 (
QCP 4.01 Document Control
Rev 6
 
17/07/18
)
[bookmark: _GoBack]SCOPE 

This procedure defines the document control system operated within Nitec Limited to ensure the effective maintenance, storage and control of documents and records.

1.0	POLICY 

1.1 It is the policy of Nitec Limited to operate a document control system, which will ensure effective control for the maintenance of essential documents.

2.0	PROCEDURE

2.1 Management Systems 

2.2 The Management Systems Policy documents will be maintained by the Quality Manager and also HSE Manager as applicable.

2.3 A controlled copy will be held on the company server ‘G’ drive available to all Nitec Management personnel.  

3.0	APPROVED SUPPLIER LIST 

3.1 The Approved Supplier List contains the list of Nitec Limited approved Suppliers that affect the quality of product and is maintained by the Quality Manager in collaboration with the purchasing department.

3.2 The list will contain, but not be restricted to:-
a) Nitec Limited account number for the Supplier.
b) The Suppliers Name, Address, Telephone and Fax numbers.
c) The Quality Assurance Questionnaire
d) Approvals (available from the Quality Assurance Questionnaire).
e) Expiry Date of approvals (where appropriate).

3.3 A controlled copy will be held in the Management office and available to all Nitec limited employees if requested.

 4.0	QUALITY CONTROL PROCEDURES 

4.1 Quality Control Procedures (QCP’s) are the documents issued to ensure consistency for a particular task.

4.2 The documents will carry a unique number allocated by the Quality Manager.

4.3 Any 'form' referred to in the procedure will be added as an appendix.

4.4 A controlled copy of the procedures will be held on the company ‘G’ drive available to all Nitec Limited employees if requested.




5.0  DRAWINGS

5.1 Customer drawings shall be classed as ‘uncontrolled’ and used for the relevant purchase order only. 
5.2 The current drawing issue status will be entered to the DNA system and the drawing will be endorsed with the certificate of conformity number to ensure traceability.

6.0  CHANGE CONTROL (Quality Manual/Procedures)

6.1 Text in italics will indicate changes to the Quality Manual/Procedures.

6.2 The issue status and amendments record page will be raised in issue and the date of reissue added.

6.3 The amendment record will carry the date of the change/amendment and the initials of the person making the amendment.


7.0   RESPONSIBILITY 

7.1 It is the responsibility of individual departmental heads to ensure that documented procedures are generated and maintained to reflect current practices and customer requirements.

7.2 Distribution of the Quality Manual, QCP’s and SWP’s will be controlled by the Quality Manager. A memo indicating the action required by the recipient will accompany documents.

8.0  CONTROLLED SPECIFICATIONS: CUSTOMER AND NATIONAL/INTERNATIONAL STANDARDS

8.1 Specifications and standards shall be retained by Nitec Limited and are designated as a 'Controlled'  specification.

6.1 On receipt, all specifications are sent to the Quality Manager to be recorded and designated  ‘controlled’. The specification is scanned to the server and a review of the specification shall be performed by a multi-process team if required.

6.2 The specification is scanned to the ‘Standards and Specifications’ folder on the server and the Standards and Specifications Register to confirm review and the reviewer implements any actions required from that review. 

8.2 Amendments to existing controlled specifications are reviewed, maintained and issued as above.

8.3 Obsolete copies are removed and replaced; these are destroyed unless otherwise indicated at the time of replacement in which case this will be clearly marked on the front of the obsolete specification. 




9.0  UNCONTROLLED SPECIFICATIONS: CUSTOMER AND NATIONAL/INTERNATIONAL STANDARDS
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10.1 Uncontrolled specifications are retained for reference purposes only.

10.2 On receipt, all specifications are sent to the Quality Manager to be recorded and designated  ‘uncontrolled’. The specification is scanned to the server and a review of the specification shall be performed by a multi-process team if required.

10.3 The specification is scanned to the ‘Standards and Specifications’ folder on the server and the Standards and Specifications Register to confirm review and the reviewer implements any actions required from that review. 

10.4 Verification of issue status must be obtained from the appropriate authority prior to using an uncontrolled specification, this may be referenced on an accompanying drawing or purchase order.

10.5 Obsolete copies are removed and replaced; these are destroyed unless otherwise indicated at the time of 	replacement in which case this will be clearly marked on the front of the obsolete spec. 

IN ALL SPECIFICATIONS, THE REGISTER WILL INDICATE THE CONTROL STATUS AND IS USED AS THE PRIMARY DOCUMENT FOR RETRIEVAL FROM THE HYPERLINKS CONTAINED WITHIN THE REGISTER.

10.0  ELECTRONIC DATA:

10.1  CD – ROMs

10.1.1. On receipt, all specifications received on CD – ROMs are sent to the Quality Manager to be recorded, reviewed and controlled as paper specifications. If controlled copies are required for further distribution, theses will be printed and controlled as paragraph 8.0 above. Where feasible the CD data will be posted on the company ‘G’ drive for access by company personnel.

10.2  E-Mail

10.2.1 	On receipt, all specifications received by E-mail are forwarded to the Quality Manager to be recorded. 

10.2.2. Controlled documents are filed in the ‘G’ drive on the company server under ‘specifications’ for access by all personnel.
	
10.2.3. Uncontrolled documents are filed on the ‘G’ drive on the company server or on DNA relating to the specific customer order.

10.2.4. When filed, all users are notified on receipt of a revised specification, any earlier issue is transferred to archive for reference only. This will be located on the company server ‘G’ drive under ‘old specifications’




11.0 QUALITY RECORDS

11.1	The following documents are classified Quality records and will be retained for a minimum period of three years.
A) PURCHASE ORDERS
B) SUPPLIER CERTIFICATES OF CONFORMITY
C) CUSTOMER PURCHASE ORDERS
D) COMPLETED QUALITY PLANS 
E) RELEASE CERTIFICATES(WITHIN DNA)
F) REJECTION NOTES
G) INTERNAL QUALITY AUDITS
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11.2 Paper documents will be scanned where possible to prevent deterioration. Documents are filed numerically alphabetically or by date order whichever is appropriate.

11.3 Records will be made available for evaluation by customers or their representatives

11.4 All quality records will be retained for a minimum period of three years.

11.5 Disposal of records will only be undertaken with the authority of the Quality Manager.


12.0 SUPPLIER AND SUB CONTRACTOR DOCUMENTATION
      
12.1	Records created by suppliers and sub contractors to provide full traceability & evidence of conformity. These records shall be suitably maintained for a period of three years. Access is to be permitted to records for review as stipulated in Nitec Limited standard purchasing conditions. 

13.0           BSI UPDATES

13.1 	BSI update standards are reviewed and retained by the Quality Manager and, action taken where necessary. 


14.0        QUALITY PLANS

14.15  On receipt of a new order or a change in process to an existing part/order, then the quality plan will be reviewed to be compliant with the new customer specification, drawing change or process change required.

14.16 The sales/quality and production departments will liaise to ensure the customer’s order requirements are met in full and any risks during process have been addressed.

14.17 Once the quality plan draft has been completed, the Operations Director or nominated authority will verify the completed draft for the production process. The name of the quality plan author and nominated verifier will be endorsed to the document.

14.18 Once the approved copy is returned it will be filed and located on the company server ‘G’ drive in the ‘quality plans’ folder under the specific unique allocated number.

14.19 The DNA database shall be updated to include a reference to the quality plan number that has been allocated to specific customer part/s.
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