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CV & PV CONSULTANCY ON QUALITY SYSTEMS LTD

  COURSE PROGRAMME

ISO 9001:2000    5 DAY COURSE

Day 1












0830 - 0900

Registration and Coffee






0900 - 0930

Introductions and review of course requirements



INTRODUCTION OF THE COURSE.

ADVISE DELEGATES OF THE ADMIN. ARRANGEMENTS, EMPHASISE   THAT ATTENDANCE FOR THE FULL DURATION OF THE COURES IS MANDATORY.

EXPLANATION OF THE CRITERIA FOR SUCCESSFULLY PASSING THE COURSE

A:   
COMPLETION OF COURSE AND SATISFY CONTINUED ASSESSMENT 

     
 (PASSMARK 70%).

B:   
THERE ARE A MAXIMUM OF 80 MARKS AVAILABLE, THE PASS MARK IS 70% (56 MARKS) AND YOU MUST ACHIEVE AT LEAST 40% IN EACH OF THE FOUR SECTIONS SECTION.
.

ABSENCE FROM PROGRAMME DISQUALIFIES DELEGATE FROM PASSING 

THE COURSE

STATE EVENING WORK TO BE MIN 1.5 HOURS FOR CASE WORK

ADVISE   POLICY FOR DELEGATES WHO FAIL THE EXAMINATION ONLY (RESITS).

DELEGATE INTRODUCTIONS ( 1 MINUTE PER DELEGATE ) EMPHASISE PUBLIC SPEAKING , VOICE PROJECTION AND BREVITY 

0930 - 1030

Quality Concepts and ISO 9000:2000 Definitions




THE MAIN DEFINITIONS OF QUALITY, QUALITY CONTROL AND QUALITY ASSURANCE TOGETHER WITH AN OVERVIEW OF QUALITY SYSTEM HISTORY, AND DEVELOPMENT TO MODERN DAY REQUIREMENTS

1030 - 1045

Break

1045 - 1115

The role of the Accreditation Bodies, 




Certification Bodies 

IRCA and IATCA

THE NATIONAL AUDITOR REQUIREMENTS RELATING TO THE COUNTRY, REFER TO UKAS / IATCA REFERENCE IN THE DELEGATES MANUAL, SECTION 4

1115 - 1145

Introduction to ISO 9001:2000 Reference Documents  


and Types of Audits.                                              
THE THREE STANDARDS, 9000, 9001, 9004.  EXPLAIN THE STRUCTURE OF EACH SHOWING THE CONTENTS, DELEGATES TO USE THE DOCUMENTS TO FIND SPECIFIC POINTS IDENTIFIED BY THE TUTOR.

IE, DEFINITION OF QUALITY, SELF ASSESSMENT AND IMPROVEMENT ANNEXES TO 9004

ExplainATION OF THE  types of audit, first, second and third party.

1145 - 1230
           ISO 9001:2000 Structure and Principles 
EXPLANATION OF THE REQUIREMENTS OF THE STANDARD, ITS COMMON STRUCTURE WITH 14000, THE EIGHT PRINCIPLES.  THE PLAN, DO, CHECK, ACT PRINCIPLE, THE PROCESS MODEL AND THE PROCESS APPROACH.
1230 - 1330

Lunch



1330 –1430                Exercise 1 - The Eight Principles                   
1430 - 1500                Exercise 1 - Review   

1500 – 1515

Break

1515 - 1800

ISO 9001-2000 requirements - relating to Clauses 4, 5, 6 ,7 & 8      

EXPLANATION OF THE REQUIREMENTS OF CLAUSES    4, 5, 6, 7, & 8  

INTRODUCTION OF PERSONAL EXPERIENCE WHERE POSSIBLE TO SHOW PRACTICAL APPLICATION OF CLAUSES                      

1800 – 1815

Break

1815-1845                Set evening exercise and close

INTRODUCTION OF SPECIMEN EXAM, DELEGATES TO COMPLETE SECTION ONE BY THE NEXT MORNING,

DAY 2

0830 - 0900

Review of Day 1 and Specimen Exam Section 1

          
0900 - 0945

Exercise 2 – Identification of Exclusions                 

0945 – 1000

Exercise 2  - Review


READ OUT EXERCISES, AND MAKE SURE DELEGATES UNDERSTAND THE AIM, CONFIRM SYNDICATE SIZES, COMPILE AND ARRANGE  SYNDICATES  FROM DELEGATES IN COURSE FILE AND THEIR PERSONAL INTRODUCTIONS 

NOMINATE A LEAD AUDITOR FOR EACH  EXERCISE .

(The recommended syndicate size is 3/4 delegates)

1000 - 1015

Break

1015 - 1045               Quality Management System Documentation


1045 –1145                Exercise 3 - Review of a Quality Manual 

ISSUE FDL QUALITY MANUAL - READ OUT EXERCISE AND ENSURE  DELEGATES UNDERSTAND THE AIM, EMPHASISE  CONTROL FUNCTION  AND CONTENTS  USING FLIPCHART , ALLOCATING ACTIVITIES BY SYNDICATE

1145 - 1215         
 Exercise 3 - Review  

DELEGATES PRESENTATION FOR   COMMUNICATION SKILLS AND  ANSWER CONTENT .

1215- 1230
    
 Exercise 3A - Flow charts                   

1200- 1330          
Lunch

1330 – 1400

Exercise 3A (continued) – Flowcharts

1400 – 1445               Processed Based Management/Leadership 

1445 -1545
           Exercise 4 - Auditing against ISO 9001-2000  
READ OUT EXERCISE, ENSURE DELEGATES FULLY UNDERSTAND THE AIM

ALLOCATE QUESTIONS EVENLY BETWEEN SYNDICATES,

DELEGATES PRESENTATION.

ACTIVE DISCUSSION ON ANSWERS PRESENTED.

1545  - 1600 
     Break

1600 - 1630
     Exercise 4  - Review

1630 - 1715
   Audit Preparation and Planning

1715 - 1730
    Break

1730 – 1800       Checklist Preparation and Exercise 5 – Checklist 

READ OUT EXERCISE. ENSURE DELEGATES FULLY UNDERSTAND THE AIM

HAND OUT BLANK CHECK LISTS, MARK THE CHECKLISTS 
RETURN MARKED CHECK LISTS WITH COMMENTS TO SYNDICATES.
1800 - 1830

Opening Meetings
           

1830  - 1915

Exercise 6 - Audit Programme and Opening Meeting Planning

READ OUT EXERCISE AND ENSURE DELEGATES UNDERSTAND THE AIM
1915 - 1930    

Set evening exercise and close

DELEGATES TO COMPLETE SECTION 2 OF SPECIMEN EXAM.

AND COMPLETE EXERCISE 6 

DAY 3

0830 - 0900

Review of Day 2 and Specimen Exam Section 2 
           
0900 -1000                Exercise 6 (continued) - Hold  Opening  Meetings

1000-1015

Exercise 6 - Review

COMMENT ON DELEGATES PRESENTATION FOR COMMUNICATION SKILLS AND  ANSWER CONTENT 
1015 -1030

Break

1030-1100

Conducting the Audit and Audit Techniques

 
THE NEED FOR:-

WRITING DOWN OBSERVATIONS/ COMMENTS  ON THE CHECK LISTS, 

SAMPLING TECHNIQUES / AUDIT TRAIL

TEAMWORK / REGULAR  COMMUNICATIONS 

CATEGORISING NCRS,   ( DEFINITIONS TO BE APPLIED)

AUDITOR TRAINING

1100 – 1145

Exercise 7 - Writing Checklists for Auditing Procedures

READ OUT EXERCISE AND ENSURE DELEGATES UNDERSTAND THE AIM
READ OUT REQUIREMENTS - HAND OUT BLANK CHECK LISTS, HELP DURING PREPARATION.  ON COMPLETION - MARK - RETURN MARKED CHECK LISTS WITH COMMENTS TO SYNDICATES. 
1145 - 1200

Non Compliance Reports



           
1200 - 1230

Exercise 8 - Raising Non Compliance Reports 
DELEGATES TO COMPLETE SECTION 4 OF SPECIMEN EXAM.

NOMINATION OF WHICH NCR PER GROUP.

NCRs TO BE COMPLETED ON TRANSPARENCY  FOR  INDIVIDUAL  PRESENTATION.
READ OUT EXERCISE AND ENSURE DELEGATES UNDERSTAND THE AIM

SAMPLE NCR ARE AVAILABLE FOR REFERENCE
1230 - 1330

Lunch

1330- 1400

Exercise 8  - Review

COMMENT ON DELEGATES PRESENTATION FOR COMMUNICATION SKILLS AND CONTENT AS NECESSARY
1400 - 1430

Team Meetings, Closing Meeting and Report Writing
            
1430 - 1515

Qualities of an Auditor and Auditor Code of Conduct                    
DISCUSS THE ADDITIONAL QUALITIES REQUIRED BY THE NEW STANDARD, INTERVIEWING TOP MANAGEMENT, SPECIALISED PROCESS KNOWLEDGE,  PROBLEM SOLVING TECHNIQUES ANALYSIS,  ETC.

DISCUSS  TYPICAL AUDIT PROBLEMS THAT MIGHT BE ENCOUNTERED  eg TIME DELAYING TACTICS, NON AVAILABILITY OF STAFF , MISSING DOCUMENTS, GUIDES  ETC.

1515 - 1530

Exercise 9 - Conducting the Audit       
ALLOCATION OF CASE STUDIES TO SYNDICATES. LARGE GROUPS OF  >6,  ONE PER DELEGATE -  SMALL GROUPS , 2 PER DELEGATE.

DELEGATES SHOULD IDENTIFY NCRs IN THIS CASE STUDY, WRITE THEM DOWN , WHAT, WHY ,CLAUSE, ON A4 PAPER,  AND THEN DISCUSS THESE WITHIN THEIR SYNDICATE.

READ OUT EXERCISE AND ENSURE DELEGATES UNDERSTAND THE AIM.
SYNDICATES  TO BE ADVISED THAT THEY MAY MAKE REFERENCE TO THE QUALITY MANUAL AND PROCEDURES FOR THIS EXERCISE.

1530 – 1545 

Break

1545 – 1700    
Exercise 9  (continued)  - Review audit activity progress

1700 –1715     
Break

1715- 1845

Exercise 9 (continued) - Review audit activities progress 

1845 - 1930

Set evening exercise and Close

DELEGATES ARE TO BE ASKED TO COMPLETE SECTION  THREE  OF THE SPECIMEN EXAMINATION AND COMPLETE EXERCISE 9

DAY 4

0830 - 0900

Review of Day 3 and Specimen Exam Section 3

      
0900 - 0930

Feedback of Auditor performance      

COMMENT ON DELEGATES PRESENTATION FOR COMMUNICATION SKILLS AND  ANSWER CONTENT

0930 – 1000

Review Audit Process

1000 - 1030

Audit Follow up and Subsequent Action and records               
1030 - 1045

Break

1045 – 1145               Process measurement & problem solving techniques
RELATE TO PRACTICAL EXPERIENCES WHERE POSSIBLE AND EMPHASISE THE NEED TO USE PROVEN STATISTICAL GATHERING AND PROBLEM SOLVING TECHNIQUES 

1145- 1230

Exercise 10 - Preparation of NCR , Audit Report and 

Closing Meeting Agenda            
READ OUT EXERCISE AND ENSURE DELEGATES UNDERSTAND THE AIM

IMPORTANCE OF :-

PRE CLOSING MEETING,  NCR CATEGORISATION  AND THE NEED TO  AGREE TO AGREE

1230- 1330

Lunch

1330- 1530    

Exercise 10 (continued) -  Presentation of Closing Meetings

15 MIN PRESENTATION BY EACH SYNDICATE

IDENTIFY AND ROLE PLAY MANAGEMENT TEAM POSITIONS, TIME KEEPING, AND STRICT USE  OF AGENDA  

1530 - 1545

Break

1545 - 1615

Exercise 10 (continued) - Feedback Review

SYNDICATES TO CONDUCT SELF CRITICISM , AND  PROVIDE CONSTRUCTIVE FEEDBACK.

COMMENT ON DELEGATES PRESENTATION FOR COMMUNICATION SKILLS CLOSING MEETING CONTENT  
1615 - 1645

Exercise 11 – Non Compliances,  Corrective Action review

READ OUT EXERCISE AND ENSURE DELEGATES UNDERSTAND
1645 - 1700

The Lead Auditor Management Role and Responsibilities,

and Leadership Style




    


REVIEW MANAGEMENT STYLE AND DISCUSS MANAGEMENT TASKS

1700 – 1715

Break

1715  - 1800

The Auditor Registration Scheme and how to apply

          
1800 – 1930    
Revision of  Auditing Process 

DAY 5

0830 - 0900

Review of Examination Format



        
ANSWER ANY DELEGATE QUESTIONS ON THE AUDIT PROCESS

REVIEW USING AUDIT PROCESS FLOWCHART.

0900 - 0945

Exercise 12 – Client Audit  Report 
READ OUT EXERCISE AND ENSURE DELEGATES UNDERSTAND.
0945 - 1030

Exercise 13  -  Revision Questions  
COMPETITION BETWEEN SYNDICATES TO GAIN POINTS BY ASKING REVISION QUESTIONS.  GIVE EXPLANATIONS WHERE THERE IS A LACK OF UNDERSTANDING. 

ACTIVE DISCUSSION AND USE OF STANDARD.
1030 - 1045

Break

1045 -1245

Exercise 13 (continued) -  Revision Questions

1245 -1300

Course Debrief, Review and Evaluation

DELEGATES TO COMPLETE COURSE FEEDBACK SHEETS.

COLLECT COURSE MATERIAL, CLEAN DESK ROUTINE ETC.
1300 -1400

Lunch

1400-1415

Prepare examination venue

1415 -1645

Examination (Allowing for language problems etc )

1700      

Approx. 
Close
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