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4. QUALITY MANAGEMENT SYSTEM
4.1.1 PURPOSE
The purpose of this procedure is to ensure that the control and maintenance of all documents and data relating to the Quality System operating within the Company

4.1.2 SCOPE
The scope of this procedure applies to all documentation pertaining to the Quality System operating within the Company

4.1.3 PROCEDURE
4.1.3.1 The master copy of the Quality Manual and Quality Procedure Manual, copy No. 1,is retained by the Managing Director and located in his office;
4.1.3.2 A complete copy of the Quality Manual and Quality Procedure Manual, copy No. 2, is retained by the Quality Facilitator and located in the main office
4.1.3.3 A complete copy of the Quality Manual and Quality Procedure Manual, copy No. 3, is retained by the Operations Manager and located in the main office.
4.1.3.4 All changes to the Quality System are at the discretion of the Managing Director after consultation with the Quality Facilitator during Management Review Meetings.
4.1.3.5 The Quality Facilitator issues copies of all changes or modifications to all relevant personnel whose duties are affected by any changes made.
4.1.3.6 A register of all changes is kept, and the withdrawn documentation is retained for a period of two years in accordance with the Quality Manual
4.1.3.7 A receipt of change/modification form, is attached to the changed documentation and is countersigned by the Quality Facilitator to certify his approval, and is filed in the main office for a period of two years.
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4. QUALITY MANAGEMENT SYSTEM
4.1.4
4.1.4.1 It is the responsibility of the Quality Facilitator to ensure that all Quality Records are legible;
4.1.4.2 The records are stored and maintained in such a way that they are retrievable in facilities that provide a suitable environment to minimise deterioration or damage and to prevent loss;
4.1.4.3 Quality Records are maintained for a period of two years from the date of completion of the order;
4.1.4.4 Where agreed contractually, quality records are made available for evaluation by the customer for an agreed period;
4.1.4.5 The office staff receive, index, file, store, maintain and dispose of records;
4.1.4.6 The responsibility for completing records is specified in the Quality System;
4.1.4.7 The person cited must also forward copies to any other persons cited on the record;
4.1.4.8 Any external documentation such as drawings or plans sent by the customer will be attached to the original Job Card which is generated by the Operations Manager and filed in an appropriate place and kept for a period of two years;
4.1.4.9 A back-up of the computer system takes place on a daily basis and the additional back-up disc is taken off site.
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5. MANAGEMENT RESPONSIBILITY
5.1 Management Commitment
PURPOSE
The purpose of this procedure is to ensure that all personnel within the Management Team are aware of their responsibilities concerning objectives for quality and commitment to quality, as defined in Quality Manual.
SCOPE
This purpose will be applicable to the Quality System in operation at MATICMEDIA
PROCEDURE
5.1.1 Senior Management within the Company have documented the Company Quality Policy within the Quality Manual
5.1.2 The Quality Facilitator is responsible for ensuring that all new personnel within the Company receive induction training covering all aspects of the Quality System
5.1.3 The Quality Facilitator or Operations Manager is responsible for ensuring that any changes to the Quality System which directly affect the working practices of any personnel are fully explained to them before implementation.
5.2 CUSTOMER FOCUS
5.2.1 Customers are contacted on a regular basis to ensure that the level of service being offered by the Company meet customer requirements and expectations
5.2.2 Any complaints by customers are resolved as quickly as possible,  registered and logged on the Matic Trac which includes any waste involved if re-work has to take place.
5.2.3 All customer complaints are discussed fully at Management Review Meetings
5.2.4 Customers are contacted by the Sales Team on a regular basis by means of a questionnaire and personal contact by the Sales Manager who’s findings are passed on to the Managing Director
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5.3 QUALITY POLICY
The QUALITY Policy of MATICMEDIA is detailed in the Quality Manual – 5.3 Quality Policy
5.4 PLANNING
5.4.1 Quality Objectives
The Quality OBJECTIVES of the Company are detailed in the Quality Policy contained in the Quality Manual – 5.3 Quality Policy
5.4.2 Quality Management System Planning
5.4.2.1 Inspections are carried out by Store persons and Operators who are skilled as a result of training or previous experience. Audits are carried out by skilled personnel.
5.4.2.2 The Quality Management Team consists of the Managing Director, Operations Manager, Sales Director and Quality Facilitator.
5.4.2.3 Management Review Meetings are held every four months to ensure the continuing effectiveness  and suitability of the Quality System
5.4.2.4 The following subjects are the main basis of the Management Review Meetings and discussed in full :-
(a) any non-conformances  including customer complaints
(b) corrective and preventive actions arising from such complaints
(c) any changes to the Quality Manual, Quality Procedure Manual or the company’s Quality Policy
(d) new or altered records and the current status of suppliers
(e) results of internal audits
(f) training needs or any other matters which affect the Quality System
5.4.2.5 Minutes of the Management Review are minuted by the Quality Facilitator and distributed to all members of the Quality Management Team. The Quality Facilitator files a copy of review meetings and these records are kept for a period of two years
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5.5 RESPONSIBILITY, AUTHORITY AND COMMUNICATION
5.5.1 Responsibility and Authority
5.5.1.1 The Managing Director has overall responsibility for the integrity of the Quality System in place within the Company and for ensuring that the Quality Policy is both relevant and reflects the objectives of the Company.
5.5.1.2 The Sales Director and Operations Manager are responsible for ensuring that all orders received by the Company meet customer requirements and that all Contract Review procedures are carried out.
5.5.1.3 The Quality Facilitator is responsible that the Quality System is operating in the way intended and that all quality objectives are being met. 
5.5.1.4 The Sales Director and Operations Manager are responsible for ensuring that all quotations required for customers are completed in a competent manner and for ensuring that operators are following the correct procedures during process control.
5.5.1.5 Communication between the Management Team takes place in a formal manner during Management Review Meetings and informally on a day today basis as the need arises.
5.5.2 Management Representative
5.5.2.1 The Quality Facilitator is responsible for the co-ordination of the Company’s Quality Policy and Objectives and will provide feedback of quality achievements to all levels of management. The Quality Facilitator is trained in audit techniques and applies those techniques in the form of regular planned audits of the quality system. He reports to the meeting of the Quality Management Team on the operation of the quality system and assures that all actions agreed at such meetings are undertaken. He reports to the Managing Director on amendments for possible adoption, and is responsible for looking after Quality System Documentation. He assesses sub-contractors and is responsible for inspection, measuring and test equipment.
5.5.3 Communication
5.5.3.1 The procedure for internal communication is as per QP 5.5.1.5
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5.6 MANGEMENT REVIEW
5.6.1 General
5.6.1.1 Management Review takes place as per QM 5.6
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6. RESOURCE MANAGEMENT
6.1 Provision of Resources
6.1.1 The Company will identify resource requirements and provide adequate resources, including assignment of trained personnel for specific tasks affecting quality, for management performance and verification of work activities including internal audits.
6 Human Resources
6.2.1 General
All personnel whose daily activities directly affect the quality or services offered by the Company will be trained and competent in all aspects of their day to day procedures to meet the requirements expected by the customer.
6.2.2 Competence, Awareness and Training
6.2.2.1 The Quality Management Team meets every four  months and during this meeting considers the training needs of all personnel within the Company. Minutes of the meeting are recorded.
6.2.2.2 A summary of the experience, education and other qualifications of all staff are recorded. A record of all training courses attended by all staff is maintained by the Operations Manager and recorded along with further training needs which have been identified, the effectiveness of any training received will be evaluated. New employees are inducted in the Quality System and in all other areas by the Operations Manager.
6.2.2.3 All employees are encouraged to bring to the attention of management any training requirements which they feel they need to enhance their skills within the organization. These requests are reviewed by the Quality Management Team on a three monthly interval.




MMQPM001                                                                             ISSUED BY : E. KEARNS
DATE : FEBRUARY 2019                                                      COPY No. : 1 REVISION : B
PAGE 11 OF 34
MATICMEDIA
QUALITY PROCEDURE MANUAL
6.3 Infrastructure
6.3.1 Management will provide an environment in which the quality objectives and customer requirements are met. These will include :-
(a) any environment which meets all regulatory requirements of health and safety regulations;
(b) a workplace which ensures that the fabric of the building is maintained to ensure that the processes and the integrity of the product meet customer requirements;
(c) a transport system which ensures that the product required by the customer is safe from any environmental factors which may cause damage or deterioration 
6.4 Work Environment
6.4.1 Management will provide and mange a work environment needed to achieve conformity to product requirements as detailed in QP 6.3
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7. PRODUCT REALIZATION
7.1 Planning of Product Realization
7.1.1 In planning product realization, the Company will determine the following, as appropriate :-
(a) quality plans in the form of Job Bags will be issued for every job detailing all aspects of the process;
(b) ensure that all activities associated with Process Control are planned and carried out in such a way under controlled conditions;
(c) documents and records of such processes will be kept for a period of two years;
(d) show the current inspection and test status of all goods within the Company.
7.2 Customer Related Process
7.2.1 Upon receiving an enquiry or order the Admin staff will consult with the Sales Director who will determine the exact requirements from the customer to ensure that the Company can meet the requirements
7.2.2 If there is any ambiguity about either the quotation or order the issue will be resolved by the Sales Director or nominated person with customer before proceeding with the process.
7.2.1 Review of Requirements Related to the Product
7.2.2.1 SALES ENQUIRY
(a) all sales enquiries received verbally, by letter or by e-mail are reviewed by the Sales Director or nominated person.
(b) sales enquiries received verbally are read back to the customer to ensure all details are correct
(c) when a customer requires a quotation the Sales Director relays the information verbally, if the information is readily available, or the information is e-mailed within the appropriate timescale agreed with the customer. 
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7.2.2 Review of Requirements Related to the Product
7.2.2.1 SALES ENQUIRY
(d) each quotation received by the Sales Director is entered on to the Matic-Trak internal computer system and quotation numbers are generated in numeric order
(e) when the Company are asked to submit an annual tender to Local Authorities the Sales Director completes the tender which is entered onto the computer system.
7.2.2.2 SALES  ORDER
(a) sales orders received verbally, by letter or by e-mail are reviewed by the Managing Director or Sales Director.
(b) sales orders received by telephone are read back to the customer to ensure that all details are correct.
(c) customers are asked for a purchase order number, if possible
(d) if the customer cannot give a purchase order number a digital sign-off of acceptance is required.
(e) after acceptance of an order the details are given to the Operations Manager, or nominated person, who generates a Delivery Note through the computer system with its own unique advice note number which run in numerical order.
(f) detailed on the Job Bag are the customer’s name and address, where applicable, the customer purchase order number or name, the quotation number, the description of goods and quantity.
(g) if after placing the order the customer amends it, the Sales Director will change the paperwork accordingly, or in the case of a cancellation of an order the paperwork generated will be cancelled. 
(h) when the Operations Manager generates the Delivery Note, it is given to despatch to accompany the goods to the customer.
(i) the customer is given one copy on acceptance of goods and one copy is kept and filed  by administration staff and kept as proof of delivery.
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7.2.2 Review of Requirements Related to the Product
7.2.2.3 INVOICING
(a) on acceptance of goods a printed invoice for the customer is raised from the details on the delivery note, the quotation number appears on the invoice as means of traceability.
(b) the invoice details the customer name, where applicable, the invoice number, quotation number, customer purchase order number or name, description of goods, quantity and invoice total
© all invoices are generated and sent electronically using the ZERO system. Hard copies of Invoices are available to customers on request.
7.2.3 Customer Communication
7.2.3.1 upon receiving an order by telephone the Sales Director or relevant person will read back to the customer the details for confirmation before proceeding with the order
7.2.3.2 any specific details concerning product information will be relayed to the customer at this point to ensure customer satisfaction.
7.2.3.3 customers will be asked by the Sales Director or relevant person about previous orders placed in an effort to determine customer satisfaction with the service provided by the company.
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7.3 DESIGN AND DEVELOPMENT
As no real original Design and Development occurs within the organisation there is currently no need for documented procedure pertaining to this section. Design for product is not original and are based on specific layouts determined by the customer. Any change to this situation in the future however will be reflected by a change in the Quality Manual and Quality Procedure Manual.
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7.4 PURCHASING
7.4.1 Purchasing Process
7.4.1.1 The Operations Director has the responsibility of assessing suppliers/sub-contractors who supply goods which are considered fundamental in maintaining quality within the Company
7.4.1.2 Acceptability is based on the Company’s previous experience in dealing with suppliers/sub-contractors
7.4.1.3 Where a firm wishes to be added to the list of approved suppliers/sub-contractors it will be the subject of an assessment carried out under the supervision of the Operations Director.
7.4.1.4 The maintenance of the names on the approved suppliers list is one of the topics discussed at Management Review Meetings. In cases where the management team concludes that a supplier/sub-contractor is unable to supply to specification that supplier/sub-contractor’s name is removed from the suppliers list.
7.4.1.5 All suppliers are detailed on the computer system under Purchase Ledger, which is reviewed on an annual basis.  
7.4.2 Purchasing Information
7.4.2.1 All orders are the subject of a Purchase Requisition and Purchase Order. Prior to despatch they are reviewed and authorised by the Managing Director, or appointed person in his absence, evidenced by the addition of his/her signature on the Purchase Order. 
7.4.2.2 Purchase Order Forms are pre-printed and detail the Purchase Order Number, suppliers name and address, description of goods, quantity and unit price;
7.4.2.3The Purchase Order Number is allocated in numeric order by the computer system and each number is unique;
7.4.2.4 One copy of the purchase order is sent to the supplier and one copy is filed in numeric order by the Admin staff and filed in the main office; 
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7.4 PURCHASING
7.4.2 Purchasing Information
7.4.2.5 The description used in order documents or in verbal orders precisely specifies the materials, uses the customer’s description wherever possible and includes the following, where applicable;
(a) the type, class, style, grade or other precise information;
(b) the title or other possible identification including detailed reference to British Standards or International Standards, and applicable issue of specifications, drawings, process requirements, inspection instructions and other relevant technical data, including requirements for approval or qualification of product, procedures, process equipment and personnel;
(c) the title, number and issue of the Quality System International Standard to be applied to the product;
(d) specific identification or marking requirements of the goods to be supplied;
(e) particular packaging or handling requirements;
 (f) the provision of all necessary test and/or goods certification as required.
7.4.3 Verification of Purchased Product
7.4.3.1 SOURCE OF GOODS – invoices indicate which goods are from a source which holds third party certification;
7.4.3.2 goods which are purchased from a supplier which holds third party certification are given a visual inspection before despatch to the supplier;
7.4.3.3 no goods are despatched to the customer until the Goods Inwards Inspection procedure has been completed.
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7.5 PRODUCTION AND SERVICE PROVISION
7.5.1 Control of Production and Service Provision
7.5.1.1The Operations Director or Sales Director, or nominated person, on receiving an order checks the requirements specified on the Purchase Order.
7.5.1.2 The details of the order are passed to the Graphic Department who check customer details to ensure the Company has the capability to meet customer requirements.
7.5.1.3 The Graphic Department perform a pre-production check in terms of
(a) checking customer details 
(b) checking the art work
© checking customer supplied artwork
(d) preliminary design proposal created
(e) design submitted to customer for approval
7.5.1.4 Job Bags are generated from the details on the Purchase Order after customer approval and checks that they correspond. All customer details including special instructions are detailed in this manner. 
7.5.1.5 After checking the details the Operations Director, or nominated person, enters the details on to the computer system and keeps a hard copy in the main office. Any drawings supplied by the customer are contained within the Job Pack and retained as Quality Records.
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7.5 PRODUCTION AND SERVICE PROVISION
7.5.1 Control of Production and Service Provision
7.5.1.6 HP LATEX PR L28500
On receiving the Job Pack the operator checks that the machine is capable of meeting the requirements of the customer
7.5.1.7 Before commencement of the operation the Operator performs a test cycle of the job to check visual proof and colour proof  which then has to be signed off by the Art Department for approval before commencement of the production run.
7.5.1.8 The Operator enters the details from the Job Pack to the printer which automatically sets the colour tone and dimensions from the customer details
7.5.1.9 The operator visually checks the print quality during the manufacturing process.
7.5.1.10 Operators sign the Tick Box, which is on all Job Packs, at each stage of the operation to signify that all In-Process Inspection has taken place before passing the product to the next stage of the operation.
7.5.1.11 The Operator signs of the Job Pack at the end of the operation to signify that Final Inspection has taken place.
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7.5 PRODUCTION AND SEVICE PROVISION
7.5.1 Control of Production and Service Provision
OCE ARIZONA UU PRINTER 350 GT
7.5.1.12  On receiving the Job Pack the operator checks that the machine is capable of meeting the requirements of the customer
7.5.1.13 Before commencement of the operation the Operator performs a test cycle of the job to check visual proof and colour proof which then has to be signed off by the Art Department for approval before commencement of the production run
7.5.1.14 The Operator enters the details from the Job Pack to the Printer which automatically sets the colour tone and dimensions from the customer details.
7.5.1.15 The Operator visually checks the print quality during the manufacturing process.
7.5.1.16 Operators sign the Tick Box, which is on all Job Packs, at each stage of the operation to signify that all In-Process Inspection has taken place before passing the product to the next stage of the operation.
7.5.1.17 The Operator signs off the Job Pack at the end of the operation to signify that Final Inspection has taken place
OCE COLOUR WAVES CW 500PP
7.5.1.18 On receiving the Job Pack the operator checks that the machine is capable of meeting the requirements of the customer.
7.5.1.19 Before commencement of the operation the Operator performs a test cycle of the job to check visual proof and colour proof which then has to be signed off by the Art Department for approval before commencement of the production run.
7.5.1.20 The Operator enters the details from the Job Pack to the Printer which automatically sets the colour tone and dimensions from the customer details.
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7.5 PRODUCTION AND SERVICE PROVISION
7.5.1 Control of Production and Service Provision
7.5.1.21 Operators sign the Tick Box, which is on all Job Packs, at each stage of the operation to signify that all In-Process Inspection has taken place before passing the product to the next stage of the operation.
7.5.1.22 The Operator signs off the Job to signify that Final Inspection has taken place.

ZUND G3 XL-1600 DIGITAL CUTTER
7.5.1.23 The Operator opens the System to the unique Job Number which relates to the product being processed. 
7.5.1.24 The operator receives instructions from data previously entered in the computer system which details the cut marks on the artwork with all dimensions clearly shown. The Job Bag which accompanies the product also details this information.
7.5.1.25 The printed product is transferred to the Cutter and positioned on the machine, held in position  by means of a vacuum.
7.5.1.26 The Operator keys in the material details and the Machine automatically gives options to the Operator in relation to depth to ensure the correct blade is used.
7.5.1.27  The machine automatically begins the cut to the dimensions pre-printed on the material by use of a Laser and Mounted Camera located on the Machine.
7.5.1.28 The Operator signs the Tick Box on the Job Bag to indicate that In-Process Inspection has taken place.
7.5.1.29  On completion of the operation the Operator signs off the Job to signify that Final Inspection has taken place.
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7.5 PRODUCTION AND SERVICE PROVISION
7.5.1 Control of Production and Service Provision
INSTALLATION
7.5.1.30 On arrival at all sites Installation Team Members park the company vehicle and sign it at the clients reception.
7.5.1.31 Unique Method Statements are given to Installation Team Members for all jobs which contain the following information:-
Description of the task/activity;
Project Name and Site address/location;
Personnel involved including Works Supervisor;
Key plant and tools required;
Key materials required and other essential equipment
Specific identified residual hazards and specific staff training requirements;
Sequence of operations;
Temporary supports and props needed to facilitate the works;
Method of access and egress to the work area;
All relevant Health and Safety requirements including Emergency Procedure and First Aid facilities.
7.5.1.32 These Method Statements are viewed as Work Instructions for all Installation Team Members
7.5.1.31 On completion of the installation team members tidy the work area before preparing to leave the site.
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7.5 PRODUCTION AND SERVICE PROVISION
7.5.2 Validation of Processes for Production and Service Provision
7.5.2.1 Operators will carry out their duties as per the Job Pack which are issued by the Operations Manager. 
7.5.2.2 All operators sign the Job Pack on completion of their specific task before the job proceeds to the next part of the process.
7.5.2.3 The operators signature signifies that in-process inspection has taken place.
7.5.2.4 Maintenance records are updated at the required intervals to ensure that maintenance checks on plant equipment are being carried out. 
7.5.3 Identification and Traceability
7.5.3.1 All orders accepted by the Company are allocated a job number which is unique to that particular order.
7.5.3.2 A Job Pack is allocated to each order with details which correspond to customer requirements.
7.5.3.3 A Job Pack accompanies the product during all stages of the operation.
7.5.3.3 Each operator signs the Job Pack on completion of his area of responsibility.
7.5.3.4 Any product which is rejected, for any reason, will have a red self-adhesive sticker attached and placed in a quarantine area of the factory.
7.5.3.5  All Job Packs are filed in alphabetical order on completion of the manufacturing process and kept for a period of at least two years.
7.5.3.6 The current test status and test and inspection results are detailed on the Job Pack including final inspection. 
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7.5 PRODUCTION AND SERVICE PROVISION
7.5.4 Customer Property
7.5.4.1 All materials supplied by customers for incorporation with goods in stock are checked for suitability by the Stores person for suitability against the Delivery Note.
7.5.4.2 Goods received will be stored in such a way that the risk of damage or loss will be minimal.
7.5.4.3 Goods will be stored in a separate location from the stock held by the Company.
7.5.4.4 Any goods which are lost or damaged or are otherwise unsuitable for use are recorded  and signed by the Operations Manager and a copy of the record is sent to the customer.

7.5.5 Preservation of Product
7.5.5.1 On receipt of raw materials into the Company all necessary identification is verified and marked on the boxes, as necessary.
7.5.5.2 Goods are located in the materials store area on the shop floor and in stores, in suitably constructed material racks or placed in a suitable area, as appropriate.
7.5.5.3 The Operations Manager is ultimately responsible for preservation and storage by ensuring that the quality of material and components do not deteriorate while being stored.
7.5.5.4 The Operations  Director  is responsible for ensuring that the materials and components are stored at the correct temperature. Temperature checks are done on a weekly basis and recorded. Stock is rotated as necessary.
7.5.5.5 Operatives adhere to standards set out by vinyl suppliers.
7.5.5.6 The Stores person is responsible for visual inspection of finished product prior to packaging to ensure the integrity of the product.
7.5.5.7 Movement of material and products throughout the  factory is under the control of the Store person and carried out by means of a forklift truck or hand trolley as necessary
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7.5 PRODUCTION AND SERVICE PROVISION
7.5.5 Preservation of Product
7.5.5.8 The Stores person is responsible for ensuring that identified packaging requirements are implemented.
7.5.5.9 On completion of appropriate manufacturing operations and all specified inspection activities, products are transferred to the designated Despatch Area for packing prior to being uplifted and despatched.
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7.6 Control of Monitoring and Measuring Devices
7.6.1 Although great precision is not required, a calibrated steel rule is held by the Operations Director for calibration purposes against which all tapes are checked at three monthly intervals for accuracy.
7.6.2 All tapes have to be within 5mm in 1M otherwise they will be discarded.
7.6.3 All tapes are marked with a unique identifying number, the date of the last calibration and the date of the next calibration.
7.6.4 During operators day to day activities, a visual inspection will be made to ensure no obvious damage has occurred. Rules are used within their environmental limitations.
7.6.5 The master rule is calibrated every ten years and marked with the last calibration and the date of the next due calibration.
7.6.6 A master register is kept detailing all measuring equipment used by the Company which has to be calibrated externally and a distribution register detailing internal calibration is kept by the Operations Director.
7.6.7 The temperature for storing vinyl’s must be between 18 degrees and 26 degrees. Temperature readings are taken  on a daily basis and  photographic evidence is used as proof of inspection activity having taken place.
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8. MEASUREMENT, ANALYSIS and IMPROVEMENT
8.1 General
8.1.1 The purpose of this procedure is to ensure that all product manufactured by the Company conforms to customer requirements by means of continuous inspection during all stages of the Quality System. This applies to all personnel whose activities during the manufacturing process may affect the quality of the product or service.
8.1.2 Due to the nature of Process Control during manufacture by the Company, there are no requirements for verification of quality by this method. Should the need arise, procedures will be established. This policy is reviewed at Management Review Meetings.
8.2 Monitoring and Measurement
8.2.1 Customer Satisfaction
8.2.1.2 Customer satisfaction is measured by the use of Corrective Actions raised against any complaint received from customers.
8.2.1.3 Sales staff, which includes the Sales Director and Sales Representatives contact customers on a regular basis either by telephone, e-mail or meetings to determine whether any customers are encountering problems with any aspect of the product or service offered by the Company.
8.2.1.4 The Sales Representatives complete a weekly sales report which details any failure with either product or service supplied by the Company.
8.2.1.5 The Sales Reports are reviewed by the Sales Director on a weekly basis and from his conclusions a Corrective or Preventive Action is instigated to rectify or prevent a re-occurrence of either a problem or potential problems.
8.2.1.6 All findings from these reports are discussed and documented fully at Management Review Meetings.



MMQPM001                                                                             ISSUED BY : E. KEARNS
DATE : FEBRUARY 2019                                                      COPY No. : 1 REVISION : B
PAGE 28 OF 34
MATICMEDIA
QUALITY PROCEDURE MANUAL
8. MEASUREMENT, ANALYSIS and IMPROVEMENT
8.2.2 Internal Audits
8.2.2.1 Internal Audits are carried out by personnel on aspects of the Quality System for which they have no direct responsibility, whenever possible.
8.2.2.2 The main audits are carried out by the Quality Facilitator and the Operations Director audits the auditing activities of the Quality Facilitator. Both the Quality Facilitator and Operations Manager have been trained in auditing techniques.
8.2.2.3 Internal quality audits are carried out to ensure that the requirements of the Quality System have been executed.
8.2.2.4 In carrying out such audits the Quality Facilitator or Operations Director details all findings on the Quality Audit questionnaire
8.2.2.5 The Quality Facilitator or Operations Director summarises his findings on the Audit Report sheet.
8.2.2.6 Where deviation is found a copy of the Audit Report is given to the person or persons responsible for the activity.
8.2.2.7 In the event of a non-conformance being found QP8.5.2 and QP8.5.3 is initiated and all paperwork corresponding to this procedure is raised.
8.2.2.8 The Corrective Action is verified by the Quality Facilitator or Operations Director who certifies the same on the Audit Report.
8.2.2.9 The Quality Facilitator or Operations Director plan their audits on a scheduled basis using the Quality Audit Matrix but the timetable may alter as a result of observations made during the audit.
8.2.2.10 The whole system is audited at least once per year.
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8. MEASUREMENT, ANALYSIS and IMPROVEMENT
8.2.3 Monitoring and Measurement of Processes
8.2.3.1 The way in which the Company conducts Internal Audits is described in QP 8.2.2
8.2.3.2 Due to the nature of Process Control during manufacture by the Company, there is no requirement for verification of quality by this method. Should the need arise procedures will be established. This policy is reviewed at Management Review Meetings.
8.2.4 Monitoring and Measurement of Product
8.2.4.1 GOODS INWARDS
Supplies which are delivered to the Company are checked by the Stores person upon receipt.
8.2.4.2 A visual inspection is carried out to ensure that there are no visible defects and that the order quantity is correct.
8.2.4.3 After completing this check he signs the Delivery Note.
8.2.4.4 No supplies are taken into stock until this check has taken place.
8.2.4.5 IN-PROCESS INSPECTION
Before the manufacturing process begins the operator will inspect the material to be used visually to ensure there are no obvious defects.
8.2.4.6 The operator will ensure that the Job Pack allocated to the particular job has been signed at the previous operation by the relevant personnel.
8.2.4.7 The operator will ensure that the Job Pack allocated to the particular job has been signed off at the previous operation by the relevant personnel. All details are entered  on the Production Control Computer System.
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8. MEASUREMENT, ANALYSIS and MEASUREMENT
8.2.4.11  FINAL INSPECTION
The operator checks visually for any apparent defects.
8.2.4.12 If the product meets the requirements stipulated by the customer the operator signs off the job, via the computer system.

8.2.4.13 INSPECTION and TEST RECORDS
Records of all Inspection and Test procedures are kept in hard copy in the form of individual Job Bags for each Job and backed up on the electronic computer system.

8.3 Control of Non-Conforming Product
8.3.1 Any product which show a non-conformance are set aside in a quarantine area to ensure that they are not despatched to the customer
8.3.2 All product or aspects of service such as delivery times or customer complaints which show a non-conformance are reviewed by the Managing Director
8.3.3 Non-Conforming product may be:-
(a)re-worked to meet the specified requirements, or
(b)accepted with or without repair by concession, or
©regarded for alternative applications, or
(d)rejected or scrapped.
8.3.4 Any product which is repaired or re-worked is inspected to check that they meet the specification and the findings are recorded.
8.3.5 Where it is proposed that non-conforming product or aspects of the service are to be accepted by the customer by concession then this is discussed with the customer and details are recorded.
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8.3 Control of Non-Conforming Product
8.3.6 If, after delivery to the customer, it is discovered that non-conforming product has been supplied then the customer is advised accordingly
8.3.7 Any product which has been rejected or returned is held in a quarantine area for possible re-work or re-use. Any material which cannot be re-worked is scrapped.

8.4 Analysis of Data
8.4.1 The Company monitors customer satisfaction with the products and services provided by the Company by means of feedback obtained by the Sales Director, Sales Rep and telephone conversations obtained by Admin staff during their day to day activities.
8.4.2 All Corrective/Preventive Actions are discussed fully at Management Review Meetings, to establish if there are any trends emerging which can be rectified by any Preventive Action taken by the Company.
8.4.3 All customer complaints received are discussed at Review Meetings to establish whether a change in the way the Company operates would be beneficial to meeting customer requirements.
8.4.4 The results of all Internal Audits are discussed to ensure that the Quality System is operating to the standards expected by the organisation.
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8. MEASUREMENT, ANALYSIS and IMPROVEMENT
8.5 Improvement
8.5.1 Corrective Action
8.5.1.1 All staff are responsible for raising Corrective Action requests.
8.5.1.2 Final responsibility for this procedure lies with the Quality Facilitator who ensures that appropriate actions are implemented to address non-conformacies found in the system and that such corrective actions are effective
8.5.1.3 Corrective Action requests are initiated by the Quality Facilitator or a delegated member of staff on the identification of a problem be it:
(a)a non-conformance
(b)customer complaint
©internal or external audit observations
(d)or other means of identifying problems or weaknesses in the Quality System
8.5.1.4 The Quality Facilitator discusses the Corrective Action Request with the appropriate Management individual to determine the Corrective Action to be taken, with completion date.
8.5.1.5 On completion of the Corrective Action, the Quality Facilitator will verify and endorse that the necessary action has been successfully taken, and completes the Corrective Action Request Form.
8.5.1.6 The Quality Facilitator constantly reviews and monitors the Corrective Action Request Forms to ensure the cases are no repetitive.
8.5.1.7 Corrective Actions, Customer Complaints, results of internal and external audits and relevant appropriate Quality System issues are discussed at Management Review Meetings or sooner, if necessary.
8.5.1.8 All Corrective Action 	Requests are recorded on the system and are allocated a unique number which corresponds to the Job Card number and Order number and details of any rectification or Re-Work are recorded on the documentation within the Job Bag. Any Corrective Actions raised through the QMS are recorded in the Corrective Action Register.
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8.5 Improvement
8.5.2 Preventive Action
8.5.2.1 All staff  are responsible for raising Preventive Actions Requests
8.5.2.2 Final responsibility for this procedure lies with the Quality Facilitator who ensures that the appropriate actions are implemented to prevent any potential non-conformances found in the system, and that such Preventive Actions are effective.
8.5.2.3 Preventive Action Requests are initiated by the Quality Facilitator or a delegated member of staff.
8.5.2.4 The Quality Facilitator discusses the Preventive Action Request with the appropriate Management individual to determine the appropriate Preventive Action to be taken.
8.5.2.5 On completion of the Preventive Action, the Quality Facilitator will verify and endorse that the necessary action taken has been successful, and completes the register.
8.5.2.6 Preventive Actions are taken by monitoring results of Internal and External Audits, customer feedback and issues discussed at Management Review Meetings.
8.5.2.7 Preventive Actions may take the form of goals and objectives set by the Company for future reference.
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