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I
PURPOSE


The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for establishing standard procedures and workmanship standards.

II
APPLICATION


This procedure applies to Production and Quality Assurance, and to all other departments and functions that may issue standard procedures.

III
DEFINITION


Standard Work Procedures are manuals, procedures, sheets or posted signs instructing on how to carry out a process or perform a task.  They can instruct on how to set up and operate process equipment; change and inspect tooling; feed, fasten or handle materials; carry out an inspection or test; calibrate a measuring instrument; establish a record; and so forth.  Standard Work Procedures may also relate to administrative and other non-production related tasks.  For example, they may instruct on how to operate a computer program, enter an order, receive a shipment, file a drawing, conduct training, and so forth.  Standard Work Procedures may be issued by any department or function in the company, and may apply to any process or task.  Guidelines for identifying the need for work instructions are included in this procedure.

IV
PROCEDURE

1.
Identification of Need

1.1
The need for standard work procedures and workmanship standards for a given production process is determined on the basis of the following considerations:

- Ability to verify results of the process:  Standard work procedures may be required for special processes, i.e., those processes the results of which may not be fully verified by subsequent inspections (such as welding, plating, painting, casting, cleaning, etc.).

- Importance of the process: Standard work procedures are required for processes that are critical to the safety, fit and/or function of the provide supplies and services.  This may include packaging operations.

- 
Complexity of the process: Standard work procedures may be required where various process parameters have to be determined and/or maintained; where operators are required to program process equipment; where tool changes are involved; or where operation of the process requires specific process setup instructions or operating data.

· Process operator qualifications: Process operator qualifications, experience and training are considered in determining when work instructions are required, and how detailed they ought to be.  Qualification and training of all designated operators, including other shifts and possible replacements, are considered.

· History of quality problems: Standard work procedures may be required for processes that have a history of quality problems, especially when these problems can be directly attributed to the lack of adequate instructions.

· Acceptance criteria: Workmanship standards are required where the acceptance criteria for process output cannot be expressed in numerical values and/or they cannot be easily measured. For example, the appearance of silver brazed, welded or glued joints; colors and discolorations, texture, surface defects, etc.

1.2
The need for standard work procedures for other than production processes is determined on the basis of the importance and complexity of the process or task; the level of education, experience and training of personnel; and the degree and depth of the instructions already provided in the quality manual and operational procedures.

2.
Issue and Authorization

2.1
Standard work procedures are normally issued internally by the supervisor of the department that will use the instructions.  However, in matters concerning contract specification and services verification, only Production and Quality Assurance may issue work instructions and workmanship standards, regardless of where they are used.

2.2
Standard work procedures and workmanship standards are reviewed and are approved for use by the managers or supervisor who issues them.  The approval is indicated by identification of the issuing authority (signatures on paper documents and initials on electronic documents).

3.
Format, Control and Distribution

3.1
Standard work procedures and workmanship standards can be in the form of manuals, procedures, standards, data sheets, posted signs, photographs, product and material samples, and other such written documents and physical samples.  External documents, such as published standards or equipment manufacturer manuals, may be also used as work instructions.

3.2
Irrespective of their format, the title, number, code or other such identification uniquely identifies standard work procedures and standards.  They are also identified with a revision level, or date, to distinguish successive revisions of the same document or sample.  If the nature of the document is such that it is never revised, the revision level control is not applicable and is not required (for example, posted signs that are taken down or are replaced when they are obsolete or are changed; or equipment manufacturer manuals).

3.3
Distribution of standard work procedure may be recorded.  It can be indicated on the documents themselves, in computerized lists or databases, or in logs. Standard work procedures may be distributed to work areas, or individuals.
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