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Corrective Action

1.0
PURPOSE
To establish a system and instruction and assign responsibility for requesting, investigating, implementing and verifying the implementation of corrective actions.

2.0
SCOPE
Applies to all corrective action as a result of non-conforming material, customer returns, and processing problems.

3.0
DEFINITIONS
Corrective Action -- Action taken to prevent the reoccurrence of a problem or deficiency.

Preventive Action -- Action taken before a problem occurs so that it will be prevented.  The action may result from investigation of a similar problem, or from accumulation of information indicating a system deficiency.  This is carried out in the database called CAR.

4.0
PROCEDURE
4.1
Requests for corrective action shall be made based on the magnitude of the actual or potential problem and commensurate with the risks associated with it.  Not all non-compliances or non-conformities warrant a report or require a full and complete investigation.

4.2
Anyone may submit a corrective action request by contacting the President. If, based on the criteria established in paragraph 4.1, an investigation and corrective action is not warranted, the President shall inform the reporter as such.  
4.3  If the request warrants investigation, the President enters the request into the computer file CAREPORT, which assigns a report number, and forwards a printed copy of the report to the department determined to be responsible to investigate the root cause and determine the corrective action.

4.2.1
All customer complaints shall be documented on the Corrective Action Report Form, and specifically noted as such.  Where a complaint, or any other circumstance, raises a concern regarding the company's compliance with policies or procedures, or with the requirements of ISO/IEC 17025, an audit will be performed utilizing the verification evidence field in the CAR file.

4.3
The responsible party or Technical Deputy shall investigate the problem, determine its root cause, and with whatever parties are necessary, determine what actions are necessary to prevent this problem and similar problems from recurring.  The cause and correction action, along with the scheduled implementation date will be completed on the Corrective Action Report and forwarded to the President, who updates the computer file. 

4.4
Each month, the President shall look over the list of open Corrective Action Reports.  If a Corrective Action Report is past due, the President will investigate. 

4.5
The President shall follow-up as necessary to determine that the Corrective Actions have been implemented and is effective.  When acceptable, the request is closed out by completing the "Follow-up audit accepted by" and "date" in the computer file.  It is then the President’s responsibility or his Tech. Deputy to allow work to continue. 

4.6
Any changes to the Quality Manual or Quality System Procedures, as a result of Corrective Action Reports, shall be submitted at the Management Review Meeting. 

4.7
Corrective Action Reports are maintained as required in QP4.13.1, Control of Records.
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