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1.0 GENERAL

1.1 INTRODUCTION

XYZ School District recognizes its responsibility as a provider of quality educational products/services.  To this end, XYZ School District has developed and documented a quality management system.  The quality system complies with the international standard ISO 9001:2008, Quality management systems – Requirements.  The quality system also complies with the following standards/regulations: [enter the titles of any other standards/regulations that apply to your school’s quality system (i.e., federal standards/regulations, state specific standards/regulations, etc.)]

The purpose of this manual is to provide comprehensive evidence to all customers, suppliers and employees of what specific controls are implemented to ensure product/service quality.  This manual also governs the creation of quality related documents.  It will be revised, as necessary, to reflect the quality system currently in use.  It is issued on a controlled copy basis to all internal functions affected by the quality system and on an uncontrolled copy basis to customers and suppliers. It may be issued to customers on a controlled copy basis upon customer request.

This manual is divided into eight main sections.  Sections 4-8 are modeled on the sectional organization of the ISO 9001:2008 standard.  Sections are further subdivided into several subsections representing main quality system elements or activities. 

__________________________________

(Name), Superintendent of Schools

EXCLUSIONS

General Policy

The XYZ School District quality system is tailored to our operations/processes, including all customer, and applicable statutory and regulatory requirements.  Requirements of ISO 9001 that are not applicable to the nature of our business are excluded from the scope of our quality system.

Procedure


1.0 General

1.1 Exclusion of an ISO 9001 requirement is permissible only when both of the following conditions are satisfied:

· The requirement must be limited to ISO 9001 Clause 7, Product Realization and

· Exclusion of the requirement will not affect our ability or responsibility to provide product that meets customer and applicable statutory and regulatory requirements.

2.0 Responsibilities

2.1 The Quality Manager is responsible for identifying those requirements of ISO 9001 that are not applicable to our business, and to recommend their exclusions from the XYZ School District quality system.

2.2 The Superintendent of Schools has responsibility for evaluation and approval of the exclusions. This evaluation and approval of exclusions are normally conducted during the management review process.  The details are explained in the Management Review Procedure. 

3.0 Identification

3.1 Any excluded requirements are identified in this section of the quality manual and reference the applicable clauses in the ISO 9001 standard.  In each case, there is also an explanation as to why the exclusion is applicable.

List of Exclusions

List exclusions here.  
1.2 SCOPE
The XYZ School District quality system applies to the design, development, production, and delivery of educational products/services. 

1.3 QUALITY POLICY STATEMENT

XYZ School District accepts responsibility for the complete satisfaction of its customers.  We exercise this responsibility through adequate training of our employees, adherence to proven procedures, total commitment to meeting and exceeding customer requirements, and maintaining an organizational culture that fosters continuous improvement.  Our objective is to deliver defect free educational products/services every time. 

__________________________________

(Name), Superintendent of Schools

1.4 DEFINITIONS

…………………………..

2.0 HISTORY

[Insert a brief school district history here]

3.0 SCHOOL DISTRICT CONTACT INFORMATION
XYZ School District is located at: 

Phone:

Fax:

E-mail



Web Site:

QUALITY MANAGEMENT SYSTEM

3.1 GENERAL REQUIREMENTS

XYZ School District has developed, documented, implemented and maintains its quality system in accordance with the requirements of ISO 9001:2008, Quality management systems – Requirements.   XYZ School District‘s quality system is based upon a “process approach” to quality management and:

a) determines the processes needed for the quality system and their application throughout the organization;

b) determines the sequence and interaction of these processes (see Table 1.);

c) determines criteria and methods required to ensure the effective operation and control of these processes;

d) ensures the availability of resources and information necessary to support the operation and monitoring of these processes;

e) monitors, measures, and analyzes these processes;  and 

f) implements actions necessary to achieve planned results and continual improvement of the processes.

XYZ School District continually maintains and improves these processes in accordance with requirements of ISO 9001:2008, Quality management systems – Requirements. 

 

3.2 DOCUMENTATION REQUIREMENTS

3.2.1 GENERAL

XYZ School District's quality system documentation is comprised of:

a) documented statements of quality policy and quality objectives;

b) this Quality Manual, and all the procedures required by the ISO 9001 standard;

c) documented procedures required by applicable standards and regulations;

d) documents, including records, needed to ensure the effective operation and management of the processes.

e) records required by XYZ School District, by the ISO 9001 standard and any other applicable standards and regulations

The extent of XYZ School District's documentation depends on the:

a) organizational needs;

b) complexity and interaction of the processes;

c) competence of personnel performing the tasks.

Documents are maintained on various media such as paper, electronic, etc.
QUALITY MANUAL

The Quality Manual is the principal document that defines the quality system at XYZ School District.  It includes:

a) the scope of the quality system, including details of, and justification for, any exclusions; 

……………
3.2.2 CONTROL OF DOCUMENTS

XYZ School District identifies and controls documents required by the quality system according to the Control of Documents Procedure.  It ensures that documents:

a) are reviewed and approved for adequacy prior to issue;

b) are updated, reviewed, re-approved, and re-issued as necessary;

c) are identified with their current revision status;

d) are available at point of use;

e) remain legible, readily identifiable, and retrievable;

f) of external origin are identified and their distribution is managed;

g) that are obsolete are prevented from unintended use and are suitably identified if they are retained for any purpose.

Documents defined as quality records are managed per the Control of Records Procedure.

3.2.3 CONTROL OF QUALITY RECORDS

XYZ School District has established and maintains quality records to provide evidence of conformance to requirements and of effective operation of the quality system.  The Control of Records Procedure ensures proper identification, storage, retrieval, protection, retention time, and disposition of quality records.

All records are adequately maintained to ensure they remain legible, identifiable, and retrievable.  
4.0 MANAGEMENT RESPONSIBILITY

4.1 MANAGEMENT COMMITMENT

 XYZ School District’s management provides evidence of its commitment to the development, implementation, and continual improvement of the effectiveness of the quality system by:

a) communicating to the organization the importance of meeting customer, regulatory, and legal requirements;

b) establishing and documenting the quality policy and quality objectives as described in the Management Review Procedure;

c) conducting management reviews as described in the Management Review Procedure;
d) ensuring the availability of necessary resources.
Corrective and Preventive Action Procedurexe "Corrective and Preventive Action Procedure"
General Policy

The quality system at XYZ School District is geared toward the prevention of defects.  To this end, a formal corrective and preventive action system is utilized.  Root causes of nonconforming product, services, and quality system nonconformances are investigated, and corrective and preventive actions are implemented to prevent their recurrence. 

Procedure

1.0 Initiation of Corrective/Preventive Actions

1.1 Corrective actions may be requested when a condition, which is adverse to quality or which has the potential for product/process improvement is identified. This includes nonconforming material received from a supplier. 

1.2 Preventive actions may be requested when potential product/process problems are identified.

1.3 Any employee of the company can initiate a corrective/preventive action request by completing the top portion of the Corrective Action Request (CAR) form, but only the Quality Manager can issue a Supplier Corrective Action Request (SCAR).  The Quality Manager records all CARs in the Corrective Action Status Log and SCARs in the Supplier Corrective Action Status Log.

2.0 Customer Complaints

2.1 The Business Department is responsible for receiving, processing, and responding to customer complaints.  All received customer complaints are recorded in the Customer Complaints Status Log.  This includes nonconformances detected after delivery or when use has started.  

2.2 The Quality Manager evaluates every complaint and when relevant, requests implementation of corrective actions from the responsible function.  The Quality Manager, in conjunction with the Superintendent of Schools, determines the appropriate customer response.




3.0 Preventive Actions

3.1 When corrective actions are implemented or when a potential serious nonconformance is identified, similar parts, products, and processes are analyzed to determine the required steps for effective implementation of preventive actions.

4.0 Analysis and Approvals 

4.1 A thorough analysis of all related processes, operations, quality records, and specifications, which may have contributed to the deficiency, is conducted by the responsible function.  The investigation and analysis of the root cause and preventive measures shall be fully documented by the group or individual assigned to the problem.  The analysis shall include review of all applicable data and examination of product scrapped or reworked to determine the extent and cause of the problem, and analysis of trends in processes or performance of work to prevent nonconformances.

4.2 All problems are evaluated in terms of potential impact on production costs, quality costs, performance, reliability, safety, and customer satisfaction.  All problems are classified either minor or major.  Resolutions to all corrective and preventive actions are reviewed and approved by the Quality Manager.  Where the response is unsatisfactory, the corrective action request is re-issued.  The Quality Manager conducts periodic reviews/follow up to determine if the corrective and preventive actions have been implemented and are effective.
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