	Lift

Specialist
	Quality
	
	Issue

7
	Date

11.01.12.
	Approved

PC

	Limited
	Manual
	
	
	
	



1.0 Distribution

The Service and Administration Director holds the master copy of this manual. There are no additional copies, however, any employee or customer may view the master at any time.

2.0 Amendment Record

	Date
	Issue
	Details
	Authorisation

	10th August 2000
	1
	Original Issue
	PC

	2nd March 2003
	2
	Modified for ISO9001 ; 2000
	PC

	21st November 2003
	3
	Change in Procedure 6
	PC

	25th August 2004
	4
	Address change

Controlled copy holders now

 S&M Director

Change to scope to include

design

Responsibility changes
	PC

	1st May 2007
	5
	Complete rewrite
	PC

	3rd December 2008
	6
	Modified for ISO9001:2008

Preventive actions clarified

Service and Administration

Director was Service and

Maintenance Director

Control of non

conforming product added to

flow chart
	PC

	11th January 2012
	7
	Env & H&S added to process 

Flow

Iss level added to policy 

Date removed from policy
	PC


3.0 Scope 

The Quality Management System described in these manual covers:

The design, supply, installation, test, service and refurbishment of lifts.

and is designed to comply with the requirements of:

ISO 9001:2008 and requirements imposed by any applicable regularity authorities or customers

There are no exclusions

Some processes may be outsourced e.g. installation, servicing etc. 

All sub contractors used will be approved through our Supplier Selection Procedure 

4.0 Process Flow and Interaction

Note: Control of non conforming product is described in each relevant procedure

	
	
	











	
	


5.0  Quality Management System

The Quality Management System is formally documented and arranged in three tiers:

Tier 1 - Quality Assurance Manual, including Policy Statement

This is the policy-level document demonstrating all requirements of the Quality System Standard and describes the scope of the service provided, its operating structure and principal quality-related responsibilities. Where appropriate, each section of the manual identifies the relevant quality assurance procedures, which form the second level of quality documentation. A flowchart of how processes are linked is also maintained.

Tier 2 - Procedures

These documents define the requirements of the Quality System Standard as applicable to each process. Each procedure identifies appropriate quality records and other documentation required providing traceability and verification of the company quality system..
Tier 3 - Quality Records 

Records that are retained for possible future reference.

6.0  Management Responsibility

Management Commitment

The Service and Administration Director is responsible for:

1. Communicating to staff the importance of meeting customer, statutory and regularity requirements

2. Establishing the Quality Policy and Objectives.

3. Holding management reviews and for working to achieve continual improvements.

4. Ensuring that adequate resources are available to implement and maintain the Quality Management System.

Quality Policy – Issue 7


It is the policy of Lift Specialists Ltd, to provide its customers with a high quality service and to meet contractual specifications and requirements. Where applicable, these services will conform to relevant National and International Standards or regulations.

The corporate objective of the company is to achieve long-term profitability by providing the highest possible level of service to our customers. It is also the policy of the company to ensure that all services are executed throughout in a manner, which sets and maintains a level of quality and service consistent with the requirements and expectations of the customers at all levels of the company. The company will also strive to continually improve its products, services and processes to enhance customer satisfaction.

The quality policy is measured and reviewed through the quality objectives which are themselves set and reviewed by the Directors on a regular basis at Management Reviews. The implementation of the quality policy is the responsibility of every member of staff, starting with the Directors who take policy decisions, which enable the correct action to be implemented throughout the company. The Sales and Administration Director acts as the Quality Manager and is responsible for maintaining the implementation of the quality policy.

The Quality Assurance and the Quality Assurance Procedures Manuals are dynamic documents, which describe in an appropriate level of detail the policies, procedures and operating practices to be followed. It is mandatory that every member of staff must be familiar with the Quality Policy and the detailed procedures and practices which are applicable to their area of work within the company.

A copy of this Quality Policy and the Company Objectives statement is issued to all employees of the company.

The Quality Manual has the full support of the Management and, together with the supporting Quality Assurance Procedures ensures that activities are controlled in a manner compatible with achieving required service levels and obligations effectively. It is mandatory that all staff adhere to the documented procedures in order to achieve a consistent approach to Quality Assurance.

Signed: 
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 (Service and Administration Director)   

The Quality Policy statement is approved by the Directors and regularly reviewed at Management Review 

Quality Objectives

The quality objectives of the company are defined and subsequently reviewed at Management Review Meetings along with the quality system as a whole and any recommendations for improvement. 

Responsibility and Authority

Organisation Chart


The Office Manager maintains an organisation chart. 

Specific responsibilities and authorities and their interrelation are defined in individual procedures.

All Employees are responsible for ensuring that they carry out their designated activities and responsibilities in a competent and professional manner.
Management Representative

The Service and Administration Director is the Management Representative and has defined authority and responsibility for ensuring that the requirements of the quality system are established, implemented and maintained and reporting on the performance of the system to the management for review including any identified improvement needs. He is also responsible for promoting the awareness of customer requirements throughout the company.
PROCESS


INPUTS�


Training Procedure 8.1





Calibration Procedure 9.1





Document control and records Procedure  5.1 





Corrective and preventive actions / continuous improvement


Procedure 6.1





Environmental Manual & Procedures





H&S Manual & Policy
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Management Review


Procedure 7.2
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Procedures 2
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Service


Procedures 4
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Document control and records Procedure 5.1





Internal Audit Procedure 7.1





Corrective and preventive actions / continuous improvement Procedure 6.1
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