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RESOURCES: Competent manpower, Infrastructure





INPUT: QMS requirements, QMS documents, Company level data, Various trainings


INPUT FROM: Standard, Top management





OUTPUT: Minutes of MRM, Audit reports, Released documents 


OUTPUT TO: All Concerned 





Responsibility


$ MR


# Asst. 





CONTROL: Timely conduction of audits, MRM, Improvement in effectiveness of QMS, Document control 





Conduct MRM as per agenda, prepare the minutes of meeting in the designated format & make them available to all concern for their own follow-up of status       $  


  





Ref Doc. / Records: Refer “Master List of Department wise Documents & Records”





Release the documentation with appropriate controls      $ #   


  





Receive various documentation corrections / improvement requests from concern & decide on the approval       $  


  





Make necessary changes / corrections, if any as per procedure (WP-1) & release the modified documents        $ #


  





Ensure that the documentation is updated in the event of any changes in the established processes / activities       $  


  





Prepare annual Internal Audit Plan at the beginning of every financial year      $


  





Conduct internal audits as per the procedure laid down (WP-3)     $


  





Plan for Management Review meetings at designated intervals & release the note of intimation to all concerned       $ #


  





Determine various system related trainings required for team members including qualification of internal quality auditors & arrange for the same with help of CEO   $ 


  





Compile the necessary company level data to be presented to top management in MRM       $  


  





Ensure corrections / corrective actions on the non-conformities identified      $


  





Liaise with Certifying Body for Surveillance audits & co-ordinate the execution         $


  





RESOURCES: Manpower, Finance, Training skills





INPUT: Training need identification data, Personnel record


INPUT FROM: Respective DH





Training needs identification by DH based on Quality objectives & competence level of employee    








Collect multi skill status data from every DH department department    $








Determine position & process based competency of employees   $








Arrange for re-training / suitable corrective action if not found effective   $








Note down in employee training record   $








Collect Training effectiveness feedback for each training   $








Execute the activity & prepare training record   $





OUTPUT: Trained employees, Various licenses re-validation, Motivational schemes


OUTPUT TO: Concerned employee





Training needs because of new requirements of product / processes    $





Schedule monthly Training program  $








CONTROL: No. of training programs, Competency level of all employees (multi skilling of employees), Compliance of statutory & regulatory requirements





Responsibility


$ MR








Ref Doc. / Records: Refer “Master List of Department wise Documents & Records”





Ensure compliance of Statutory & Regulatory requirements every year   $








Ensure employee motivation & empowerment through various schemes to be decided on every year   $








Train new employees (Induction / On the job training)    $





Inform CEO in case of special sanctions for resources   $








Plan tentative Training program for a year   $











