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1. Purpose and Scope

This procedure provides a method to address and resolve nonconformance. Managers, quality assurance, quality control and craft will find guidance and requirements to assure that nonconformances are identified and prevented from reaching the next operation and ultimately the customer. 

This procedure covers both nonconforming product and nonconforming processes to ABC’s quality management system. Nonconformances can be discovered at any point of project planning or production. This procedure includes our methods to identification, documentation, evaluation and resolution of nonconformance.
Significant occurrence of nonconformance by type or product is forwarded to the Corrective action system at ABC.
2. Responsibilities
 

2.1. Supervision
2.2. Management Representative
3. Procedure

3.1. Definition and documentation
Nonconformances covered by this procedure are those items or situations which cannot be easily corrected in less than 1.5 hours of time and/or involve material costs greater than $500. Apply this for product and for processes related to the quality management system.
3.2. Nonconformance Log

The nonconformance log is located on ABC computer servers accessible by supervisory level personnel. The Nonconformance log is retained (entries remain assessable) for a minimum of three years.
3.3. Identification, documentation, evaluation, resolution, disposition
3.3.1. Product

A nonconformance may be discovered by any employee in production who notifies the Shop Supervisor. The Shop Supervisor or designee attaches a red tag to the item or area in a way that clearly prevents the item from being worked on or included in production. The red tag records the date and brief identification of the nonconformance at a minimum.
When a nonconformance is identified, the Shop Supervisor must also assign a level to the nonconformance, but may consult the VP of Operations, the detailing Manager or the Project Manager depending on the nature of the nonconformance. 
Level One:  Requires input from the customer. Examples include:  splices, material substitutions, <add more specific descriptors here>.
Level Two:  Requires a drawing change and input from detailing management or project management. Examples include: attachment locations, <add more specific descriptors here>
Level Three:  All other nonconformances that can be corrected with time and materials. Examples include: <add specific descriptors here>
Any of the levels may be dispositioned by reworking the item, repairing it, using it as it is or scrapping the item. The level assigned will also determine who has the authority to decide on what is done (disposition) to resolve the nonconformance. An item that is repaired or reworked must be re-inspected by QC personnel and documented as a final inspection.
The Shop Supervisor enters the item into the nonconformance log and assigns a category.
a. shop error fit-up/material selection

b. shop error welding

c. shop error paint

d. shop error assembly/bolting

e. detailing error

f. <create your own categories>

3.3.2. Process

A nonconformance in the way something is done in any area of ABC. The nonconformance may be with a code/standard, a contract or an ABC company procedure/form/work instruction. The nonconformance may be suspected by any employee who then confers with their immediate supervisor to check and assess if a nonconformance exists. Supervisors enter the nonconformance into the nonconformance log. The area supervisor assigns a level per ¶3.3.1.
3.4. Analysis
The Management Representative reviews the nonconformance bi-weekly for trends and recurring problems with items and processes that may be opportunities for improvement. Some items may be entered into the corrective action system to eliminate the cause of recurring nonconformances.
4. Quality Records

· nonconformance log

· red tag
5. References 

· Corrective Action Procedure

6. Revision History

Changed paragraphs are marked with a bar in the left margin. General descriptions of changes are noted below.

	No.
	Date
	Description

	1
	11/15/04
	Original issue

	2
	12/1/04
	Added retention time for the nonconformance log


Commentary:
You may choose to give responsibility to a single individual or level of supervision to document nonconformance as this procedure has or to distribute responsibility. Choices can range from assigning responsibility specifically to quality personnel (QA or QC) or required that anyone and everyone both identifies and records product or system nonconformances. Assigning wide responsibility helps to contribute to capturing more nonconformances and gaining buy-in with direct involvement from more levels of the organization. It may however; lead to over documentation if the entire workforce is not training in what level of nonconformance is documented in your organization. Make sure that you find a way to define the level of nonconformances so that small items that are mistakes that are fixed quickly and are not recurring don’t clog your system.

It is not required that you assign levels to nonconformances. Large to medium size firms have found that they do not want to have only one position that determines what to do with all types of nonconformances. To address this, they have assigned levels to make those decisions easier. Make sure that the job descriptions support the qualifications of the positions that you have assigned to determine disposition of nonconformances.

Categorization of nonconformances is not required but Firms find it helpful in identifying methods to eliminate nonconformances and opportunities for improvement which are required by the Standard, (¶5.2.)

A log is not required by the Standard but may be the most efficient way to control nonconformances and identify improvements. The log that is kept electronically can be easily analyzed and new information added by different people. For example, the initial record can be made with just a simple enter in one or two columns and then final disposition can be added by the person with the right level of authority later and easily viewed by the person who must execute the fix. Here are some column or cell headers for a typical nonconformance log:
	Date
	project number
	Description of the item/situation
	category
	entered by
	disposition
	disposition by
	CAR?
	completed date



Choose a subset of these fields for the ‘red tag’ or other means of marking the nonconformance when product is involved.
�A clearly defined purpose is required by the Standard. 


�create a list here so that members of your team have a quick reference to see if their position description has responsibilities in this procedure. The titles and positions must be adjusted to reflect your organization and the titles that actually have responsibility in your administration. 


�Here is where you define how to perform the procedure. and execute the requirements.


�Records and forms that are generated when this procedure is used.


�Other procedures, work instructions, documents or portions of the quality manual that relate to this procedure.


�The detailed revision history table is not required. Some firms find that it is helpful to be able to keep a simple record of where their system has changed. A bar next to the changed text is the most common and simple method of assuring that " The revision will be clearly identifiable on all manuals and procedures and there will be a method for monitoring and identifying the latest revision" ¶8.3 
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