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1.0 PURPOSE

1.1 Tha purpose of this documented information s to establish & system o cormect identifled Root Cause or Most
Probable Causes of non-conformancas or nan-conformities and to take appropriate actions to sliminate the causes
of nen-conformition in order 10 prevent their recumence &s part of continual improvement of the Implemented Quakity
Management System (QMS)

2.0 SCOPE

2.1 This documented information Is applicable all throughowt the organzation and shall be used o comect
sources of nonconformity that may occur but not lIimited to the following conditions:

c Nonconformities identified during audits (intermal or extemnal)
d Correction for a lapse In the practice of &n existing documanted information or instuction,
6 Results of inspection and testing, monitoring and maintenance should there be a lapse of fallure to reach requiresd

target or objective.

. To initiste deovelcpment of new documaented information, work Instruction, forms or & standard, or @ revision of
existing document depending upon the gravity of the situation,

0. To inform concemed section beads of any external or customer complaints.

h. To request for a thorough analysis and countermeasure for @ given situation

|. To take actions to mifigate any consaquences arising from accidents, incidents and nonconformance.

| Others which affect the reliability and quadity of the services

2.2 This documented information also applies to the activities related to preparing, implementing and documenting
COMBCtive cHons ASSOCiated with the installations procasses, activities. and secvices, of elements of the QMS,

23 This aiso addresses planned actions taken formally or informally, to eliminate  potentisl
causes of nonconformities relating 1o the company’s Quality Management Systems
3.0 RESPONSIBILITY

3.1 It is the responsibility of subject department/sections/commitiess to review operations requinng corrective  actions
which affect the quality of product and services

32 It Is the responsibiity of the Top Management, intemal Auditors and Auditees/Process Owner 1o ensure thit
effective corective actions are implomented and sustained

4.0 DEFINITIONS OF TERMS

41 Comective Action- action taken to eliminate the cause/s of a detected nonconformity or
other undesirable situation in order 1o prévent recurrence.

4.2 Comective Action Report (CAR) = is Issued when there |s 8 nonconformity occurrence that needs to be
coordinated 10 concamed  depariment/section in order 1o establish corrective action,

423 Inttiator - any person who Initiates or makes a request for cormective action when a nonconformity, defect or
undasirable condition is noted to warrant such action

Masler Copy Samp: Copy Stamg Important Note ml‘;-w
LALAMES WD This documented Information Is 4
AN, not to be reproduced in any form gu— e

COPY without ; and shall not -
v be discarded unless superseded

1"
.
0

S et e el | ] 3
=

|
WD /m‘w I; by a revised Issue,




CALAMBA WATER DISTRICT
TITLE: NONCONFORMITY AND CORRECTIVE ACTION

&

DOC. NO. CWD-QA-002

| REVISION NO. 00 | EFFECTIVE DATE: Dec. 28, 2016

Page 5 of 7

44  Nonconformity the deviation/problem which octurred In the system or non-fulliiment
of the requirements,
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6.0 PROCESS DETAILS
8.1 CORRECTIVE ACTION REQUEST

6.1.1 CWD shall determine, [dentify the problem. and select opportunities for inpeovemeant and implement any
necessary actions to meet Customer requirements and enhance customer satisfaction. The methods for
dealing with corrective actions require a high level of accuracy and flexibilty. Rigorous regulatory and
traceability requirements exist in CWD implementing a Corrective Action system. Identify the problem where
corection and/or comective action is applicable

6.12 Sources of comective action can be:
SmmFulmhmmmm or misunderstanding of a requirement in a documentad information or

b cmummnmwuwuwmwmmoummmmm

c. Results of inopection, testing, monitoring and verification of maintenance and effectiveness should there be
o lapso of failure to reach required target and objective.

d. First time occurrence where & documented information er work Instruction is not available.

o. Delays - failure to meet a schedule means a fallure to mest a plan, which is nonconformity.  Process
requirements and targets are not met.

. Problems with Suppers - incomect and/or late deliveries and deliveries of poor quality Is a major problem.

9. Recurring problems on the product workmanship, environmental, occupational safety and health concems.

h. improving products and sorvices 10 mee! requirements as well as to address future needs and
expectations;

|, correcting, preventing or reducing undesired effects:

|- Improving the performance and effectivenoss of the quality managemant system.

NOTE: Example of improvement can Intlude correction, cormective action, and continual Improvemeont, break
through change, innovation and re-organization

6 1.3 Nanconformity and corrective actions

6.1.31 when a nonconformity occurs, including any ansing from complaints, CALAMEBA WATER DISTRICT
shall

react to the conformity and, as applicable

1) take action to control and correct i,

2) deal with the consequeances;

evaluate the need for action to eliminate the case(s) of the nonconformity, In order that i does not

TOCLI OF OCCur

a)

b)

sisawhere, by,
1) reviewing and analyzing he nonconformiy,
2) detormining the causes of the i
3) determining If similar nonconformities exist, orcoddponmmw
¢ Implement any action needed:;
d)  review the effectiveness of any comactive action taken;

o)
n

update risks and opportunities detarmined during planning, If necessary,
make changes 1o the quality managoment system, if necessary,

6,1.3.2 Corrective action shali be appropaate 1o the effect of the nonconformities encountersd
6.1.3.3 The organization shall retain documented information as evidence of.

a)

the nature of nonconformities and any subsequent actions taken,

b)  the results of any corrective actions.
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§.1.3.4 A Corrective Action Report shall be generated within 7 working days for non- conformance noted during
the audit, CAR shail be an Important part of any activities related 1o preparing, implementing and
documenting corective actions associated with the Installations processes, activities, and services, of
olements of the QMS,

6135 A nonconformance shall be classifled as follows.
81351 Major non-conformance with a contract requirement, decumented information or ISO Standard
mnummmwmummammummmymwb-mm

10 specified requirements.
61352 Minor nonconformance, there is 4 present system but many simitar non-conformances waere seen
that show that the system (g in danger of breaking down,
81353 Observation, Ihere is & present system but need to improve and IU's initially not considersd a
deviation, but can be a minor or major non-conformance If not taken care of

6.2 CAR INITIATION SECTION

821 A CAR shall be mitiated by a stalf sddressed to those concemed when thare (s any nonconformity

ocourrence
822 Intiator shall sccomplish the CAR form, A control number shall be asaigned by the respective Intemal

Auditor/ concemed section/department for control, reference and tracoablity purposes.

Wheroin  issuance of contol number shall be In accordance  with  the

following guidelines:

P i
i Assignod consecutive number o.g. 001
Last 2 digit of current year o ¢, 12 for year 2012
» Coding for type of nonconformance
1A = Intemnal audit Finding
EA « Extornal audit finding
MR — Managemant Review issue related

PA~ Procass audit inding
CF - Customer feedback or complaint

Note: CAR number issued 10 suppliers and customers are controlled through CAR Tracking.

623 CAR shall be reviewed and approved by the Depariment Manager of the staff who initiated the action
request pror submission to the concermedintermal Auditor lssued CAR shall be recorded on the
Corrective Action Report Tracking.

6.3 CAR RESPONSE SECTION
631 CAR recipiontAucites shall investigate/evaluate to make a detailed analysis of the cause ol actyal
nenconformity occurrence and shall establish/propose corrective action(s) needed. Action shall
appropriate and equal to the magnitude of problem that occurred, customer satisfaction, reliabdity of the
product and services and environmental protection

3

procass in determining the cause of the actual or potential nonconformity. Analysis may cover the proceas
work operations, and or customer complaints on the defect so aa to eliminate the cause of nonconformity.
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On the work environment perspective, analysis may cover conditons arising from performance of o task,
results of monitoring and measurement, legal requiramants and deviations from documented information.

633 Necessary controls shall apply within the affected areas and ensure that the comective action taken Is
offoctive and Implemented accordingly 10 provent rcusrence.

8.34 Comective actions may somatimes affect exssting documents. In such cases, afected documents shall be
updated.

635 Response to action plan/s shall identify the person In-charge and commitment date/s of implementation.
Established corrective action shall be reviewed and approved by the department manager responsibie for
the noted nonconformity prior 1o Implementation. In instances that the action involves other department/s,
roview and approval of concemed manager/head shall be obtained

84 CORRECTIVE ACTION REVIEW SECTION

64,1 Submit nccomplished CAR. Accomplished CAR shall be returmned to the Initistor, who In tum, shall review on
the appropriatenass of action plan/s presented by the reciplent/Auditee. Final dispositionimplementation of
corrective action indicated on CAR response shall be made within the allotted period. Mowever, if no
response was made, the CAR shall be ra-issued and elavatad to the noxt level

Note.

2) Ro-issuance of CAR may happen If the Recipient/Auditee faiis to answer the CAR to Auditor after the due dato.

b) If the Auditor found that CAR s not Implemented or result is not effective, re-issuance shall happen moreover,
CAR is being addressed to his/her superior (fo signify escalation) until CAR is considered as closed.

542 When final disposition is made, Initiator shall forward the report o Internal Audlit section for update on
status of issued CAR

Note: Committed date reflected on the CAR signifies to the penod the action was done.

543 Intiator andlor the Internal Audft group shall conduct verfication and review of comective action
effectiveness al loas! 5 days after actual implementation baaed on the following (but not limited):

6.4.3.1 Applicable monitoring repon

6,432 Concrete ovidence of the implementation of the proposed comective action,

6.4.3.3 No recurrenca of the noncanformity.

644 If document changes have not yot been completed on the date of verfication, it shall be reviewed and
verified on the actual date of completion stated on corractive action response.

6.5 CAR CLOSURE:

6.51 If corrective action taken proved to be sufficient, has corrected the noted nenconformity and has been
Implomented accordingly, the CAR shall be closed by indicating "CLOSED" on the action status, Result of
the corrective action review and assessment shall be approved by the Top Management. Audit personnel
shall then update the CAR tracking.

652 If corrective action taken i not sufficient to comect noted actual nonconformity, not implementad accordingly
of there is & recurrence of the same problem, the CAR shall be re-issued with the same control number but
olovated 1o the higher management lovel.

653 Re-ssued CAR ahall be processad the same troatment as new issuance.

8.54 The Reciplent/Auditee shall be Informed of the results of verification and assessment of the CAR

655 Issued CAR shadl be reviewed poriodically to:

6551 Monitor outstanding Cormective Action Request;

R
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6552 Analyze any nonconformity trands,
656 Report on CAR reviews and status shall be published and submitted to Top Management / Lead Auditor /
Audlt Team Leader,
857 Outstanding CAR as reflected on the Audit Summary Report or ocourrence of noncorformity trend shall bo
meymwmmmmwmwmmammmmmu
Immediate action

8 8 Continual improvement
6.6.1 CWD shall continually Improve the suitability, adequacy and effectiveness of the quality management system.
CWD shall consider the results of analysis and evaluation, and the outputs from management review, 10
doterming if there are neads or opportunitios that shall be addressad as part of continual Improvemant.

7.0 RECORDS RETENTION
7.1 Active Retention ~ indefindte (electronic and hardcopy)
7.2 Inactive/Archival Retention = shall be kept for 1 year or may requost for an extension as deomed necessary
(hardcopy); for electronic/soft file, It shall ba kept in A separate folder named obsolete master )

8.0 REFERENCES
8.1 150 9001:2015 QMS Standarg

8.2 15018011
8.3 Quality Manual (if with pre-existing/preferred)
8.0 ATTACHMENTS
9.7 Comective Action Request Form
9.2 Comrectiva Action Request Tracking
10.0 DISTRIBUTION LIST
Note 1: Select Relevant Recipient to Appear in below List,
COPY HOLDER NO. DEPT/SEC./COPY HOLDER
1. Office of the Board
1 General Manager
2 QA
3 Commercial
4 Engineenng
5 ADM Purchasing
6 ADM Warehouse
7 ADM Motor pool
8 Laboratory/ Quality Control Divisson
8 AOM HRO
10 Financeo
" Producton
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