	VOP

	Operating sub Process

	Sub Process updates or additions

	Created:
	22/10/17
	VM3COP01.2 
	Issue 1

	Revised:
	22 October 2017
	
	Page 1 of 2

	



SCOPE
This procedure is established to describe the system used within the company for the control of updating or adding new sub processes into the QMS system.
RESPONSIBILITIES
It is the responsibility of the Managing Director, to ensure that the contents of this procedure, and related procedures, are adhered to. 
NEW PROCESS PROCEDURE
Inputs,
 Requirements to add or change a process can come from any normal review/existing process.  E.g.
  External Parties review, a new risk or opportunity is found.
  QA Reviews
  Management reviews
  Stock Reviews
  Maintenance reviews.
Once it is determined a new process is required, management should decide where in the organisation chart the process should apply (VM3COP02.02).
Using the Employee Roles and Titles Admin screen:
Find the appropriate Title, and Click View Processes
Add in the new process and click add process
The new process header will appear in the list.
Find the new entry and click ‘Risk’
You will now be presented with a set of options to fill in.
If a new training course is required, See Human resources to get a new training course added.
Select if the process is simply a responsibility associated link. i.e. there are no related tasks / audits to be created.
If the employee training has already been selected, tick which employees have been trained, otherwise leave blank until they are trained.
Select the relevant internal companies the process relates to.
Select any external interested parties the process relates to.
Fill in the Scope / purpose of the new Processes.
Fill in and inputs required to perform the process.
Fill in the Expected Outputs of the process.
Likelihood of risk: Depending on how often the process occurs or should be performed or how likely the risk is to occur.
Severity of risk, how severe the risk is to the QMS.
Adding Tasks and Audits.
Click the Add button in the relevant section, a new window will open up to add in the Task notes, how the task should be close, whom should perform the task, and the frequency / start date of the task.
Same applies for the audit.
The frequency of the task/audit should be set with the risk likelihood and severity in mind.
Lastly if, applicable, the process should be linked to a VOP document, and potentially an Audit Document.
This will flag to management that a VOP or Audit top level document may need updating.
Also link any VM3COPS instructional procedures if applicable.
UPDATE PROCESS PROCEDURE,
There are a few ways to get to the Process Admin.
 Select the roles and titles admin,
 Find the Title of responsibility for the process, and click show processes.
 Find the Process in question and click review (last column)
 All sections can be updated. 
Note the top level QMS route map may require updating depending on the changes.
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