows: 

(a) Taxation and legal requirements 

(b) Warranty period for products

(c) Company policy

(d) Other factors that may affect quality


5.3
Quality Records will be filed and stored in accordance with the Quality Records Schedule.

6. Documents & References

6.1 Quality Records Schedule (Form # QSF15)
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Procedure 2.16
Internal Quality Audits

1.
Purpose

The purpose of this procedure is to establish and maintain a system to verify the implementation and effectiveness of the Quality System by means of a uniform and controlled method to cover the planning, scheduling, co-ordinating and performing of internal quality audits.

2.
Scope

Review of Quality systems and procedures for effectiveness.

3.
Definitions

3.1 "Procedure Audit" involves auditing a particular procedure or job instruction for effectiveness and compliance.

3.2
"Process Audit" involves auditing a partial or full process to establish that the process is being carried out in accordance with procedures, job instructions and relevant forms and documents required for the process. It may also examine relevance of job descriptions and effectiveness of process management supervision.
4.
Responsibilities

4.1
The Quality Manager is responsible for:

(a) Preparing the Schedule of Review and Audit for each year.

(b) Undertaking Quality Review and implementing any changes.

(c) Corrective Action for any deficiencies found during the Quality Audit.

(d) Ensuring Corrective Action has been implemented and the results are effective.

(e) All reporting to the Quality Meeting.

(f) For performing the Internal Quality Audits.

4.2
The Internal Auditor is responsible for carrying out the audits and providing reports for analysis and review.

5. Procedure

5.1
Audit Planninq & Schedulinq
5.1.1 Internal Audits are to be carried out on a scheduled basis in accordance with a program established on the Internal Audit Schedule form. The audits shall be scheduled on the basis of the status and importance of the activity, which shall be determined by the Quality Manager.

5.1.2 Should a serious deficiency in the quality system become apparent during routine operations the Quality Manager shall initiate an unscheduled audit.

5.1.3
An audit plan is to be established to cover the following points:

a) The specific activities and areas to be audited;

b) The basis for carrying out audits (e.g. Organisational changes, reported deficiencies, routine checks and surveys);

c) Basis for reporting findings, conclusions and recommendations.

Gay Constructions Pty Ltd

Quality Assurance System Manual to AS/NZS ISO 9002:1994

PROCEDURES MANUAL

Procedure 2.16 Internal Quality Audits

5.
Procedure (Continued...)

5.1.4
Each audit plan will be summarised as per the Process Audit Control Sheet and an audit No. allocated. Supporting data is to be collected and analysed on the Internal Audit Data Collection form. A copy of all relevant written information should be attached to the summary as support data.

5.1.5 The Internal Audit Schedule shall be established on a yearly basis. The Schedule is to be reviewed every six (6) months to adjust the full twelve (12) month program based on recent audit activity and outcomes.

5.2
Procedure Audits
5.2.1 Procedure audits are to be carried out on a scheduled basis in accordance with the program established on the Internal Audit Schedule form. All procedures and job instructions are to be internally audited and evaluated on a regular basis.

5.2.2 The audits are to be carried out to determine whether various elements are effective in achieving the stated quality objectives. Procedure Audit Questionnaire forms are to be used to establish:

1. That the purpose of the procedure is still valid and relevant.

2. That the scope still is valid and effective.

3. That the responsibilities are correct based on present staffing & management arrangements.

4. That the procedure is logical and reflects present day practices.

5.
That the forms are still valid and have not been changed without the approval of the Quality Manager.

5.3
Process Audits
5.3.1
Process audits are to be identified and scheduled according to the full or partial process activity.

5.3.2
At the start of the audit, the auditor shall discuss the nature of the audit with the person responsible for that process.

5.3.3 A checklist for the section being audited, using each procedure as a basis for developing audit questions, is to be initiated and this to be used and developed for future audits of this section. This history will highlight if additional checking will be required.

5.3.4
The Internal Auditor shall note any deficiencies found by using a Corrective Action Request form.

Note: Objective evidence of a departure from approved procedures, instructions or job responsibilities is considered valid justification for an audit nonconformance finding.
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Procedure 2.16 Internal Quality Audits

5. Procedure... (continued)

5.3.5
The auditor shall convene an exit audit with the auditee and any relevant management in the area being audited for the purpose of presenting an objective overview of the audit, summarising the results, discussing any audit finding to ensure that the finding is understood by the auditee.

5.4
Corrective Action
5.4.1
A Corrective Action Request is to be raised if any discrepancies are found as a result of an audit. The Quality Manager and the person responsible for the defective action are to propose and develop a corrective action. This matter is discussed at the Quality Meeting, the corrective action implemented and the section (or part section) re-audited if necessary.

5.4.2
The Quality Manager to report on the sections reviewed and audited and the results of these reviews and audits.

6. Documents & References

6.1
Process Audit Control Sheet (Form # QSF9)

6.2
Internal Audit Data Collection (Form # QSFIO)

6.3 Internal Audit Schedule (Form # QSF8)

6.4 Procedure Audit Questionnaire (Form # QSF11)

6.5 Corrective Action Request (Form # QSF7)         
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Procedure 2.17 Training

1. Purpose
To outline the evaluation processes for identifying training needs.

2. Scope                                                                                                        This procedure applies to all Staff.
3. Definitions                                                                                                N/A

4. Responsibilities
Personal Improvement Plans (PIP's), staff training requests and internally identified training needs for individual employees of the company will be the basis for the Managing director to oversee training needs.

5. Procedure

5.1
Training Program
5.1.1 The Quality Manager and each Office Quality Supervisor shall, at the completion of each PIP's, compile all identified measures to assist in the preparation of training schedules and annual budgets.

5.1.2
At the completion of each PIPs, all employees will be encouraged to prepare 3 areas of concentration of improvement. Where training is/may be required to implement any improvement, the employee will be encouraged to provide details thereof.

5.1.3
Each Forum will review the training schedules provided and where necessary prioritise the training activities.

5.1.4
The following forms will be used for documenting the training program: Annual Training Schedule (Form # T1) Annual Training Budget (Form # T2)

5.2
Training Needs
5.2.1 The Quality Manager shall maintain individual training records of each employee and these will be updated with each new training activity on the Employee Training Summary (Form # T8).

5.2.2 The Managing Director, based on the results of the PIP's questionnaires, is responsible for identifying and prioritising the training requirements of all staff. This will be done by the completion of a Personal Improvement Program (PIP's) (Form # T9) at 6 monthly intervals
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Procedure 2.17
Training

5. Procedure ... (continued)

5.2.3
Training needs are usually identified as a result of the following:

(a) Audits covering the implementation of Company procedures.

(b) Management reviews of the Quality System.

(c) Acquisition of new equipment, technology and processes.

(d) Employee development and improvement programs.

(e) Specialised skills and knowledge required to carry out new work.

(f) Promotion or changes from one position to another.

(g) Comparing the individual's qualifications with the job requirements.

5.2.4
Where training is requested by the employee, a Training Request (Form # T7) will be lodged with the Quality Manager.

5.2.5
The Quality Manager will determine the training course costs prior to approval, using a Training Cost Memorandum (Form # T5).

5.2.6
The Company has identified the following general training needs which may be applicable:

· Induction into the Company or workplace

· Quality Assurance

· Computer literacy

· Project Management & Administration

· Work Scheduling

5.3

Selection of New Employees
5.3.1
Prior to advertising or interviewing for a job position, the relevant Manager shall determine, the type of position required, the preferred qualification and experience requirements and develop or review a Job Description.

5.3.2
Employment applications and Curriculum Vitae shall be reviewed and interviews shall be conducted by the relevant Manager to determine the most suitable applicant for the job.

5.3.3
All new employees shall provide the company with photostat copies of qualifications & professional or trade membership certificates relevant to their employment. All such documents will be retained in the individual employee file.

5.4
Induction_
5.4.1 All new employees shall undergo suitable induction within the first two weeks commencing work as provided for in the Employee Induction Handbook (Form #6). The Quality Manager will prepare and issue an individualised quality matters folder for the employee that will of contain:

· A copy of the Ml Quality Manual and the Introduction

· Any particular procedures that would be relevant to the position
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Procedure 2.17
Training

5.
Procedure ... (continued)

· Any particular job instructions that would be relevant to the position

· The relevant job description(s)

· Company familiarisation literature

· Any other relevant matter affecting the employment of the individual

5 4.2
The relevant Manager shall ensure that the employee understands the following, as applicable:
(a) The Job Description identifying authorities and responsibilities;

(b) The organisational structure of the Company;

(c) The reporting responsibilities of the position held;

(d) The quality policy and applicable procedures;

(e) The means of measuring work and general performance.

5 4.3
After successful completion of the induction activity, the Employee Training Summary (Form # 8) shall be noted.

5.5
Results and Record of Traininq
5.5.1
Training courses may be conducted either in-house or externally by appropriately qualified and experienced person(s). A copy of any course certificate issued shall be kept in the employee's file.

5.5.2
After each training course a Training Outcome Record (Form # 10) will be completed by each employee for retention in their employee file indicating the course outcome.

5.5.3
The relevant Manager will monitor the performance of staff on a regular basis to determine the effectiveness of the training undertaken. Quality audits will also be used to evaluate the results of training and help to identify any future needs.

5.6
Training Plan
5.6.1
The Company training plan shall be structured under the following headings:


5.6.1.1    Personal Development 


This will take into consideration the individual needs of employees and the company in respect of making good any deficiencies or lack of experience in particular areas.

5.6.1.2    Efficiency Training 

This shall cover the following categories of participation:
(A) Office Equipment Operation – Office staff are to be trained in the operation of all office equipment and computer equipment, relevant to their position.

Gay Constructions Pty Ltd

Quality Assurance System Manual to AS/NZS ISO 9002:1994

 PROCEDURES MANUAL
Procedure 2.17 Training

5. Procedure ... (continued)


B) Operations Management - this covers staff skill and application in the areas of:

1) Purchasing;

2) Supervision;

3) Project scheduling;

4) Building methods;

5) Fabrication methods;

6) CAD Techniques.

5.6.1.3 - Technical Efficiency 

This shall cover the following categories of participation:


A) Hardware Skills - consisting mainly of in-house training but extending to cover proposed hardware acquisitions and hardware trialing for suitability. Staff are to be trained in the day to day use of company equipment and to be shown the different types of applications.


B) Workplace Safety - ensuring that any developments in efficiency are not at the expense of workplace safety.


C) Skill Upgrading - involving improvement in existing skills or acquisition of multiple skills.

6. Documents & References

Procedure 2.13 Traininq Forms in M4 Forms & Documents Manual 

6.1
Annual Training Schedule (Form # T1)

6.2
Annual Training Budget (Form # T2)

6.3
Employee Training Notification (Form # T3)

6.4
Employee Annual Training Review (Form # T4) 

6.4 Training Cost Memorandum (Form # T5) 

6.5 Employee Induction Handbook (Form # T6)

6.6 Training Request (Form # T7)

6.8
Employee Training Summary (Form # T8)

6.9
Personal Improvement Plan Questionnaire (Form # T9) (4 pages)

6.10
Training Outcome Record (Form # T1O) 
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Procedure 2.18
Servicing

1. Purpose                                                                                                             The purpose of this procedure is to detail the responses necessary where rectification is required to fabricated and/or erected product.

2. Scope                                                                                                                This procedure applies to all fabrication and erection contracts.
3. Definitions                                                                                                             N/A

4. Responsibilities                                                                                               The Manager is responsible for organising and providing resources to carry out rectification work to projects during or after erection has been completed.

5. Procedure

5.1 Where a Client or the erection subcontractor advises that work is nonconforming to specification, a Nonconformance Report is to be prepared outlining the problem and the suggested responses.

5.2 The Manager and Workshop Manager will confer and establish the basis of the nonconformance and arrange the necessary resources to deal with the matter expeditiously.

5.3                                          

6. Documents & References 

6.1 Nonconformance Report (Form # QSF6)
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Procedure 2.19 Statistical Techniques

1. Purpose                                                                                                           To provide a statistical basis for comparing efficiency of processes by means of analysis.

2. Scope
This procedure applies to all processes where a numerical measurement basis can be structured and achieved. Key Performance Indicators used in job descriptions will also become a basis for measurement.

3. Definitions                                                                                                              N/A

4. Responsibilities
The Quality Manager will be responsible for identifying and specifying processes that are capable of measurement and benchmarking for verifying the process capabilities through all phases of process control.

5. Procedure
5.1
Process capability is to be measured by the successful or unsuccessful numerical occurrences of a process outcome. Where it becomes necessary to issue a credit note or some other response to an occurrence, this will become prima facie evidence of a breakdown in the process or an unsuccessful process outcome.

5.2 The Quality Manager, in conjunction with other management, is to develop a regular monthly report incorporating measurement data for submission to regular management and quality meetings. The report is to be used as a basis for determining whether process capability is improving and to develop moving average or other indicators to observe performance over a longer time frame for trend detection.

6. Documents & References 6.1 Statistical Report (Form # QSF12)
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Procedure 3.1 Project Management

1. Purpose 
To provide management guidelines for controlling projects to comply with the scope of work, contractual obligations and company policies.

2. Scope 
This procedure applies to all jobs.

3.
Definitions                                                                                                              N/A

4.
Responsibilities 

The Managing Director and Manager are responsible for controlling or delegating control of projects and developing Project Files to control the paperwork.

As necessary, the Workshop Manager will participate where input is required into resource availability & capability.

3. Procedure

5.1 When a quotation has been successful and the company receives an order to proceed, the Managing director or Manager will carry out a contract review and allocate the project to the Workshop Manager or other delegated executive.
5.2 The Project File will contain all the relevant correspondence and any technical data generated during the interfacing processes between the Customer and the Company.

5.3 The Manager will concentrate on getting the project underway by placing orders for major subcontracts covering:

· Shop Drawing preparation from client supplied design drawings.

· Major steel tonnage sourcing and order placing.

· Selection of coating and erection contractors.

5.4 The Workshop Manager will establish what work can be initially programmed through the workshop and this will entered onto the Programming Schedule.

5.5 Project files will be subdivided as follows, as required: 

· Tender Documents

· Correspondence to Client

· Correspondence from Client

· Site Meetings

· Progress Claims

· Variations

· Internal Correspondence

· Transmittals

· Queries (Requests for Information)   
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Procedure 3.1
Project Management

5. Procedure ... (continued)

5.6 The Drawing Office Clerk will establish drawing registers for the project and initially register the design drawings as confirmed by the contract review and make copies for submission to the drafting subcontractor.

5.7 As shop drawings are received, 3 sets will .be sent to the client for approval and 3 sets will be circulated to the workshop management for distribution to commence fabrication. Fabrication may commence prior to client approval, at the discretion of the Workshop Manager to prevent prolongation of the job.

5.8 The Drawing Office Clerk and the Workshop Manager are to satisfy themselves that superseded drawings have been removed from circulation.

5.9 Actual progress of the fabrication activities is to be controlled and monitored by the shop hours allowed on a job and the hours being booked to a job as depicted by the Workshop Production Hours Schedule.

6.
Documents & References

6.1 Programming Schedule (Form # PCF5) 

6.2 Workshop Production Hours Schedule (Form # PCF9) 
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Procedure 3.2
Outside Fabrication

1. Purpose                                                                                                     To describe the management and quality control steps involved in placing fabrication work with outside subcontractors.

2. Scope                                                                                                      This procedure applies to jobs where it becomes necessary subcontract steel to fabrication to approved subcontractors.

3. Definitions                                                                                                 N/A

4. Responsibilities The Manager or a delegated project manager is responsible for controlling jobs let to outside fabrication subcontractors.

5. Procedure

5.1 Where it is determined that a subcontract fabricator is required or desirable, shop drawings will be sent by courier to selected subcontractors for pricing purposes. The parcel of work selected will be from logical groupings of work and the responsibility for steel supply will be noted in the invitation for quotation.

5.2 Upon acceptance of a quote, a Purchase Order will be prepared detailing the supply highlights including:

· Price for work

· Scope of work and/or drawings and items involved.

· Delivery program required

· Transport arrangements

5.3 Accompanying the order will be:

· 3 sets of Shop drawings and Transmittal advice.

· A set of Control Sheets.

5.4 Where the subcontractor does not have a proven checking or QA system, the Workshop Manager will determine whether it is necessary or desirable to supply a checker to ensure fabrication quality through the job.

5.5 Where the company is responsible for transporting steel, the finished work will be picked up and a delivery docket will be obtained from the subcontractor or a Despatch List will be prepared by the driver or subcontractor, confirming the members being transported to the painters or galvanisers.

6. Documents & References

6.1 
Purchase Order (Form # PPF1) 

6.2
Transmittal (Form # PCF8)

6.3
Control Sheet (Form # MI) 

6.4
Despatch List (Form # M5) 
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Procedure 3.3
Outside Steel Coating

1. Purpose                                                                                                              To describe the management and quality control steps involved in placing painting or galvanising work with outside subcontractors.

2. Scope                                                                                                               This procedure applies to jobs where it becomes necessary subcontract steel coating to approved subcontractors.

3. Definitions                                                                                                          N/A

4. Responsibilities                                                                                                   The Manager or a delegated project manager is responsible for controlling jobs let to outside coating subcontractors.

5. Procedure

5.1 Where it is determined that a subcontract coater is required or desirable, shop drawings will be sent by courier to selected subcontractors for pricing purposes.

5.2 Upon acceptance of a quote, a Purchase Order will be prepared detailing the supply highlights including: • Price for work

· Scope of work and/or drawings and items involved.

· Delivery program required

· Transport arrangements

5.3 Where the subcontractor does not have a proven checking or QA system, the Workshop Manager will determine whether it is necessary or desirable to supply a checker to ensure coating quality through the job.

5.4 Where the company is responsible for transporting steel, the fabricated members will be delivered to the coating subcontractor and finished work will be picked up and a delivery docket will be obtained from the coating subcontractor or a Despatch List will be prepared by the driver or subcontractor, confirming the members being transported to site.

6. Documents & References

6.1 Purchase Order (Form # PPF1)

6.2 Despatch List (Form # M5) 
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Procedure 3.4 Erection Management

1. Purpose                                                                                                                     To describe the management and quality control steps involved in placing erection work with outside subcontractors.

2. Scope                                                                                                                     This procedure applies to jobs where it becomes necessary to subcontract erection to approved subcontractors.

3. Definitions                                                                                                              N/A

4. Responsibilities                                                                                                   The Manager or a delegated project manager is responsible for controlling jobs let to erection subcontractors.

5. Procedure

5.1 Where it is determined that a subcontract erecter is required or desirable, design drawings will be sent by courier to selected subcontractors for pricing purposes, prior to quoting the job.

5.2 Upon winning a job and acceptance of an erection quote, a Purchase Order will be prepared detailing the supply highlights including:

· Price for work

· Scope of work and/or drawings and items involved

· Erection program required

· Transport arrangements

· Site establishment requirements

5.3

5.4

6. Documents & References
6.1 Purchase Order (Form # PF1)

6.2 Despatch List (Form # M5)
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3.5 Site Erection
____________________________________________________________

3.5.1 Purpose

To describe the control steps involved in the erection of steelwork.

3.5.2 Scope
This procedure applied to jobs where approved subcontractors are used for the purpose of on site erection.

3.5.3 ​Responsibilities
The manager or a delegated project supervisor is responsible for coordinating with erection subcontractors, manager and/or site foreman.

3.5.4 ​Procedure
3.5.4.1 Erection subcontractor will received all deliveries dispatched to site from workshop. The dispatch/ delivery dockets shall be retained for identification of all items received,

3.5.4.2 A full set of current erection drawings are to be maintained on site. Superseded drawings are to be removed from use when updated issues are received from Gay Construction document controller.

3.5.4.3 Steel erection shall be carried out to AS4100 Erection of Steel Structures.

All areas of erection are to be signed off as completed by erection subcontractors representative using a inspection test plan as formulated for project (refer Form EITP.1)

All work is to be inspected and co-signed by managing contractors representative with completed inspection test plan submitted to Gay Constructions Project Co-ordinator.

3.5.4.4
All delivery documentation is to be returned to project co-ordinator as soon as practically possible for indusion in project file
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1.2
Distribution and Issue Control

1.2.1 - Distribution

The Job Instructions Manual is to be issued by the following regular users under the authority of the Managing Director.

Copy #
User
1 Managing Director

2 Manager

3 Quality Manager

4 Workshop Manager

5 External Auditor Copy

The Quality Manager has full responsibility for the initial issue and distribution of this Manual and individual Job Descriptions and Instructions; and for re-issues of pages and sections of this manual as they are amended.

1.2.2 - Issue Control

	Ref. No.
	Pages
	Issue
	Date
	
	Ref. No.
	Pages
	Issue
	Date

	1.1
	1
	01
	15.04.96
	
	2.15
	1
	01
	15.04.96

	1.2
	1
	01
	15.04.96
	
	2.16
	1
	01
	15.04.96

	1.3
	2
	01
	15.04.96
	
	2.17
	1
	01
	15.04.96

	1.4
	1
	01
	15.04.96
	
	2.18
	1
	01
	15.04.96

	1.5
	1
	01
	15.04.96
	
	
	
	
	

	2.1
	2
	01
	15.04.96
	
	3.1
	1
	01
	15.04.96

	2.2
	1
	01
	15.04.96
	
	3.2
	2
	01
	15.04.96

	2.3
	1
	01
	15.04.96
	
	3.3
	2
	01
	15.04.96

	2.4
	1
	01
	15.04.96
	
	
	
	
	

	2.5
	1
	01
	15.04.96
	
	
	
	
	

	2.6
	1
	01
	15.04.96
	
	
	
	
	

	2.7
	1
	01
	15.04.96
	
	
	
	
	

	2.8
	1
	01
	15.04.96
	
	5.1
	1
	01
	15.04.96

	2.9
	1
	01
	15.04.96
	
	5.2
	1
	01
	15.04.96

	2.10
	1
	01
	15.04.96
	
	5.3
	1
	01
	15.04.96

	2.11
	1
	01
	15.04.96
	
	5.4
	1
	01
	15.04.96

	2.12
	1
	01
	15.04.96
	
	5.5
	1
	01
	15.04.96

	2.13
	1
	01
	15.04.96
	
	5.6
	1
	01
	15.04.96

	2.14
	1
	01
	15.04.96
	
	5.7
	1
	01
	15.04.96


Signed: ……………………………………………………………………….
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1.3
Introduction to Job Descriptions & Instructions

1.
Purpose 

To describe the use of job descriptions and job instructions within this manual.

2.
Scope
This section covers all company Staff and associated Job Descriptions and Job Instructions, where applicable.

3.
Definition
3.1
Job instructions describe work activities within the organisation, usually carried out by an individual staff member.

3.2
Within this manual, job instructions are referenced by position title, these are described in general detail. These are to be cross referenced or used in conjunction with the relevant procedures found in M2 Procedures Manual.

4.
Responsibility
The Quality Manager and the Managing Director are responsible for job descriptions and job instructions records and for assignment of quality system related responsibilities within daily duties.

5.
Instruction
JOB DESCRIPTIONS
5.1
An Employee Summary Form is provided to record key details on the employee, including:

- Company Training Received;

- Quality Assurance Procedures & Instructions applicable to job.

5.2
A Job Description Form is provided for developing and incorporating job descriptions into the manual.

JOB INSTRUCTIONS
5.3
Job Instructions describe the required steps to take to complete a task that is not adequately described within a procedure, for example the steps required to process and print a sales order.

5.4
The instruction shall include responsibilities pertinent to the quality system, for example, ensure the order contains the following information ..., the drawing or mark numbers are recorded (for traceability purposes) and so on.

5.5 In general terms a job instruction is an extension of a procedure or may represent a set of procedures combined. Job instructions are to be used where the absent of such an instruction could lead to quality or service breakdown.

6.
Documents & References 

6.1 Employee Summary Form (M3 Form # 1.5) 

6.2 Job Description Form (M3 Form # 1.4)
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1.4
Job Description Form

Job Title:


Reports To:


Principle Responsibility:

______________________________________________________________________

______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Specific Responsibilities:

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________
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1.5
Employee Summary Form

Title
Name _________________________________
Location 
Department ____________________________

Reports To _______________________                                 Date______/_______/_______

PERSONAL PARTICULARS:
Postcode ________
 Tel (___) ____________________

Address:

Next of Kin
 Contact Tel: (
)

Main Skill, Trade or Profession

QUALITY ASSURANCE PROCEDURES & INSTRUCTION APPLICABLE TO JOB

	Manual
	Ref No
	Procedure or Instruction
	Audit Freq
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1 .5
Employee Summary Form

Title
 Name



COMPANY TRAINING RECEIVED

	Date
	Module No
	Description of Training or Course
	Time Allowed
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2.1 Job Description - Managing Director 

Title
Managing Director 

Reports To
Board of Directors

1. Principal Responsibility

a) To supervise the management of the company and to give leadership and direction through policy formulation;

b) To control the company's assets and to manage the cash resources ofthe business;

c) To maintain the direction of the company and to control the range of products and services offered and to be implement and maintain a quality assurance system to ASINZS ISO 9002:1994.

2. Specific Responsibilities
a) To deal with major clients;

b) Control advertising inputs and placements, design marketing material and brochures;

c) To have prepared, short & medium term financial plans and budgets;

d) To oversee the overall office administration activities and liaise closely with the Manager and Company Secretary.
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2.2
Job Description - Secretary to Managing Director 

Title
Secretary to Managing Director

Reports To
Managing Director

1. Principal Responsibility
a) 
To assist the Managing Director in day bday administrative matters and bassist other senior Managers as required or directed.

2. Specific Responsibilities
a) Process all outgoing correspondence from Managing Director and other support staff.

b) Fax any correspondence as required by the Managing Director.

c) Process and keep masters of standard forms.

d) Open and maintain files for the Managing Director.

e) Distribute any correspondence after viewing and directing by the Managing Director.

f) Forward incoming faxes to Managing Director.

g) Updating of job Lists and internal extemal phone lists.
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2.3
Job Description - Quality Manager

Title
Quality Manager 

Reports To 
Managing Director

1.
Principal Responsibility

a) Representing the company on all quality related matters. He shall report directly to the Managing Director;

b) As the Quality Manager he has the authority and responsibility to develop, implement and maintain a quality system that meets the requirements of ASINZS IS09002:1994, company policies and procedures;

2. 
Specific Responsibilities

a) Initiation of Quality system reviews and audit;

b) Drafting the company quality policies;

c) Setting the company quality objectives;

d) Ensuring that all the necessary training for the successful implementation of the quality system is designed and conducted;

e) Reviewing the organisational relationships as they affect quality and developing improvement proposals;

f) Identifying and reporting on nonconforrnities relating to quality and developing proposals for improvement;

g) Monitoring the effectiveness of the quality system and where necessary develop and recommend appropriate corrective action;

h) Ensure all manuals and associated documentation are current.

i) Carry out scheduled internal audits, as required.

j) Ensure that the acceptable suppliers listing is maintained and reviewed.

k) Ensure that inspection test plans (ITP's), are submitted to clients for approval.
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2.4 Job Description - Company Secretary

Title
Company Secretary

Reports To
Managing Director

1.
Principal_Responsibility
a) To manage and protect the working capital and fixed assets of the company.

b) To assist the Managing Director in carrying out his duties.

2.
Specific Responsibilities

a) Manage daily cash flow and prepare cash flow controls and forecasts/budgets.

b) Provide financial & management accounting reports on a regular basis and as directed, from time to time.

c) Ensuring that all company taxation obligations are met.

d) Control billing and debtors' ledger balances.

e) Process suppliers' accounts and creditor ledger balances.

f) Maintain salary payments and staff records.

g) Make sundry payments as required.
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2.5 Job Description - Manager 

Title
Manager

Reports To
Managing Director

1.
Principal Responsibility

a) Manage the contracting and production processes on a day-to-day basis.

b) Maximise the profit potential and opportunities, in conjunction with the Manager Director.

2.
Specific Responsibilities

a) On acceptance of a contract, organise detailing of production drawings and resolve drawing queries that may arise.

b) In conjunction with the Workshop Manager, program work on hand through the workshop.

c) Ensure that the Workshop Manager has a copy of the job specification and is aware of any requirements that may apply.

d) Initiate early ordering of stock to ensure no shortage will arise when scarcity of stock in the market is known.

e) Organise distribution of drawings to the Workshop Manager and the client.

f) In conjunction with the Workshop Manager, decide what portion of the work will be subcontracted out, if any, and to whom.

g)
After painting/galvanising by protective coatings applicators has been completed, organise transport to site.

h) Organise erection of steel on site together with any on-site boilermaking requirements.

i) Review acceptable suppliers list with Quality Manager and evaluate any potential new suppliers.

j) Ensure that the company Quality System is adhered to by the workshop and office staff

k)
Be responsible for all contract administration.
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2.6 Job Description - Sales Manager 

Title
Sales Manager

Reports To
Manager

1.
 Principal Responsibility
a) To manage the sales effort and to attract quotation offers.

b) To assist the Managing Director and Manager in maintaining a reasonable level of work in progress and enquiries on hand.

2.
Specific Responsibilities
a) Follow up advertised requests for pricing projects.

b) Follow up direct enquiries from past or prospective builders.

c) Oversee the Estimator's functions.

d) Submit proposed tenders and quotations to Managing Director for review.

e) On all projects ensure all quality criteria are taken into account.
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2.7 Job Description - Workshop Manager

Title
Workshop Manager

Reports To
Manager

1.
Principal Responsibility
a) To manage the daily manufacturing and production activities of the workshop;

b) To supervise the Foreman, Leading Hand and tradespersons in their daily duties and activities;

c) To administer the quality assurance system within the workshop and to supervise and inspect the quality of finished and sub-assembled work.

2.
Specific Responsibilities

a)
Set up a job file on receipt of:

1. Production Drawings

2. Notice of award of contract

3. Project job sheet and fabrication schedule 4. Cost dissection

b)
Distribute production drawings and their revisions to the Foreman.

c)
Allocate shop labour in conjunction with the Foreman, to meet scheduled dates.

d)
Advise Purchasing Manager of project steel requirements.

e)
Organise supply of 'special steel', i.e. plate that is to be profile cut and steel that requires bending or rolling.

f)
Organise painters/galvanisers for protective coatings of steel and organise transport for 'special' loads.

g)
Employ labour to meet workshop workloads.

h)
Organise regular maintenance on shop plant and equipment.

i)
Review acceptable suppliers list annually and evaluate potential suppliers with the Purchasing and Quality Managers.

j)
Ensure all documentation required for a project is forwarded to the Foreman.

k)
Ensure that company Quality System is adhered to by workshop staff.

I)
Ensure all weld/plate testing required by a specification is carried out, in conjunction with the Foreman.

m)
Ensure all activities carried out in the Workshop are carried out in a safe manner and that the Workshop remains clean and tidy at all times.

Gay Constructions Pty Ltd

Quality Assurance System Manual to AS/NZS ISO 9002:1994

JOB INSTRUCTIONS MANUAL
2.8 Job Description - Purchasing Manager 

Title
Purchasing Manager Reports To
Manager

1.
Principal Responsibility
a)
To carry out the company purchasing function in an efficient, price effective and reliable supply way.

2.
Specific Responsibilities

a)
Ensure that the best competitive prices are obtained from potential suppliers of goods and services, without sacrificing delivery or quality.

b)
Keep control of all consumable stock by monitoring minimum and maximum re​order points for Workshop consumables, eg, welding wire, gas supplies, flat bar, angles, etc.

c)
After consultation with the Workshop Manager, order all stock and processed steel other than:

1. Plate that requires profile cutting.

2. Plate/structural sections that require bending or rolling.

d)
Purchase all:

1. Purlins, girts and accessories

2. Proprietary floor gratings and handrailing systems

3. Erection and HD bolts.

e)
Jointly with Manager, Quality Manager, Workshop Manager, conduct annual acceptable suppliers review and evaluate new potential suppliers, as required.

f)
Ensure that the company Quality System is adhered to.
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2.9
Job Description - Draftsman

Title
Draftsman

Reports To 
Manager

1. 
Principal Responsibility
a)
Provide detail drawings from architects and engineers working drawings, as required.

2.
Specific Responsibilities
Gay Constructions Pty Ltd
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2.10
Job Description - Estimator 

Title
Estimator

Reports To
Sales Manager

1. Principal_Responsibility 

a)
To provide pricing estimates for tender quotations.

2. Specific Responsibilities
a) Receive tender drawings from the Manager and allocate reference number when registering in the estimate register.

b) Check what applicable standards apply and due date of the tender.

c) Submit take-off and pricing to the Sales Manager, highlighting any unusual requirements.

d) Identify any special production or inspection processes required.

e) After tender review, submit tender to the client.

f}
Ensure that pricing for tenders is from suppliers appearing on the acceptable suppliers register.
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2.11
Job Description - Accounts Office Clerk 

Title
Accounts Office Clerk

Reports To
Company Secretary

1.
Principal Responsibility

a) To carry out office clerical functions as directed by the Company Secretary.

2.
Specific Responsibilities
a) Prepare weekly payroll for the Workshop staff.

b) Process suppliers invoices into the Creditors system
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2.12
Job Description - Receptionist

Title
Receptionist

Reports To
1.
Principal Responsibility
a)
To manage the reception function and the telephone system.

2.
Specific Responsibilities
b) Receive all incoming phone calls and take details if person required is absent.

c) Receive all incoming mail and date stamp prior bforwarding ioManaging Director.

d) Organise courier services as required.

e) Accept courier deliveries and distribute.

f) Mail all outgoing correspondence daily.

g) Receive, check and file all purchase orders, delivery dockets and invoices.

h) Maintain and balance petty cash requirements.
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2.13
Job Description - Drawing Office Clerk 

Title
Drawing Office Clerk

Reports To 
Manager

1.
Principal Responsibility
a)
Manage the drawing control function entirely.

2.
Specific Responsibilities
a) Control, by registering, all drawing movements to and from Gay Constructions in conjunction with the use of transmittal forms.

b) Allocate space and file drawings in numerical order in storage cabinet.

c) Advise purchasing of consumable needs.

d) Distribute production drawings as required.

e) Ensure print machine is operational at all times and maintained.
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2.14
Job Description - Purchasing Officer 

Title
Purchasing Officer

Reports To
Purchasing Manager

1.
Principal Responsibility 

a)
To carry out purchasing duties under the direction of the Purchasing Manager.

2.
Specific Responsibilities
Gay Constructions Pty Ltd
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Procedure 2.5.2 Purchasing

1.
Purpose
To establish responsibility, authority and procedures required for purchasing.

2.
Scope
The procedure covers all purchasing.
3.
Definitions
N/A

4.
Responsibilities
The Purchasing Manager, in conjunction with the Manager and the Workshop Manager, is responsible for purchasing stock and project requirements. It is the responsibility of the Purchasing Officer to carry out buying requirements for minor steel stocks, factory and office consumables.

5. 
Procedure
5.1
An initial purchasing requirement is determined when shop drawings are received and distributed and analysed for stock or material requirements. A purchasing instruction will be noted against the material listing for each drawing and given to the purchasing office.

5.2
The purchasing instruction is reviewed by the Purchasing Manager who will assess the most likely supply sources for obtaining prices and material availability. Where the requirements are for a job, t may be necessary to obtain more than one quote for supply. The best price will be used for raising a general Purchase Order.

5.3 A Purchase Order is prepared containing the following:

1)
 Details of the Supplier;
2) 
Quantity and description of goods;

3) 
Date required & delivery location;

4) 
Job number - order number.

5.4
In the case of a major steel purchase, the requirements will be entered into the supplier generated steel purchase program for wastage minimisation of each steel type and a Steel Group Purchase Order will be generated with attached supplemetary reports.

5.5 Once prepared the Purchase Order is faxed by the Purchasing Officer, if necessary, the top copy is sent to the Supplier. The copy is retained in the Purchase Order File.


5.6 Payment for goods purchased shall be carried out by the Company Secretary in the accounts office. The invoices to be paid for purchases will be checked by the Purchasing Manager, Foreman or responsible person and initialled on the stamp as being checked and approved.
6.
Documents & References 

6.1
Purchase Order (Form # PPF2)  

6.2
Steel Group Purchase Order (Form # PPF3) 
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2.15
Job Description - Foreman

Title

Foreman

Reports To
Workshop Manager

1. Principal Responsibility
a)
To manage the daily Workshop production activities.

2. Specific Responsibilities
a) Open a Workshop Job file on receipt of: 

1. Project Job Sheet 

2. Fabrication Schedule

b)
On receipt of production drawings, register and complete details on the control sheet, remove any superseded drawings from the shop floor.

c)
Assign Workshop personnel to:

1. Any cutting of members required

2. Cleat and bracket production

3. Fabricate steel

4. Weld steel

5. Clean steel

d)
Arrange transport to painters/galvanisers and compile delivery dockets.

e)
In conjunction with the Workshop Manager, ensure fabrication methods are efficient and safe.

f)
In conjunction with Workshop Manager, ensure all weld and plate testing is carried out where required.

f) Carry out random checks to ensure accuracy and quality of work pieces prior to welding.
g) Oversee the general quality, efficiency and safe operation of the Workshop and ensure that all Quality Assurance procedures and instructions are followed.

h) Ensure any directives from the Workshop Manager are carried out.

i) Advise Workshop Manager of all major nonconformances' that may occur.

j) Ensure all activities are carried out in a safe manner and that all areas are kept clean and tidy at all times.
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2.16
Job Description - Leading Hand 

Title

Leading Hand 

Reports To
Foreman

1. Principal Responsibility 

a)
To supervise tradespersons and ironworkers in Workshop activities.

2. Specific Responsibilities
a)
Assist Foreman to:

1.
Open new job files

2. 
Register production drawings on control sheet and complete 

3.
Register new drawings and remove all obsolete copies

4.
Check work pieces for quality and accuracy prior band after welding

5.
Arrange transport and delivery dockets, (required
b)
Ensure steel has been received tenable fabrication program lobe met.

c)
Ensure all activities are carried out in a safe manner and that all areas are kept clean and tidy at all times.

d)
Ensure that all Quality Assurance procedures and instructions are carried out.

e)
Record nonconformances that may occur together with follow up of corrective actions, as required and advise Foreman.
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2.17
Job Description - Boilermakers 

Title

Boilermakers 

Reports To
Foreman/Leading Hand

1. Principal Responsibility
a)
Carry out fabrication of steel members

2. Specific Responsibilities
a)
From production drawings, produce structural steel elements accurately, which include:

1. When necessary, cut main/minor member to size.

2. Mark out location all attachments & tack weld these into position.

3. Mark out size and location of any holes required and centre pop.

4. Check that no excessive gaps are left where steel elements are welded together.

5. Ensure Job No & Mark no's are marked on all members.

6. Ensure self check is done before asking for check.

7. Carry out all activities at the work station in a safe manner, keeping the area clean and tidy at all times.

8. Help train apprentices in good trade practices when required.

9. Minimise wastage of material.

10. Carry out miscellaneous duties as may be requested from time to time by the Workshop Manager or Foreman.
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2.18
Job Description - Welders

Title
           Welders

Reports To    Foreman/Leading Hand

1. Principal Responsibility 

a)
Carry out final welding of fabricated steel.

2. Specific Responsibilities
a) Provide all welds, allowing for temporary bracing, as required.

b) Adjust welding machines, as necessary, to give 1st class welds at all times.

c) Self check all welds during welding and at completion.

d) Carry out all activities at the work station in a safe manner, keeping the area clean and tidy at all times.
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2.19
Job Description - Ironworkers 

Title
          Ironworkers

Reports To 
Foreman/Leading Hand

1.
Principal Responsibility
a) Processing steel after welding has been completed.

b) Carry out material handling duties, as directed.

2. Specific Responsibilities

a) Drill and clean steel after welding.

b) Touch up any damage to galvanised members after welding.

c) Hard stamp all members for identification.

d) Load trucks or containers and be responsible for correctness of load.

e) Operate steel processing equipment consisting of:

	· Cold Saw
	· Band Saw

	· Radial Drill
	· Cropper

	· Magnetic Drills
	· Wire brush

	· Grinders
	· Linishing Belts

	· Mobile Cranes (if ticketed)


f)
Carry out all activities at the work station in a safe manner keeping the area clean and tidy at all times.

g)
Carry out miscellaneous duties as may be requested from time to time by the workshop Manager or Foreman.

h) Check own work before asking for supervisory check.

i) Receive steel and check for correctness against purchase order as required.
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2.20
Job Description - Apprentices

Title
            Apprentices

Reports To      Foreman/Leading Hand

1. Principal Responsibility 

a)
Learn the trade of Boilermaking/Welding and carry out production processes.

2. Specific Responsibilities
a) Perform fabrication/processing work as directed by the Foreman/Leading Hand.

b) Learn from and assist qualified tradesmen as required.

c) Carry out all activities at the work station in a safe manner keeping the area clean and tidy at all times.

d) Carry out miscellaneous duties as may be requested from time to time by the Workshop Manager or Foreman.

e) Check own work before asking for supervisory check.

3.1 Computer Network Management – Starting Up System
1.
Purpose
To describe the steps necessary to start up the computer network system.

2. 
Scope
This instruction deals with

3. 
Definitions
4. 
Responsibilities

5. 
Instruction

5.1

3.2 Computer Network Management – Shutting Down System

1. Purpose
To describe the steps necessary to shutting down the computer network system.

2. Scope
This instruction deals with

3. Definitions

4. Responsibilities

5. Instruction

6.
Documents & References
3.3 Computer Network Management – Backup Computer System

1. Purpose
To describe the steps necessary to backup the hard drive contents of the computer network system.

2. Scope
This instruction deals with backing up the data on the server drive.

3. Definitions
“Server Drive” – this is the hard drive residing on the particular network computer set up to handle this function.

4. Responsibilities
The Office Clerk is responsible for carrying out backups or directing other staff under supervision.

5. Instruction
5.1

6.
Documents and References
5.1
A Guide to Filling in Forms
1. Purpose
To ensure that information is conveyed correctly, it is imperative that all company forms and documentation are correctly filled out.  The following sections describe the manner in which forms and documents are correctly filled out.  As applicable the purpose and area of usage shall be stated within the purpose and scope sections.

These instructions are intended to support all usages of forms and documents.

2. Scope
This section covers forms and documents that are used within the organisation.  Namely those that are listed in the Forms and Documents Manual.

3. References
4. Definitions
5. Responsibility and Authority

5.1 Responsibility for maintaining these instruction is delegated to the Quality Manager.


The Internal Auditor shall participate as required.

5.2 The Managing Director has overriding authority with regard to the manner in which 
documentation is used within the organisation.

6. Instruction
6.1 Forms and documents shall, be, wherever possible, controlled before and during use 
as follows:

Before Use:
a) approval and issue,

b) approval of modifications and changes.

(refer to Procedure 2.4 Document & Data Control).

During Use:
a) by the Managing Director or Tradesperson responsible for the job in which the forms, documents, etc. are used or otherwise required;

b) by using the correct form for the task being carried out which requires the use of the form or document etc.;

c) by correctly entering all the available details which are required on the form, document etc.;

5.1
A Guide to Filling in Forms

Responsibility and Authority (continued).
d)
by ensuring that forms, documents, etc are processed as required during and on completion of use.  That is, when completed or otherwise finished with a form, document etc., it is taken to the appropriate place or person responsible for next processing it.  Reference to this may be found in the procedures, job instructions and/or description.

d) follow up action where required is always noted as indicated in each instruction in this guide section;

e) forms, documents etc. are adequately filed for the required period of retention.

7. Summary and Conclusion
7.1 It is important to ensure that members within the organisation who manage or are 
responsible, in any way, for information storage and maintenance do so in a manner 
that will allow the information to be conveyed clearly and free from 
misunderstanding.  It is everyone’s responsibility for ensuring this is carried out in 
accordance with documented procedures, instructions, or as verbally conveyed.

7.2 For selected information it is the responsibility of the person who files and places in 
storage these records that it is done in accordance to established company 
procedures.

5.2 Filling out a Subcontractor/Supplier Evaluation Form
1. Purpose
In order for all purchasing staff to be aware of the ‘preferred’ subcontractors and suppliers, a register has been set up to denote these and where they are used.  Notes on strong points and areas of substandard performance shall be recorded here also for the purpose of monitoring and control.

2. Scope
This instruction shall cover the details required to be entered in a Subcontractor/Supplier Evaluation Form.

3. References
Refer form #QSF5 – Subcontractor/Supplier Evaluation Form.
4. Definition
4.1 This form is used for record keeping of all subcontractors and suppliers used by the company, including those that are less frequently used.

5. Responsibility and Authority
The Quality Manager is responsible for maintaining a subcontractor & supplier register, for making the required evaluations and authority for updating the information on these various records within the register.

6. Instruction
6.1 Each record within the register shall be issued a number which shall be unique to that subcontractor/supplier.  The method of allocating a subcontractor/supplier number is determined by the Office Manager.

6.2 Always enter the date the record was initiated.  Where additional pages are added to a record the most recent page shall be located at the top and the total number of pages (quantities, i.e. 5 pgs) shall be recorded on the bottom section of the form, in the space provided.  The total pages are to be stapled together or otherwise affixed in manner that will ensure they are not easily separated.  On the top of the form the page number of total pages shall be entered (i.e. pg 1 of 5).

6.3 The Subcontractor/Supplier’s name address, fax and phone number shall be recorded in the relevant spaces, followed by the type of organisation or service they provide.

6.4 The centre section is optional.  This section is used to record how the subcontractor/supplier was sourced initially.

5.2 Filling out a Subcontractor/Supplier Evaluation form
6. Instruction … (continued)
6.5
In the third section the results of the review or information about the subcontractor/supplier is entered.  Entries in this section shall always be dated (where more than one is recorded in the space provided).  The information entered here shall include reference to nonconformance reports raised against the particular subcontractor.  In particular any information which affects the company’s capability to deliver to its customers a quality produce and/or service.

6.6 The person who has entered the information shall sign and date the bottom section of the page, where there is only one entry in section 3 per page.  Where there is more than one entry of information per page each entry shall be dated and signed by the person making the entry at the end of each entry.

6.7 These records are filed in to the Subcontractor/Supplier Register (folder).  Each shall have a discrete record which shall detail information as listed above.

6.8 The register shall be maintained by the Quality Manager.  The register shall be reviewed annually at the Management review meeting.

6.9 The Quality Manager shall ensure that all subcontractors/suppliers used by the organisation are listed in the register.  New subcontractors/suppliers shall be added as they occur.  Those that become obsolete shall be removed after they undergo a last management review meeting.

7. Summary and Conclusion
7.1 This form shall be regarded the key source of information regarding suppliers and subcontractors within the organisation.  All staff are requested to contribute information to the Quality Manager to ensure these records contain all information which shall assist the quality review meeting members in fair and adequate evaluation of suppliers and contractors to the organisation.

5.3 Filling out a Nonconformance Report Form
1. 
Purpose
In order for errors to be correctly handled, monitored, controlled and for corrective action to be carried out, it is important that information entered into a Nonconformance Report is correctly filled out.

The purpose of this instruction is to describe the method of filling out a Nonconformance Report Form.

2. 
Scope
This instruction shall cover the details required to be entered in a Nonconformance Report Form.

3. 
References
3.1 Refer form #QSF6 – Nonconformance Report Form.

4. 
Definition
4.1 “NCR” – Nonconformance Report.

5. 
Responsibility and Authority
5.1 The staff member finding the nonconformance is responsible for initiating a Nonconformance Report; ensuring all relevant details are entered and for advising the Quality of the nonconformity.

5.2 The Quality Manager is responsible for further action and for completing additional information on the NCR.  In particular the Quality Manager is responsible for ensuring the NCR is closed off on completion of corrective action and appropriately filed.

6. 
Instruction
6.1 The NCR is basically divided into four sections.

6.2 The 1st section is for recording basic details of the nonconformance, as well as, any cross referencing information and control data.

6.3 The 2nd and 3rd sections are to be used by the Manager, in the area where the nonconformance occurred, for assessing the impact of the nonconformance and what measures ought or need to be taken to prevent re-occurrences.

6.4 The 4th section is used for controlling the finalization of the Nonconformance Report after discussion of any proposed changes to procedures between the relevant Managers and the Quality Manager.

7. Summary and Conclusion
7.1 It is important to ensure the person responsible, in any way, for raising a nonconformance report, records all the required information on the form.  This is particularly important for the quality management review meetings where these nonconformities may come under review.

5.4 Filling out an Audit Plan Summary Control Form
1.
Purpose
Internal Audits are an important aspect for maintaining a sound working quality system.  The purpose of this Instruction is to describe the information requirements for completing an Audit Plan Summary Control Form when carrying out Internal Audits.

2. Scope
This instruction shall cover the details required to be entered in a Audit Plan Summary Control Form.
3. References
3.1 M4 – Form # QSF9 – Audit Plan Summary Control Form. 3.2 M2 – Procedure 2.17 Internal Quality Audits.

4. Definition

4.1 This form is used for record keeping of all internal audits carried out by the company, whether planned or unplanned.  This form is used with Form #QSF10 Internal Audit Data Collection Form.

4.2 A “record” is a completed form.

5. Responsibility and Authority
The Internal Auditor is responsible for completing and maintaining internal audit records.  The Quality Manager is responsible for recording the post audit assessments in the follow up management meeting.

6. Introduction
6.1 This form is used in conjunction with the Internal Audit Data Collection Form.

6.2 Internal audits are numbered in chronological ascending order, starting from 1.

6.3 The audit objectives are the one or more things that are being investigated in relation to system elements (i.e. procedures).

6.4 Reasons for Audit are determined by whether the audit is scheduled or unscheduled.  The control data indicates the sampling size and source of records that are used to carry out the audit.

6.5 The summary report is intended to represent the findings of the audit and whether any follow up action is required.

7. Comments and Recommendations
7.1 It is recommended that internal audits are reviewed, at least quarterly by the management review committee.

5.5  
Filling Out an Internal Audit Data Collection Form
1.

Purpose
In order for Internal Audits to achieve the required objective it is considered important that data that is examined during the audit is clearly identified and referenced.  The results of which are recorded in universally understood manner.

The purpose of this instruction is to describe the preferred method of completing an Internal Data Collection Form.

2. 
Scope

This instruction shall cover the details required to be entered in a Internal Audit Data Collection Form.

3. 
References
3.1 Form #QSF10 – Internal Audit Data Collection Form.  3.2 Form #QSF9 – Audit Plan Summary Control Form. 3.3 M2 – Procedure 2.17 Internal Quality Audits.

4. 
Definition

4.1 This is form is used for record keeping of internal audits carried out by the company, whether planned or unplanned.  This form is used with Form #QSF9 Audit Plan Summary Control Form.

4.2 A “record” is a completed form.  It shall be referred to in this section as such.

5. 
Responsibility and Authority

5.1 The Internal Auditor, the Managing Director and the Quality Manager are responsible for compiling an internal audit schedule and for carrying out reviews on the results of internal audits.

6. 
Instruction
6.1 This form is designed to be a form which can be formatted or configured as required by the audit.  The headings of the columns can be configured to suit the area being audited.

6.2 There are generally four sections to the form:

a) section one is for reference detail;

b) section two is used for creating heading references and section three is for details of the audit and samples taken, which are defined according to the requirements of the audit;

c) the last section is a “totals”, for use as necessary.

6.3 On completion of the internal audit, both forms are attached, if more than two all forms shall be attached, ensuring the page numbers are correct.  This is the documented results of the internal audit which are then reviewed by the Quality Manager and/or the Management Review Committee.

7. 
References

7.1
Management Review meetings minutes.

5.6

Filling out a Supplier Q.A System Survey Form
1.

Purpose

PLEASE NOTE:  This form is sent to suppliers/subcontractors to obtaining information about their quality system.
The purpose of this instruction is to describe some of the requirements of the Supplier Q.A System Survey Form to be noted when receiving a returned and completed copy for evaluation.

2.

Scope
This instruction shall cover the details required to be entered in a Supplier Q.A System Form.

3.

References
Refer form #QSF13 – Supplier Q.A System Survey Form

4.

Definitions
4.1
This form is used for record keeping of all subcontractors and suppliers quality systems, used by the company, including those that are less frequently used.

5.

Responsibility and Authority
The Quality Manager is responsible for maintaining a subcontractor/supplier register, for the making the required evaluations and authority for updating the information on these various records within the register.

6.
Instruction
6.1
The form is basically self explanatory.  The form is designed to obtain information about a subcontractor or supplier’s quality system status (currently implementing, implemented etc.), intentions (have implemented or will implement) and type implemented (AS/NZS ISO 9001, 9002 etc.).

6.2 The form is designed to commit a subcontractor or supplier to a quality system or to draw awareness to it which in turn will enhance the quality system.  This in turn will enable greater assurance to customers and so on.

6.3 It is recommended that a ‘return by’ date is requested when sending this survey.

7.

References
5.6 Filling out a Tender/Contract Review Form
1.
Purpose
The purpose of this instruction is to describe what details are required and how to fill in the Tender/Contract Review Form.

2.
Scope
This instruction shall cover the details required to be entered in a Tender/Contract Review Form; reference will be made, where applicable, to sources within the organisation where additional information can be referenced or located.

3.
References
Refer form #QSF11 – Tender/Contract Review Form.
4.
Definitions
4.1
This form is used for record keeping of tender and contract reviews carried out by delegated Staff.

5.

Responsibility and Authority
The Managing Director is responsible for maintaining these tender and contract review records.

6.

Instruction
6.1
Enter the date the record was raised.  It is recommend each review is given a reference number for ease of referencing.

6.2 Circle the applicable selection for the type of record, tender or contract review and record client details.

6.3 The scope summary section of the form is where the title and brief details of the review are stated.  This section is for identifying the type of job.

6.4 The documents used in the review are recorded in the table, where these have reference numbers and dates they shall be included also.

6.6 The ‘Control Data’ section is for recording details of due dates, the general dollar value involved.  This is supported by details of your intentions on how to fulfil the requirements of the tender or the contract.  The method of sourcing often influences how you are able to supply.

6.7 Problems or ambiguities are recorded in the bottom section.  This acknowledges that you are aware there are matters which require re-thinking, and how best you (collectively) propose to resolve them.

7.

References
7.1
M2 Procedures Manual:  procedure/s; 2.3 Contract Review
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