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Section 2: Quality Management System Workbook

This ISO 9001 Quality Management System workbook is an
implementation tool and is intended to make your project as
easy as possible when implementing an ISO 9001 compliant
Quality Management System. The first steps in the process of
implementing your quality management system is for the
Management Representative to become familiar with the:

V 1SO 9001:2008 Standard

V Quality Management System Procedures and Record
Templates

V Implementation and training presentations

V Guidebook

There are eight stages to the implementation process which
include relevant checklists and implementation tools at each
stage. This workbook can be used and completed as part of
your implementation process.

The following training guides are included to be used in
conjunction with this guidebook:

V Guide to the Process of Implementing an 1ISO 9001
Compliant QMS

V Introduction to ISO 9001 Presentation

V With You All the Way 1SO 9001 Quality Manual 84 Slide
Presentation

V Internal Auditor Training Guide Clause 4 Quality
Management System
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Section 3: The Project Plan

Responsibility:

Senior Management
Quality Management System Steering Team
Management Representative

Senior Management should identify a steering team for the
project. It should be made up of managers from the different
areas of the organisation. The purpose of this team will be to
assign resources and responsibilities for the project as well as
providing leadership for the project.

Complete Form 1

Senior Management Team
Job Title Name Role in Team
Managing Director Chairman
Site Director Deputy Chair
Operations Manager Operations Reporting
Quality Manager Quality Reporting Management
Representative
Planning Manager Planning and Capacity Reporting
Distribution Manager Distribution Reporting
Maintenance Manager Services and Engineering
Finance Manager Financial Reporting
Human Resources Resource reporting
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Complete Form 2

ISO 9001 Implementation Steering Team

Steering Team Member Name Position
Management Representative

The Steering Team should now meet to become familiar with
t h iIS© 9GD1 Quality Management System Implementation
Wor kbooko and to tditsaddSQI8@ afnd c ommn

Implementation Plano
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You wil I f i nl8O 900ldmplemeatation Pfanol @ nf
the implementation tools folder

1S0 9001 Quality System ion Plan
Plaa/Document
mplement
Maintain

+ | Seniormanagement commit o implementing IS0

2001
2__[Acopyofthe 50 9001
3 | Senior Management Appoint a Management

4| e Management Representative becomes familiar

5 | ™eManagement Representative becomes tamillar
with the Implementation and training presentations
The Management Representative becomes familiar
6 | with the Guaiity Management System Procedures
and Record Temoiates.
The Management Representative becomes familiar
with the IS0 9001 implementation workbook
Senior Management Confirm thelr commitment to.
8 [quality and appoint an 1SO 9001 Implementaion Workbook Section 3: Forms 18 2
Stmering Tasm

The Powerpoint training guide “Introduction to 1SO

9001 to the Senior Team and your employees.

0| Secton &: Stage 1-Define your purpose of your | Stage 1 Form 1 Define the Purpose of your
oy

11 Section §: Stage 2 - Define your Policies and Stage 2 Form 2 Senior Management develop relevant

| 1

= I‘?‘w:rmsmzmmmm-m
Section §: Stage 4 Stage.
—

checklist
Using Stage 3 & Stage 4 Forms you should now be

16 |Section 5: Stage 5 - Define process ownership Stage § Form § Part 1 Define Process Ownership.
17 Stage § Form § Part 2 Define Process Ownership.

18 |Sections: stage s
Template. A
9 Quality
ystem.

20 | Section 5: Stage 7 - Define the Actiities Within Each | Stage 7 Form 7 Define the Activites Within Each
Process Process

21| Section 5: Stage 8- Define Monitoring and ‘Stage 8 Form 8 Define the Monitoring and

22 sectons: tage

23

2

26 | Senior management define the scope and.

28| Seskor mnagemert gl e eeubAmbameet o
27| Senior management provide adequate support to
25 | Senior management ensure there is adequate

29 |QMS responsibilies and authorites are documented|

31 |to estabiish, document, implement, maintain and

32 |Use Section 6: Quality Management System

33| Systems are putin place to control GMS documents.
racords

ensure that systems are in place to
emergency situations and

3% | operational procedures FrooRine
Management establish, implement and maintain
operational records

e o

Record Template Checklist to check the

&

and adequately trained in the requirements of the.

[ Use Workbook Section 7: Veritying the Quality ‘Section 7 Form 1 Confirm that the characteristics of

‘Section 7 Form 2 The gap analysis checkiist should

[UseSection 7: QWS Verification Part 2 - Intemal
Auditing.

[ Use our training presentation “Intemnal Auditor
Training Guide Clause 4 Quality Management

audit

o R P

The Internal Audit Schedule should be planned

areas of the Quality Management system including
[procedures, policies and activities.

Systems are putin place to verify thatthe FSMS s ;0. qug 010 Quality System Audit Form to record

sined auditocs.

The Management Representative should summarise

50 |and report the resuits of Internal Audits to the Senior
Team

‘Senior management now need to review the

pany

s

Management Review
suitabilty, adequacy and effectiveness.

need for amendments to the systems. The Minutes. Remember Corrective Actions and

63 |Follow Section 8: Part 1 Corrective Action

84 |Record your Corrective Actions
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Section 4: Introduction to ISO 9001:2008 Quality management
System Requirements

ISO 9001 is the only ISO 9000 standard for which certification
can be gained. It is intended for use in any organization
regardless of size, type or product including service. It provides
a number of Quality Management System requirements which
an organization needs to fulfil to achieve customer satisfaction.
It includes a requirement for the continual improvement.

For organisations with an established management system you
can choose to use our Quality Management System Template
and then follow our guide from Section 6 Quality Management
System Template.

Our PowerPointt r ai ni ng guide Al ntroduct.i
Presentationo should be used to I
employees.
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Section 5: Implementing 1ISO 9001 Starter Guide

For businesses without an established Quality Management
System we suggest following our eight stage Implementing ISO
9001 Process otherwise go to Section 6: Quality Management
System Template and use our tailor made system then follow
Section 7: 1SO 9001 Gap Analysis to assess the compliance of
your system.

Process of Implementing a Quality Management System

Section 5: Stage 1 - Define your purpose of your company
Section 5: Stage 2 - Define your Policies and Objectives
Section 5: Stage 3 - Determine the processes in the your
company

Section 5: Stage 4 - Determine the sequence of the processes
Section 5: Stage 5 - Define process ownership

Section 5: Stage 6 - Define Process Documentation

Section 5: Stage 7 - Define the Activities Within Each Process
Section 5: Stage 8 - Define Monitoring and Measurement
Requirements

Section 5: Stage 9 - Define the resources needed
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ISO 9001 Manual First Stage of Implementation Process

Stage 1 Form 1 Define the Purpose of your Organisation -
Senior Management to Complete

Formulate a checklist of Customers and Potential Customers that
meet your defined purpose

(ii)

Customer/Potential Customer Reco_rd I_Detalls of your action
and findings
Action
(i)
Interview Customers and Potential Customers Sales and Marketing
Managers - Feedback to the Senior Management Team
Customer/Potential Customer Reco_rd petalls of your action
and findings
Action
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Action [ Check with Customers to ensure your understanding of their
(i) requirements
Customer/Potential Customer Reco_rd I_Detalls S YOUlr EEel
and findings
Senior Management Team determine the requirements for the quality
management system
. Record Details of your action
Requirement o
and findings
Action
(iv)
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Section 5: Stage 3 Process of Implementing a Quality Management System

Determine all the processes
needed to produce the desired
Determine the processes in thefl outputs.These processes includ
your company Management, Resources,
Realization and Measurement,
Analysis and Improvement
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o Determine the processes
needed for achieving the
intended outputs. These
processes include :

o Management

0 Resources

o Realizatioro Measurement
o Analysis

0 Improvement

o ldentify all process inputs
and outputs, including your
suppliers and customers
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