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4.1General Requirements

WINDSOR MACHINE GROUP will establish, document, implement and maintain a Quality Management System (QMS) and will continually improve its effectiveness in accordance with the requirements of TS16949:2009 / ISO14001:2004.

WINDSOR MACHINE GROUP has:

a) identified the processes needed for the QMS/EMS and their application throughout WINDSOR MACHINE GROUP 

b) determined the sequence and interaction of these processes

c) determined criteria and methods needed to ensure that operation and control of these processes are effective

d) ensured availability of resources and information necessary to support the operation and monitoring of these processes

e) monitor, measure and analyze these processes

f) implement actions necessary to achieve planned results and continual improvement of these processes.

These processes will be managed by WINDSOR MACHINE GROUP in accordance with requirements of this standard.

Should WINDSOR MACHINE GROUP choose to out source any process that effects product conformity with requirements, organization will ensure control over such processes. Control of outsourced processes will be identified within the QMS/EMS.

4.1.1 General Requirements – Supplemental

WINDSOR MACHINE GROUP recognizes it’s responsibilities of conformity to all customer requirements even when it has ensured control over outsourced processes. 

4.2 Documentation

4.2.1 General

The QMS/EMS documentation for WINDSOR MACHINE GROUP will include:

a) documented statement of a Quality / Environmental Policy and Quality / Environmental objectives

b) a Quality manual

c) documented procedures as required by this standard under which organization operates

d) documents needed by organization to ensure effective planning, operation and control of processes

e) required quality / environmental records

4.2.2 Quality Manual

WINDSOR MACHINE GROUP has established and maintains a Quality Manual that includes:

a) the scope of the QMS/EMS including details and justificatins for any exclusions

b) documented procedures established for the QMS/EMS or reference to them

c) a description of the interaction between the processes of the QMS/EMS (reference process map)
The Quality Manual for WMG contains quality and environmental policy as well as the specific policies related to the main activities comprising the system,
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- Define the authorities and responsibilities of management personnel affected by the quality and environmental system, and
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- Provide general and specific procedures for various activities comprising the quality and environmental system. 

- Each manufacturing location will retain individual process maps identifying specific interaction between processes. 
The Chief Executive Officer formulates the general quality policy and environmental policy    and approves the Quality Manual. Quality Assurance is responsible for maintaining the manual. The first page of each section of the quality manual is signed by both the Chief Executive Officer and the Quality Director. 

4.2.3 Control of Documents

All documents required by the QMS/ EMS will be controlled. Quality / Environmental records are  controlled per element QP- 4.2.4.

WINDSOR MACHINE GROUP has established a documented procedure to define the controls needed:

a) to approve documents for adequancy prior to release

b) to review and update, as necessary, and re-approve documents as required

c) to ensure changes and current revision status of documents are identified

d) to ensure that relevant versions of applicable ocuments are available at points of use 

e) to ensure documents remain legible and readily identifiable

f) to ensure documents of external origin are identified and their distribution controlled

g) to prevent the unintended use of obsolete documents and provide suitable identification to these documents if they are retained for any purpose.

Operational Procedures
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The purpose of Operational Procedures is to provide for systems and instructions, and to assign specific authorities and responsibilities for carrying out all the main activities comprising the quality and environmental     system. Operational Procedures explain for each activity what needs to be done, why it should be done, when it should be done, who is responsible, which other functions interface, how the results should be recorded, who should be informed, and so forth.

Work Instructions

The purpose of work instructions are to guide personnel in performing specific tasks such as carrying out and controlling processes (process operator instructions), handling products, calibrating measuring equipment, conducting a test or inspection, and so forth.

Process operator instructions, inspection instructions, and other product-specific instructions identify and draw attention to those process steps or inspections that affect product characteristics.

Work instructions may be issued under various formats, such as posted notices, instruction sheets, process procedures, internal standards, etc. Work instructions are normally issued by the department that uses them. However, in matters that concern product specification and product verification, only  Engineering and QA may prepare and issue the work instructions, regardless of where they are used.

Automotive Reference Manuals

Automotive Reference Manuals provide methods and techniques for quality planning, measurement system evaluation, process control, part approval, and internal auditing. The use of PPAP, APQP, FMEA, SPC, and MSA manuals is explained in Procedure PR-QA-010 Product Quality Planning. Use of the QSA manual is explained in Procedure PR-QA-006 Internal Audits. Revision control of the manuals is explained in the next section.

Standards and Other Reference Documents
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The company maintains a library of standards and other reference materials required to design and manufacture its products and to operate the quality and environmental    system. The library includes the ISO/TS16949: 2009 standard, ISO 14001: 2004 Standard and all automotive reference manuals listed above.

The standards library is controlled and maintained by the Quality Assurance department. The library catalog lists titles, publishers, years of issue, and revision levels of all publications that are used to define design and/or manufacturing requirements. The library is inventoried and the catalog updated annually.

Standards for which there is continuous maintenance service from their publishers are updated when revised portions of the standards are received. Revision status of other standards is checked annually, normally by contacting their publishers. Standards that are rarely used are not regularly checked for current issue, but have a warning label stating CHECK FOR LATEST ISSUE AND REVISION LEVEL BEFORE USE, and the publisher’s telephone number.

Product Technical Specifications and Drawings (Design Output)

The purpose of technical specifications and drawings is to define the product. They can be drawings and specifications received from customers, or design outputs of special custom design products responding to specific customer requirements. Customer drawings are reviewed and approved for use by Sales, Engineering, Quality Assurance and Production, as applicable. In-house issued design documents are approved and authorized by Plant Management.

Technical documentation is identified to the product it defines by a title and a common part number, issue date and revision level.

Production and Control Plans

The purpose of production plans is to sequence and coordinate production operations; define equipment to be used; and reference the drawings and specifications that are needed for production. Control Plans identify process control scope and methods, define the inspection/testing points and methods, and reference specific process control and inspection instructions, and acceptance criteria.

These types of documents are usually issued by Engineering, Production, or Quality Assurance.

REF:
Quality & Environmental Records PR-QA-004

Document & Data Control PR-QA-003

4.2.3.1 Engineering Specifications

WINDSOR MACHINE GROUP will have a process to assure thetimely review, distribution and implementation of all engineering standards/specifications and changes based on the required customer schedule. Timely review should be as soon as possible and will not exceed two working weeks.

A record will be maintained of the date on which each change is implemented in production. Implementation will include updated documents.

Note: A change will require an updated record of customer production part approval when these specifications are referenced on the design record of if they affect documents of production part approval processes such as control plan and FMEA.

4.2.4 Control of Quality / Environmental Records

Quality / Environmental records will be established and maintained to provide evidence of conformity to requirements of the effective operation of the QMS/EMS.

Quality / Environmental records will be kept legible, readily identifiable and retrievable.

A documented procedure is used to establish the controls needed for:

· identification

· storage

· protection

· retrieval

· retention time

· disposition

4.2.4.1 Records Retention

The control of records will satisfy regulatory and customer requirements.

Ref:
Quality and Environmental Records PR-QA-004 
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