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1.1   GENERAL

QUALITY POLICY STATEMENT

This Quality Assurance Manual is a statement of the Quality Assurance policies and philosophies of  MATICMEDIA The Company’s Quality Assurance Management System encompasses all aspects of quality from Sales, Purchasing, Manufacturing to after sales customer service and support. The Quality Assurance principle is integrated into all functions of the Company.
The Quality Assurance Management System is operated to the requirements of 
ISO 9001: 2015 standard for production and will be applied to all orders for manufacturing.

The objective of this Quality Assurance System is to provide effective assurance that all aspects of accepted customer enquiries and orders are met in terms of quality, price, delivery and servicing. It is the aim of the Company to continuously improve the effectiveness of the Quality Management System and to actively encourage all employees to participate in meeting these objectives.








Managing Director




Date :
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COMPANY OUTLINE 

Maticmedia are a large format print service provider, specialising in the manufacture and supply of large print requirements to public sector organisations that work within tight budgets and have an environmental policy agenda.  The Company was founded in 2009 and include Local Authorities within their client base. The Company produce Display Graphics, Exhibition Stands, External Banners, Signage and Building Wraps.  The Company intend to enhance their reputation within the industry as a supplier of quality products by implementing a Quality Management System which conforms to the International Standard ISO 9001 : 2015 
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SECTION TITLE : SCOPE AND FIELD OF APPLICATION

1 SCOPE

This Quality Assurance Manual has been written to define the Quality Management System operating at MATICMEDIA and shall demonstrate its ability to consistently provide product that meets customer and applicable statutory and regulatory requirements.
MATICMEDIA aims to enhance customer satisfaction through the effective application of the system, including processes for continual improvement of the system and the assurance of conformity to customer and applicable statutory and regulatory requirements.
The aim of MATICMEDIA is to offer a provision of Print Services as documented on the Company’s Scope Of Registration to conform to ISO 9001: 2015.

As no real original design and development occurs within the Organisation there is currently no need for documented procedures pertaining to this section. Designs for signs are not original and are based on specific layouts determined by the clients and regulatory requirements. Any change to this situation in the future however will be reflected by a change in the Quality Manual and Quality Procedure Manual. As the Company continues to expand in the future and this situation changes a Procedure will be implemented to cover this part of the Standard.


Signed




Richard McCombe
Managing Director
February 2017.
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SECTION TITLE : CIRCULATION LIST

COPY No.  1      :   MANAGING DIRECTOR

COPY No.  2      :   OPERATIONS MANAGER

COPY No.  3      :   QUALITY FACILITATOR
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3.   SECTION TITLE : TERMS AND DEFINITIONS

      For the purposes of this document, the terms and definitions given in ISO 9000 apply
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4. SECTION TITLE : QUALITY MANAGEMENT SYSTEM
4.1  GENERAL REQUIREMENTS
4.1.1 MATICMEDIA is dedicated to achieving and maintaining high quality standards in
         satisfying the agreed requirements of its customers. The Quality Management System
          provided objective evidence that the Company’s products and services conform to its
          quality requirements.
4.1.2  MATICMEDIA has established and will:-
(a) determine the processes needed for the Quality Management System and their application  throughout the organisation
(b) The compatibility of the design, the production processes, inspection and documented test procedures and necessary documentation
©  monitor, measure where applicable, and analyse these processes.
(d) The identification of suitable verification at appropriate stages of realisation of the product.
(e) The clarification of standards of acceptability of all requirements, including those which contain a subject element.
(f) The identification and preparation of quality records
(g) An “outsourced process” is a process that the organisation needs for its quality management system and which the organisation chooses to have performed by an external party.
(h) Ensuring control over outsourced processes does not absolve the organisation of the responsibility of conformity to all customer, statutory and regulatory requirements.
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4. SECTION TITLE: QUALITY MANAGEMENT SYSTEM
4.2 DOCUMENTATION REQUIREMENTS
4.2.1 General
(a) Policy
MATICMEDIA has established a documented Quality Management System and maintained this Quality Management System as a means of ensuring that its effectiveness conforms to specified requirements.. This Quality Manual defines the details and methods whereby the policy and objectives have been prepared to cover the requirements of the documents as applied to company activities. The Procedure Manual shall detail the methods whereby the policy and objectives detailed in the Quality Manual shall be implemented.

The Company is dedicated to achieving and maintaining high quality standards in satisfying the agreed requirements of its customers. This Quality Management System provides objective evidence that the Company’s products and services conforms to its customer s quality requirements.

The policies and the guidelines contained in this Manual demonstrate management commitment to quality management as a basic principle. Continuous compliance with thw Quality Management System is required of all employees.

The responsibility for the administration and day to day management of the Quality System is delegated to the Quality Facilitator
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4. SECTION TITLE : QUALITY MANAGEMENT SYSTEM
4.2.2 QUALITY MANUAL
MATICMEDIA has established, documented and maintained this  Quality Management System as a means of ensuring that products conform to specified requirements. This Quality Manual has been prepared to cover the requirements of the documents as applied to all activities at MATICMEDIA.

           SCOPE
The Documented Quality Management System covers all products and services offered by the Company. The Company does not perform any original design and this is claimed as a permissible exclusion under clause 1.2 ISO 9001 : 2008. See also section 7.3 of the Quality Manual and Quality Procedure Manual.

1st Level : The Quality Manual which defines policy and objectives for quality in meeting the requirements of the quality management standard ISO 9001 : 2008

2nd Level : A Quality Procedure Manual defining all quality related activities which have an impact on the quality related activities which in turn have an impact on the quality of products and service supplied by MATICMEDIA.

3rd Level : Work Instructions and records relevant to the Quality Procedures Manual such as required to prove evidence of the quality attained in the effective planning, operation and control of these processes.
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4. SECTION TITLE : QUALITY MANAGEMENT SYSTEM

4.2.3 CONTROL OF DOCUMENTS
4.2.3.1 Circulation List
This Quality Manual is a controlled document, which is reviewed and updated as necessary on a regular basis. The Quality Facilitator retains the Master Copy and appraises and updates the Manuals of the following copy holders whenever changes to the Quality Manual occur. Occasionally customers may require a copy of the current manual for supplier appraisal purposes. Such copies supplied are uncontrolled and are stamped as such on every page.

The following list of personnel are controlled copy holders :

COPY 01                    MANAGING DIRECTOR

COPY 02                    QUALITY FACILITATOR

COPY 03                    OPERTATIONS DIRECTOR
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4. SECTION TITLE : QUALITY MANAGEMENT SYSTEM
4.2.3.2 Documented Procedures and records shall be established and maintained to control all documents and data relating to the Quality Management System operating within the Company. All documents will be reviewed and approved for adequacy by authorised personnel prior to issue. A master list or equivalent documented procedure determining the current revision status of documents will be established and readily available to preclude the use of invalid or obsolete documents and will ensure that:
(a)The pertinent issue of appropriate documents are available at all locations where operations essential to the functioning of the quality management system are performed.
(b)invalid and/or obsolete documents are promptly removed from points of issue or use or otherwise assured against unintended use.
(c)any obsolete documents retained for legal or knowledge preservation purposes are suitably identified.  
(d)changes of documents shall be reviewed and approved by the same functions that approved the original review and approval.
(e)any external documentation such as drawings or plans sent by the customer will be attached to the original Job Card and filed by the relevant personnel.

Details and methods and responsibilities for document control have been documented in the following Quality Management Procedure QP 4
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4. SECTION TITLE : QUALITY MANAGEMENT SYSTEM
4.2.4 CONTROL OF RECORDS
All quality records shall be controlled as regards to identification, collection, indexing, access, filing and storage, maintenance and disposition.

SCOPE
This policy applies to all records pertaining to the operation of the Quality Management System at MATICMEDIA

4.2.4.1 ACTIONS AND METHODS
Quality Records shall be maintained to demonstrate conformance to specified requirements and the effective operation of the Quality System. All Quality Records shall be legible, and shall be stored in such a way that they Are readily retrievable in facilities that provide a suitable environment to prevent damage or deterioration and to prevent loss. Retention time of Quality Records shall be for a period of two years. Where agreed contractually Quality Records shall be made available for evaluation by the customer or the customer’s Facilitator for an agreed period. After a period of two years obsolete documents will be shredded and disposed of. 
A back-up of the computer system takes place automatically on a daily basis and the additional back up disc is taken off site.
A list of all Quality Records are in the Master Quality and Documentation Register.
Details of methods and responsibilities for Quality Records have been documented in the following Quality System procedure QP 4
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5. SECTION TITLE : MANAGEMENT RESPONSIBILITY
5.1 MANAGEMENT COMMITMENT
5.1.1 The senior management at MATICMEDIA have defined and documented the company’s policy for quality, including objectives for quality and commitment to quality by the developing and implementing of the Quality Management System and continually improving its effectiveness by :
(a)communicating within the company the importance of meeting our customers needs as well as statutory and regulatory requirements;
(b)This policy shall be applicable to the Quality Management System at MATICMEDIA as defined in this Manual.

5.2 CUSTOMER FOCUS
The Senior Management at MATICMEDIA stress the importance they place upon good customer / supplier relationships with the aim of enhancing customer satisfaction.
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5. SECTION TITLE : MANAGEMENT RESPONSIBILITY
5.3 QUALITY POLICY
To show all staff management’s commitment to continuously improve the effectiveness of the Quality Management System
To provide all staff with the necessary resources and training such that they will meet the requirements of both internal and external customers alike.
To consider the environment as a stakeholder whose needs must be met and taken account of in all the Company’s activities.
To conduct all company activities in a manner which promotes the health and safety of all employees, subcontractors, customers and the public at large.
To set Objectives for the Company on a regular basis, and to actively encourage all employees to participate in meeting these objectives.
To meet all statutory and regulatory requirements as required by the standard. 
To this end the Company have implemented and documented this Quality Management System to meet the requirements of ISO 9001 : 2015



Managing Director


Date :
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5. SECTION TITLE : MANAGEMENT RESPONSIBILITY
5.4 PLANNING
5.4.1 MATICMEDIA have provided for all activities which have a bearing on the quality of products produced. These include the development, manufacture, storage, preservation and delivery of products and services. Documented Procedures exist for sales and purchasing.
Quality Management Systems planning is an ongoing process to meet requirements and objectives. Consistency in measuring and monitoring these processes to achieve planned results for continuous improvement is reviewed at Management Review Meetings.
Should specific requirements for particular contracts, products or services not be met by the Quality Management System then consideration shall be given to the preparation of Quality Plans. Such Quality Plans shall consider:-
The identification and acquisition of any controls, processes, equipment, fixtures, resources and skills that may be needed to achieve the required quality, ensuring the capability of the design, the production process, installation, inspection and documented test procedures and the applicable documentation.
The identification of suitable verification at appropriate stages of realisation of the product. The clarification of standards of acceptability for all features and requirements, including those which contain a subject element, and the identification and preparation of quality records. 
Details and Methods and responsibilities for quality planning have been defined and documented in the following Quality Procedure : QP 4
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5. SECTION TITLE : MANAGEMENT RESPONSIBILITY
5.4.2 QUALITY STANDARD
Effective implementation of the Quality System Policy and Documented Quality Procedures shall be monitored, assessed and improved by means of Quality Audits

Details and Methods of these responsibilities for Quality Audits have been defined and documented in the following Quality Procedure QP 4
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5. SECTION TITLE : MANAGEMENT RESPONSIBILITY
RESPONSIBILITY AUTHORITY AND COMMINCATION
5.5	RESPONSIBILITY AND AUTHORITY
5.5.1 The management at MATICMEDIA have defined and documented the company’s                                                                                         policy for quality, including objectives for quality and commitment to quality as documented in the quality policy statement in this manual.
The responsibility and authority and interrelation of personnel who manage and perform and verify work affecting quality shall be defined and documented, particularly for personnel who require the organisational freedom to:
(a) Initiate action to prevent the occurrence of any nonconformancies relating to products, processes or quality systems.
(b) Determine and record any problems relating to the products processed or quality systems.
(c) Initiate, recommend or provide solutions throughout designated channels.
(d) Verify the implementation of solutions.
(e) Control further processing, delivery or installation of nonconforming product until the deficiency or unsatisfactory condition has been corrected.
5.5.1.1 Managing Director
The Managing Director has overall responsibility for ensuring that the Company’s Quality System is executed and maintained by all staff and for decisions relating to quality problems.  He is also responsible for ensuring that it satisfies the requirements if BS EN ISO 9001 : 2008 as a minimum.  He chairs the meetings which review the Quality System and considers the staff training requirements.
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5. SECTION TITLE :  MANAGEMENT RESPONSIBILITY
RESPONSIBILITY AUTHORITY AND COMMINCATION
5.5.1.1 Managing Director
He carries out some Contract Review and advises customers on unsuitable purchaser supplied product, decides on stock levels, reviews nonconformancies and decides upon corrective actions. 
5.5.1.2 General Administration
The Company require total flexibility from their staff working in the General Office. The office staff  update the stock control system, collate and maintain records and the purchasing of materials. Documented General Administration Procedures are detailed in the Quality Procedures Manual under reference QP 5
5.5.1.3 Sales and Commercial Control
The Sales Manager is responsible for sales and the administration of the sales administration. Sales and commercial document procedures are detailed in the Quality Procedures Manual under reference : 5
5.5.1.4 Production Control
The Operations Manager is responsible for ensuring the materials are ordered to produce products on tine to satisfy customer requirements, for the scheduling of production work and the administration of production processes. Detailed Documented Procedures are provided in the Quality Procedure Manual under reference QP 5
5.5.1.5 Process Control Quality Control over the production processes is vested in the production operatives who will each monitor their own work quality at regular intervals.
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5. SECTION TITLE :  MANAGEMENT RESPONSIBILITY
RESPONSIBILITY AUTHORITY AND COMMINCATION
5.5.1.5 Process Control
The production operators are responsible for machinery set ups and for ensuring that production machinery is correctly and safely operated at all times. Production Operators are responsible for ensuring that products conform to specification and that the production sheet is endorsed after inspection. The Operations Manager will ensure that the Quality Standard is maintained and that the customer’s special instructions are carried out. Detailed Documented Procedures are provided in the Quality Procedure Manual under reference QP 5
5.5.1.6 Despatch and Delivery
The Operations Manager is responsible for ensuring that the customer’s delivery instructions are followed and that delivery is made on time. The Despatch Person is responsible for ensuring that finished products are grouped together and despatched from the factory in accordance with the customer’s instructions. All products are clearly identified and their quality status displayed by means of a quality approved sticker. The Despatch person is responsible for ensuring that the finished product is prepared with the necessary Delivery/Consignment Notes and delivered to the customer on the specified date. Stores personnel check stock levels, carry out inspection requirements. Detailed documented procedures are provided in the Quality Procedures Manual under QP 5
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5. SECTION TITLE :  MANAGEMENT RESPONSIBILITY
RESPONSIBILITY AUTHORITY AND COMMINCATION
5.5.1.7 Material Testing
Where ever possible raw materials are purchased from suppliers who are registered under the International Quality Standard BS EN ISO 9001 : 2008.  The Company utilise basic test and measuring equipment calibrated to the National Standard to verify material and performance with the specification. Detailed documented procedures are provided in the Quality Procedure Manual under QP 5
5.5.2 Management Facilitator
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 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 ensures that all actions agreed such as meeting are undertaken. He reports to the Managing Director on amendments for possible adoption, and is responsible for inspection, measuring and test equipment. He collates details of nonconformances from any source and reports them with proposed solutions to the meeting of the Quality Management Team. He Certifies the implementation of the solutions. He supervises the maintenance of the Quality Records, maintains training records and trains new staff in the Quality System.
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5. SECTION TITLE :  MANAGEMENT RESPONSIBILITY
RESPONSIBILITY AUTHORITY AND COMMINCATION
5.6.1 MANAGEMENT REVIEW MATICMEDIA management shall review the organisation’s Quality Management System, at defined intervals of every 3 months, to ensure its continuing suitability, adequacy and effectiveness. The review shall include assessing opportunities for further improvement and any need for changes to the Quality Management System including the Quality Policy and Objectives in meeting the quality policy and objectives records of such reviews will be maintained.
5.6.2 REVIEW INPUT The input of these reviews shall comprise of the management committee which is chaired by the Managing Director. These reviews shall include information on:
(a) The Quality Facilitator reports results of audit findings, that have been carried out for the previous quarter
(b) The committee discuss customer feedback and decide on any recommendations related to the resource needs that is related to the product that is related to the customer’s requirements.
(c) The committee discuss process performance related to the product so to ensure its conformity.
(d) Any follow-up actions from previous management review meetings shall be discussed to ensure any preventive and corrective actions that were raised.
(e) Any changes that are needed to improve the Quality Management System shall be discussed and recommended for improvement.
(f) Changes to Quality Policy and Quality Objectives
5.6.3 REVIEW OUTPUT The output from management reviews will include any decisions and actions related to the improvement and the effectiveness, and to enhance customer satisfaction by meeting our customer requirements.
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5. SECTION TITLE :  MANAGEMENT RESPONSIBILITY
RESPONSIBILITY AUTHORITY AND COMMINCATION
5.6.3 REVIEW OUTPUT
Review outputs include
(a) Decisions taken on any non conformances which have been identified.
(b) Results of corrective and preventive actions arising from such complaints.
(c) The effectiveness of any changes made to the Quality Manual, Quality Procedure Manual or the Company’s Quality Policy.
(d) The distribution of new or altered quality records.
(e) The results of internal audits.
(f) The results of any training received by personnel.
(g) Any resource needs identified.
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6. SECTION TITLE :  RESOURCE MANAGEMENT
6.1 PROVISION OF RESOURCES.
MATICMEDIA shall determine 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 quality audits.
6.2 HUMAN RESOURCES
6.2.1 General
Personnel performing work affecting conformance to product requirements shall be competent on the basis of appropriate education, trained skills and experience. Conformity to product requirements can be affected directly or indirectly by personnel performing any task within the quality management system.
6.2.2 COMPETENCE TRAINING AND AWARENESS
6.2.2 (a) The company will determine the necessary competence for personnel performing work affecting conformity to product requirements.
(b) Where applicable provide training or take other actions to achieve the necessary competence.
(c) As new materials become available and technological advances are made in the design of new machinery further training will be provided as necessary.
(d) Records of all training given to all personnel are maintained and are reviewed at 3 monthly management meetings including an evaluation of the effectiveness of any training provided.
Details and methods for responsibilities for training have been documented in the Quality Procedure Manual QP 6
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6. SECTION TITLE :  RESOURCE MANAGEMENT
6.3 The Company shall determine and plan the production of products and servicing processes which directly affect product and service quality and shall ensure that these processes are carried out under controlled conditions. The company will ensure that the environmental conditions within the workplace are such that the quality of the product is maintained and provide supporting services (such as transport, communication or information systems).
6.4 WORK ENVIRONMENT
The term “work environment” relates to those conditions under which work is performed including physical, environmental and other factors (such as noise, temperature, humidity, lighting or weather). The Company will ensure that:
(a) Documented procedures will be written which define the manner of production, delivery and servicing, where the absence of such documented procedures could adversely affect quality.
(b) Documented Procedures will exist to define the requirements on personnel, equipment, test, inspection, standards or workmanship and control of documentation.
(c) Suitable process parameters and product and service characteristics will be monitored and controlled.
(d) Equipment shall be suitably maintained to ensure continuing process capability and maintenance of machinery will be recorded.
Details and methods for responsibilities will be detailed in the Quality Procedure Manual QP 6.
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7. SECTION TITLE :  PRODUCT REALIZATION
7.1 PLANNING OF PRODUCT REALIZATION
MATICMEDIA have identified the need to establish processes and documents, and to provide resources specific to the product and has established and maintained documented procedures needed for planning of product of product realization and to control and verify the design of services to ensure that the specified requirements of the processes are met by the Quality Management System.
(a) Quality Planning activities are identified through documented Quality Procedures and Job Cards.
(b) Quality plans will be drawn up when specified by a customer and will be drafted by the Quality Facilitator in line with contract requirements and will detail processes or documented procedures as applicable.
(c) Inspection activities will be carried out in order to verify that specifies requirements for product are met and inspection records shall be kept as evidence of such activities having been carried out.
7.2 CUSTOMER RELATED PROCESSES
7.2.1 Determination of the requirements related to the product
(a) MATICMEDIA has determined and maintained documented procedures specifying the requirements specified by the customer for delivery and post delivery activities.
(b) Requirements not stated by the customer but necessary for specified or intended use, not known, Statutory and regulatory requirements applicable to the product and to ensure they conform to existing legislation and any additional requirements that are considered necessary by the organisation.
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7. SECTION TITLE :  PRODUCT REALIZATION
7.2.1 Post-Delivery activities include, for example, actions under warranty provisions, contractual obligations such as maintenance services and supplementary services such as recycling or final disposal.
7.2.2 Review of the requirements related to the product
MATICMEDIA shall review the requirements related to the product. This review will be conducted prior to the commitment of all orders or services to ensure that:
(a) The requirements are adequately defined and documented where no written statement of requirement is available for an order received by verbal means, the order requirements will be agreed before acceptance.
(b) Any difference between order requirements differing from those in the tender will be resolved.
(c) The Company has the capability to meet the contract/order requirements.
Where any requirements to contract are changed the Company shall determine hoe amendments to contracts are made correctly and transferred to the relevant personnel and all functions concerned.
Details and methods and responsibilities for review of requirement related to the product have been documented in the Quality Procedure Manual.
7.2.3 Customer Communication
MATICMEDIA has established and implemented effective arrangements for communicating with customers in relation to:
(a) Communicating with the customer so that the process of the supplier working together with the customer to effect any changes that the customer wants to make to the product.
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7. SECTION TITLE :  PRODUCT REALIZATION
7.2.3 CUSTOMNER COMMUNICATION
(b) Enquiries/orders are received into the company from potential or established customers through the post, by telephone or by telex. On the receipt of an order documentation is prepared by the relevant personnel. The contract is carefully examined to ensure the requirements are adequately and clearly defined. Requirements differing from those contained in the tender/quotation are resolved in conjunction with the customer so that the contract implications can be studied to make sure the contact can be fulfilled.
(c) Should any amendment to a customer’s contract be required the sales staff shall immediately recall and dispose of all paper work relating to the original contract. The amendment shall be examined to ensure the contractual implications can be fulfilled and the customer shall be notified of the result of the review.
(d) Amendments to customers contracts may, under certain circumstances, not be possible depending on the nature of the amendment. The company will endeavour to accommodate amendments to customer’s contracts where possible.
(e) Ensure that all product information feed back from customers relating to any specific design changes are detailed and written down precisely to ensure good after sales backup.
(f) The company stress the importance of good customer/supplier relationship. The company shall ensure that any customer complaint that is received is dealt with promptly and thoroughly and ensure that results of any complaints are related to the customer within a period of five working days, whenever possible.  
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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 procedures pertaining to this section. Designs for road traffic signs are not original and are based on specific layouts determined by the clients and regulatory requirements. 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
MATICMEDIA has established and maintained documented Quality Procedures that ensures that the purchase of products conforms to the specified purchase requirements. The type and extent of control applied to the supplier and the purchase product shall be dependent on the effect of the purchased product on subsequent product realization or the final product. MATICMEDIA will evaluate suppliers based on their ability to meet the company’s requirements including the Quality Management System and specific Quality Assurance requirements. Criteria for selection and re-evaluation will be established. Records of the results and necessary actions arising from any evaluation will be maintained.
7.4.2 PURCHASING INFORMATION
Purchasing documents shall contain data clearly describing the product ordered, including, where applicable:
(a) The type, class, grade or other precise information.
(b) The precise specifications, drawings, process requirements, inspection instructions and other relevant technical data, including requirements for approval or qualification of product, documented procedures, process equipment and personnel.
(c) The title number and issue of the quality system standard to be applied.
Purchasing information will be reviewed and approved for adequacy of the specified requirements prior to release.
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7. SECTION TITLE :  PRODUCT REALIZATION
7.4.3 VERIFICATION OF PURCHASED PRODUCT
MATICMEDIA have implemented and documented inspection procedures to establish that the purchased product meets the specified purchase requirements. Where the organisation or its customer indents to perform verification at the suppliers premises MATICMEDIA will state the intended verification  arrangements of product purchasing information.

7.5 PRODUCTION AND SERVICE PROVISION
7.5.1.1 CONTROL OF PRODUCTION AND SERVICE PROVISIONS
MATICMEDIA will determine, plan and carry out production processes which directly affect product quality and ensure that these processes are carried out under controlled conditions. Controlled conditions will include:
(a) Documented procedures which describe the characteristics of the product.
(b) The availability of work instructions as necessary.
(c) Reference standards/codes quality plans and/or documented procedures will be complied as necessary.
(d) Suitable monitoring and measuring equipment will be monitored and controlled.
(e) Documented Procedures will define appropriate methods for the protection of product quality after final inspection and test. This include to extend protection to include delivery to destination where contractually required.
(f) All service and maintenance activities will meet specified requirements and will be controlled as regards performance, verification and reporting.
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7. SECTION TITLE :  PRODUCT REALIZATION
7.5 PRODUCTION AND SERVICE PROVISIONS
7.5.1.2 (a) Payment is made by cash, credit card, electronic transfer or as an addition to an existing account, where applicable. 
(c) Stock levels are automatically updated through the computer system as goods leave the premises.
7.5.2 VALADATION OF PROCESSES FOR PRODUCTION AND SERVICE PROVISION
(a) Documented procedures will be written which define the manner of production delivery and servicing, where the absence of such documented procedure could adversely affect quality.
(b) Documented Procedures will exist to define the requirements on personnel, equipment, test inspection, standards or workmanship and control of documentation.
(c) Suitable process parameters and product and service, characteristics will be monitored and controlled.
(d) Equipment will be suitably maintained to ensure continuing process capability, and maintenance of machinery will be recorded.
7.5.3 IDENTIFICATION AND TRACEABILITY The company will determine products by suitable means at all stages from receipt to delivery of the product. This applies to all orders accepted by the company to ensure the identification at products at all stages throughout product realization. Product will be identified through all stages of storage and manufacture from drawings, job cards, labels and stickers where appropriate.
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7.5.3 IDENTIFICATION  AND TRACEABILITY
Where traceability is required by contract, material released from goods Inwards will be serialised or identified in such a manner as to prove traceability to all necessary certifiable sources of origin.                                                                                                           
The company will ensure that records are controlled and maintained showing the extent of and findings of incoming, in-process and final inspection and test. Inspection and test records will be available as evidence that the customers specified requirements have been satisfied.
 The inspection status will be clearly identified , and designated storage areas by operators signing and dating product and inspection documentation as appropriate. Detailed instructions on labelling, other identification and isolation of non conforming product will be included in the appropriate documented quality procedures.
7.5.4 CUSTOMER PROPERTY
MATICMEDIA will control verification, storage and maintenance of customer supplied product for incorporation into supplies or for related activities. Documented procedures will be established and maintained for the control of customer supplied product. If any customer property is lost, damaged or otherwise found to be unsuitable for use the organisation shall report this to the customer and maintain records. MATICMEDIA does not absolve the customer of responsibility to provide acceptable product. Customer property can include intellectual property and personal data.
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7.5.5 PRESERVATION OF PRODUCT
MATICMEDIA will ensure correct handling, packaging and preservation of finished products at all times in order to maintain conformity to requirements.
HANDLING The Company will provide methods of handling of product that prevent damage or deterioration.
STORAGE Materials and products in Stores will be inspected at regular intervals to ensure its continuing suitability for use.
PACKAGING All packing, packaging and marking processes will be controlled to the extent necessary to ensure conformance to specified requirements.
PRESERVATION Appropriate methods for preservation and segregation will be applied to product at all times while it is under the control of the Company.
7.6 CONTROL OF MONITORING AND MEASURING EQUIPMENT
All inspection, measuring and test equipment used by the Company to demonstrate conformance of the product to specified requirements will be calibrated or verified or both at specified intervals (3 months). To ensure that the quality of the Company’s products is consistently maintained, a calibration and maintenance system will be employed, encompassing all inspection and process measuring equipment. The Operations Manager, or his nominated deputy, will be responsible for the calibration system. Inspection, measuring and test equipment will be calibrated at regular interval, established by stability and use. Records and results of calibration and verification shall be maintained and will be available to the customer or his Facilitator as required. Records of in-house calibration will show the degree of non-conformance found before any adjustment or re-calibration. Where product, accepted by equipment, is subsequently found to be invalid, has been sent to the customer, the customer will be informed of the possibility of the non-conforming product having been despatched.
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7.6 Confirmation of the ability of the computer software to satisfy the intended application would  typically include its verification and configuration management to maintain its suitability for use.
8. SECTION TITLE : MEASUREMENT, ANALYSIS AND IMPROVEMENT
8.1 Inspection activities will be carried out to demonstrate conformity to product requirements. Records will be kept as evidence of such activities having been carried out. This will apply to all inspection and test activities at the Company’s premises which are used to confirm conformity to product requirements or services supplied at any stage from receiving raw materials to production and despatch. 
The Company will determine the need for statistical techniques required for establishing, controlling and verifying process capability and product characteristics and will apply such techniques as appropriate.
8.2 MONITORING AND MEASUREMENT
8.2.1 CUSTOMER SATISFACTION
The relationship between the Company and its customers is of the highest priority. In order to maintain this, the Company will implement a procedure which will monitor both the customer’s perception and satisfaction. Monitoring customer perception can include obtaining input from sources such as customer surveys, customer data on delivered product quality, user opinion surveys, lost business analysis, complaints, warranty claims and dealer reports.
8.2.2 INTERNAL AUDIT
Quality Audits will be carried out periodically in order to verify whether quality activities and related results comply with planned arrangements and to determine the effectiveness of the Quality System.
Characteristics of Audits  The Quality System Audits are based on the quality requirements contained in this Quality Manual. The selection of auditors and conduct of Audits shall ensure objectivity and impartiality of the audit process.


MMQAM001                                                                          ISSUED BY : E. KEARNS
DATE  : FEBRUARY 2019                                                  COPY No  :1     REVISION : B   PAGE 35 OF 42
MATICMEDIA
QUALITY ASSURANCE MANUAL
8. SECTION TITLE : MEASUREMENT, ANALYSIS AND IMPROVEMENT
8.2.2  INTERNAL AUDIT
Scope and Planning of Audits
The audit frequency for the Quality System audits is at least once per year.
Audit Personnel
Audit personnel shall be suitably qualified to conduct quality audits and will be independent of the activity, where possible
Reporting of Results
A documented procedure shall be established to define the responsibilities and requirements for planning and conducting audits, establishing records and reporting results. Records of the audits and their results shall be maintained, The audit report will be distributed to the auditees concerned.
Decisions and Actions
The management responsible for the area being audited shall ensure that any necessary corrections and corrective actions are taken without undue delay to eliminate detected nonconformities and their causes.
Follow Up
The implementation of actions shall be followed by the Quality Facilitator by means of continuous monitoring. The result of follow up will be documented on the audit report.
Management Review of Audit Results
Results of audits and observations made during follow up will be presented at Management Reviews by the Quality Facilitator.
Records
One copy of the audit report, including notes made during the follow up, will be filed for a period of at least two years in accordance with the procedure for quality records.
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8.2.3 Monitoring and Measurement of Processes
The Company will determine the need for statistical techniques require for establishing, controlling and verifying process capability and product characteristics and shall apply such techniques as appropriate. The identification of the need for statistical techniques take place at Management Review, or if specified on a customer contract. When planned results are not achieved, correction and corrective action shall be taken, as appropriate. When determining suitable methods, it is advisable that the Company considers the type and extent of monitoring or measurement appropriate to each of its processes in relation to their impact on the conformity of the product requirements and on the effectiveness of the Quality Management System.
8.2.4 Monitoring and Measurement of Product
The Company shall monitor and measure the characteristics of the product to verify that product requirements have been met. This shall be carried out at appropriate stages of the product realization process in accordance with planned arrangements (7.1). Evidence of conformity with the acceptance criteria shall be maintained. Records shall indicate the person(s) authorizing release of product for delivery to the customer.
The release of product and delivery of service to the customer shall not proceed until the planned arrangements (see 7.1) have been satisfactorily completed, unless otherwise approved by a relevant authority and, where applicable, by the customer.
Receiving Inspection
Items received against purchase orders will be checked, inspected and identified using approved or documented test procedures. The extent or type of incoming inspection will be at the discretion of the Managing Director and will be determined by assessing the inspection carried out at the suppliers premises, by the documentation presented and by the supplier’s previous quality history. Items received scheduled for inspection, will be withheld from use, pending successful inspection and test.
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8.2.4 Monitoring and Measurement of Product
Receiving Inspection
Where incoming product is released for urgent production purposes prior to verification, it will be positively identified and recorded in order to permit immediate recall and replacement in the event of a nonconformity to specified requirements. Items rejected will be suitably identified as nonconforming with appropriate labels.
In-Process Inspection
The first steps towards assurance of quality will be the operators own check on the process operation just completed. This will be done with inspection instructions on job sheets and documented test instructions.
After successful inspection at any in-process stage of production, the inspection status will be indicated on the Job Sheet by the operators signature and date.
Any non-conformance found during in-process inspection will be recorded. Minor discrepancies may be corrected after discussion between the operator and operating management and will be recorded.
Where a non-conformance requires action the necessary corrective action will be decided by the Managing Director, or appointed person, and documented, approved and signed. Work will be marked with a Hold/Reject label and segregated pending a decision. If the decision is to accept as is, or scrap, this will be submitted to the Quality Facilitator, or his nominated deputy who will countersign and date the decision.
Where the decision is made to scrap, the product will be labelled and removed to a designated scrap area or receptacle.
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8. SECTION  TITLE : MEASUREMENT, ANALYSIS AND IMPROVEMENT
8.2.4 Monitoring and Measurement of Product.
Final Inspection and Test
All final inspection and testing will be carried out in accordance with the documented quality procedures to complete the evidence of the finished product to specified requirements. Such documented quality procedures will require that all specified inspections and tests, including those specified either on receipt of product or in process have been carried out and that the results meet specified requirements. No product will be despatched until all activities specified in the documented procedures have been satisfactorily completed and the associated documentation are available and authorised.
Inspection and Test Records
The Operations Manager will ensure that records are maintained showing the extent and findings of incoming, in-process and final inspection and test. Inspection and test records will be available as evidence that the customers specified requirements have been satisfied.
8.3 Control of Non Conforming Product
All product that does not conform to specified requirements will be prevented from unintended use or despatch to the customer. A documented procedure will be established to define the controls and related responsibilities and authorities for dealing with nonconforming product.
All product that does not conform to specified requirements will undergo a process of identification, documentation, evaluation and segregation (when practical), disposition and notification of the functions concerned in accordance with specified documented procedures.
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8.3 Control of Nonconforming Product
Where applicable, the Company shall deal with nonconforming product by one or more of the following ways:-
Review and Disposition of Nonconforming Product
Responsibility for review and authority for disposition of nonconforming product will be defined. All nonconforming product will be reviewed as per defined procedures and could be:-
(a) rework to meet the specified requirements
(b) accepted with or without repair by concession
©   regarded for alternative applications
(d) rejected or scrapped
(e) by taking action appropriate to the effects, or potential effects, of the nonconformity when nonconforming product is detected after delivery or use has started. When nonconforming product is corrected it shall be subjected to re-verification to demonstrate conformity to the requirements. Records of the nature of nonconformities and any subsequent action taken, including concessions obtained, shall be maintained.
8.4 Analysis of Data
The information collated from all activities within the Company, including internal audit results, customer complaints, corrective/preventive actions, and customer feedback will be discussed at Management Review Meetings which will be held on a 3 monthly basis. This information will also include the results from statistical data, when required. (see 8.2.3 and 8.2.4)
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8.5 IMPROVEMENT
8.5.1 Continual Improvement
MATIMEDIA will review this  Quality Management System at Management Review Meetings which will take place every 3 months, to ensure its continuing effectiveness and suitability in meeting the Quality Policy and its effectiveness. Records of such reviews will be maintained.
8.5.2 Corrective Actions
The organisation shall take action to eliminate the causes of nonconformities in order to prevent recurrence. The procedure will include:-
(a) Analysis of nonconforming processes or data;
(b) Analysis of processes and operations to detect the cause of the non-conformance
©  Provision for recording and stating the corrective action taken and reviewing such action to determine and verify its effectiveness;
(d)Provisions for defining all necessary re-testing or re-processing to validate modifications to process instructions;
(e)Submission of relevant and appropriate information for management to review the effectiveness of the corrective action taken
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8.5.3 Preventive Action
A Preventive Action System will be established to eliminate the causes of potential nonconformancies in order to prevent their occurrence. The procedure will include:-
(a)Analysis of process quality trends to prevent the development of nonconformancies;
(b)Provision for recording and stating the preventive action taken and reviewing such action to determine its effectiveness;
©Analysis of observations from Internal and External Audits and customer feedback;
(d)Submission of relevant and appropriate information for Management to review the effectiveness of the action taken.
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