Quality Management System Manual

Quality management system (QMS) compliance standard

This documented Information (QMS Manual) is the intellectual property of M/s Jesus Training College
and must not be copied or reproduced in partly or fully without prior permission of the concerned
authority. Copying or xeroxing may lead to legal actions. This is a restricted document which can be
accessed only by the direct employees and those who are permitted by the authority.

Jesus Training College

Mala, Thrissur,Kerala-680 732

WWW.jesustrainingcollege.in




Quality management system (QMS) manual

Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 2 of 37

Documented information release

Table-01
Version Number (Issue No with revision no.) Effective Date
Initial Current Initial Current
1.0 1.0 24.07.2023 24.07.2023
Release Reviewed by Approved by
Signature
Designation System Coordinator Executive Director
Date Ms. Sheena Bhaskar Rev. Fr. Binoy Kozhippatt

Jesus Training College, Mala-QMS Manual



Quality management system (QMS) manual

Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 3 of 37

Contents
0.0 About Quality MANAGEMENT SYSTEIN ...ttt sses e s et s bbb bbb 5
L0200 050 076 L0 ot (0 N 5
0.0.2D0CUMENTALIONIEVELS ...covviviiiriiriirissi bbb 5
0.1 ADOUE INSTIEUTION. ...t ees e e es s e sees s s s RS ER R R R R 6
0.1.THiStOTry Of the OTZaniSAtiON .....ccrcereeuriereeuseieesseesesseesseseessesssesse s ssssssesssesss s bsse bbb st s s st s 6
L0050/ Yo7 L () 6
0.1.3 07 ZaANISAtIONICRATT oo ieeeeereeeeeeaeeseesestseessess et seses e s bbb s bR R ER R R RR R 7
LI 0 B 0T (] 010 P 8
0. 2. T BOUNAATIY ctreeureerreuseeneeeseessesseessesseessesssesseessessaessesssessessessesssessessse b ees s £ e s s Euse e ER £ 4eE R xR £ RS s £ AR RS AR seE s bbb s 8
L7072 0 0 b Uor=1 03 1 1117200 PSSP 8
0.2.3S5C0PE Of COTTITICATION. ...cuueeeerecereeeeueissetseeusetseesse et st ese et s bbb s s R s R bR e e 8
0.2.4INTETACTION Of the PIOCESSES .. iuuierinereeureereeseis et seess i bees bbb es s s s bR R bbb bbbt 9
0.2.5QUALIEY POLICY coueurrereeureesereenseeseessesseesseseessessessssssesseessessesss e s ses s e s s R RS E SRR s AR R e R b e e 10
0.2.6QUALITY ODJECLIVES ...cureeueereesreereesreseesseeeessessessesssesseesse s sssse s s ses e e s s s R E R R R s AR R R e 11
B0 SCOP ..ot R RS RS R R ER R ER RS RS RR AR R R R 12
2.0 NOTIMALIVE TEEETEIICES .........oeercerecemeemeeseeseesseesseesseesseesssesssesssess s sesssess e s s s e E AR E R R R e E e R R 12
3.0 Terms and defiNItIONS ... 12
4.0 Context of the OrganiSAtiONS..........ccoo ettt seee s ss e ss s bbb s s R bbb 12
4.1 Understanding the organisation and itS COMETEXL. ... seessessssessesssessssessssssssssssesssesssssesssens 12
4.2 Understanding the needs and expectations of interested PArties ... eenernereesseesssessessseesseesssessessens 12
4.3 Determining the scope of the quality Management SYSTEM ........ceneeeeneesneernsersesssessssessssesssesssessesssssssessens 13
4.4 Quality management SYSteM and itS PrOCESSES ......uueureerreesrereessesssessessesssessesssessessessssssessssssessssssssssessessessssssssesans 13
L0 T ) o] ) o 2P 14
5.1 Leadership and COMMUTIMENT ... ieueeereereesreesseeseessesssesssessssessesssessseesssssssssssesssesssessssesssessssssssssssssssesssssssesssssssssssssssass 14
5.1.1 =5 4T =) PN 14
51.2 CUSTOINIET FOCUS cvuvrvusemseersersensseesseessessseesseesssesssesssesssees s sssssssess s sssess s eessse e sssasssessseessesssesssee e smsasssesssesssseens 14
LI 1] | 2P 14
5.2.1  Establishing the qUAality POLICY ..ot s s ses e 14
5.2.2  Communicating the qUAlitY POLICY ....cerierrereenrerreesreeseesseeses et sssesses s s s es s sssssseans 15
5.3 Organisation roles, responsibilities and aUthOTIHIES ... seeeseens 15
L0 o P 11D 11 o PO 16
6.1 Actions to address riSks and OPPOTTUNILIES ..o reereureenreereer e es s ss s s ses e seens 16
6.2 Quality objectives and planning to achieve them ... 16
6.3 Planning Of CRANEES. ... ssseessesssess s sess s s s s R s R R 17
Q7 I 111+ 1) PO 18
8 B 201D 18
T 1L GENETIAL.... SRR 18
T 02 PEOPIE.. ettt RS R RS R e 18
7% T T § 0o ) (1) PPN 18
7.1.4  Environment for the operation of ProCesses.......... s ssees 18
7.1.5  Monitoring and Measurement FESOUTICES..........cii 18
7.1.6  Organisational KNOWIedge............ s 19
B 2 O10) 410 0T o) s Lo = PP 19
B0 T NV (=) 0 LT 19
WA S O00) 43001 o) Lof- 10 (0 ) o P T OO TTT 20
7.5 DoCUMENTEd INFOTIMATION ..ottt sses bbb s s s bt 20
ST R €T 1T 1 PPN 20
7.5.2  Creating and UPAATING. ...t esetees s ses e s ss s esss bbb s bbb s nens 20
7.5.3  Control of documented iNfOrmMation ... sses s ssssaees 20
8.0 OPEIALIONS ..ot e s s s R RS8R E SRR s R R AR R R R e 22
8.1 Operational planning and CONTIOL ...t es s ss bbb s s s nees 22
8.2 Requirements fOr Products aNd SEIVICES.....ouureureenrerreesreesessessessesssesssesse s sssssssssss s sssssessssssessesssssssssasssssseas 22
8.2.1 Customer COMMUIECATION ... s 22
8.2.2 Determining the requirements for products and SErvicCes..........oernenneeneeneenseesseeseesseees 23

Jesus Training College, Mala-QMS Manual



Quality management system (QMS) manual

Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 4 of 37
8.2.3 Review of the requirements for products and SErvicCes ... 23
8.2.4 Changes to requirements for products and SETVICES ...........oneoneeneenneinsesseensesssessssssesssssesseees 24
8.3 Design and developments of Products and SEIVICES.....urenernmeeseesseesseessessesssessssssssssssssssssssesssssssssssess 24
8.3.1 LT 1T i1 24
8.3.2 Design and development PIANIENG............o e ss s sss s nees 24
8.3.3 Design and develOPmMENT iNPULS ... s s s s bbb nees 24
8.3.4 Design and development CONIOLS............. s s ssssessessans 24
8.3.5 Design and development OULPULS ...t sss s sses s ss st sssssssesssssans 24
8.3.6 Design and development ChanNGES ... s eees 24
8.4 Control of externally provided process, products and SEIVICES......ueererererssessseesssesssessseesssessssssessees 24
8.4.1 LT 1T i 1 24
8.4.2 Type and exXtent Of CONETOL............. et e 25
8.4.3 Information for eXternal ProOVIAETS ...t eees 25
8.5 Production and service provision
8.5.1 Control of production and SErvice ProviSion ... 25
8.5.2 Identification and traceability ... 26
8.5.3 Property belonging to customers or external providers.......... . 26
8.5.4 PreSEIVATION ...t b RS R 26
8.5.5 POSt- dElIVETY ACHIVILIES .........oouieeeececee ettt b bbb bbb 26
8.5.6 CONEIOl Of CRANGES ... s s R s R e 27
8.6 Release Of ProdUCES AN SEIVICES ... rerreeseesseersseessessseesseessesssesssesssessssssssessssessesssss e sssasssessssesssesssssssessssssmsessees 27
8.7 Control of NON-CONfOIMING OULPULS ...ecurreuieueeseetseeseessessseessesssse e ssse s s sssessse s s s sssas bbb sssssssss s sasssssans 27
9.0 Performance EVAIUATION. ... sss s ss s ssssssssssssesssnes 28
9.1 Monitoring, measurement, analysis and eValuation ... ssssssssees 28
9.11 GEIIET ALttt bbb R AR AR R Rt e 28
9.1.2 Customer SAISFACTION.........cccir 28
9.1.3 Analysis and @VAIUATION ... ees s s s s 28
0.2 INTEIMNAL QUAIL ..euiveeeeeiseese et ses e s bbb bbb bR AR bbb s 28
0.3 MaANAZEIMENT TEVIEW...oiuiviieireressessesessessessessessesses st s s ss s R R SRR R SRR SRR SRR AR 29
9.3.1 LT3 1 1) o | P 29
9.3.2 Management FeVIEW INPULS ... s snens 29
9.3.3 Management FeVIEW OULPULS ... s 30
TO.0IMPIOVEIMIENIL........coceieeceen e es s ss bbb SsERER SRR SRR SRR SRR R s AR AR R 31
10.1 01 1<) o PP 31
10.2 Non-conformity and COITECtIVE ACION ... eeeeeeereesees e sseessees s sssess s sssssssssssssss s sssesssesssesssseens 31
10.3 CONLINUAL IMPTOVEIMENT ....rvurreereeereeseeseeseesssessseesseesseessesssesssessseesssssssesssessssssssssssesssesssessssssssesssessssssssssssesssesssasssseens 31
B 7L 11T, €1 o 32
T11.1ISO COMPIIANCE MALTIX w.curreureereeureeseesseeseeseeseessesssesseessesseessessessesssessesssessesss s s s s s R e s S s s R e R R b s bbb R b e s bR e 32
T11.2Terms and DefiNitioNS. ...ttt s bbb bbb b 35
2.0 AMEIIAINIEIIES......cocoueereeeeeeere st seesse s sss b ses s s s e b s bR eSS S R R s R bbb b 37
12. 1 AMENAIMENT RISEOTY cuvrvuiurierriueinreeseesseeseesseeseessesssesssesseesetsse s esse s s esse s ess e s s £ R RS SRR AR bbb s s e b np s 37

Jesus Training College, Mala-QMS Manual



Quality management system (QMS) manual
Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 5 of 37

0.0.1.4

0.0.2
0.0.21

0.0.2.2

0.0.2.3

About Quality management system

Introduction

M/s Jesus Training College, hereafter, it is called JTC has established a quality management
system (QMS) compliance standard ISO 9001:2015,

The purpose of this manual is to define, establish, implement, maintain, and improve the quality
management system for efficient and effective educational operational activities,

This apex manual is especially made for focusing on how the standard requirements are applied
in the Institution. Other documented information is established as objective evidence for the
implementation and its subsequent actions,

The QMS documented information is subdivided into 4 levels and is illustrated in para 0.2.
Documentation levels

The Quality management system (QMS) documentation is in 3 levels which is depicted below.
The documented information (DI) contains international standard (ISO standards)
requirements as well as Institution requirements,

The three-layer documented information details are illustrated below:

a. Level-01: Apex manual contains scope of certification, boundary, applicability, QMS
policy, interaction of the processes, compliance requirements of each clause etc,

b. Level-02: Procedures and Work instructions: It is a guideline to follow compliance of the
QMS requirements in line with international standards and Institutional requirements,

i. Common procedures are applicable to all departments,
ii. Standard operating procedures contain specific operational requirements,

c. Level-03: Formats contains all the objective evidence to demonstrate the compliance of
the international standards and organisational requirements including legal
requirements.

The 3-layer documentation of QMS is depicted in the figure-1.

Fig-01
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0.1 About institution
0.1.1 History of the Institution

Jesus Training College is a dream realization of the long- cherished desire of thousands of people in and
around the diocese of Irinjalakuda, Kerala. The Institution is for Teacher Education, affiliated with the
University of Calicut, owned, and managed by the Catholic Diocese of Irinjalakuda. Dedicated to the Holy
Name of Jesus, our Saviour, and the Eternal Guru, this temple of teaching and learning has already carved
a niche for itself in a short span of time in the educational scenario of central Kerala.

Irinjalakuda Diocese has a number of secondary schools, High schools, and higher secondary schools,
inter colleges, and colleges to train and educate its boys and girls as ideal citizens of our country and true
children of God, but it had no college for Higher studies till 1995. Realizing this urgent need of the time,
Mar James Pazhayatil, then the Bishop of the Catholic Diocese of Irinjalakuda has decided to establish
Bachelor of Teacher Education in Mala for the Emancipation and Empowerment of men and women in
the area.

Their Integrated Development is the objective of this Education project. The traditions of the Catholic
educational institution such as discipline, hard work, character formation, and value-oriented training are
well known and highly appreciated by all. The founding of the College in 1995 by Mar James Pazhayatil,
himself a teacher for years, was a memorable event in the history of the Diocese. The Catholic Diocese of
Irinjalakuda is known for its excellent services to the Nation in the field of education especially in the
southern part of India. Situated in a sylvan ambiance, remote from the hustles of the city, the college
relishes a cool and fresh breeze from the rustic rivulets and backwaters glittering in the sunshine, indeed
a blessing for serene and sheer intellectual exercise where learning is an exhilarating experience.

Jesus Training College also meticulously upholds and promotes such values. The present chairman and
patron of the college is his Excellency Mar Pauly Kannookadan, the second Bishop of the Catholic Diocese
of Irinjalakuda. Every student can confidently enter to JTC to be trained and formed as an outstanding
person with the hard work and whole-hearted co-operation. Jesus Training. College is under the
management of the Catholic Diocese of Irinjalakuda (Reg.No.GA1/D3/7861/94 dt. 29/10/1994) a
Christian minority community availing the minority rights guaranteed by the Indian Constitution. The
college makes enviable strides under the inspiring and able leadership of His Excellency Mar Pauly
Kannookadan. For the governance of the college, it has a managing committee of which the Bishop being
the Chairman and Principal, the Secretary of this committee. Besides the managing committee, the college
has an Advisory Board, and an academic council to plan and evaluate its activities.

0.1.2  Location

Jesus Training College

Mala P.O, Neithakudy

Thrissur District,
Kerala-680 732
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0.1.3  Organisation Chart

0.1.4 Services

== Admission

g Teaching

Board of
Governors

Manager

Executive
Director

|
Admin In System
Charge Coordinator
e QMS Team
resources

Principal

== Examination flgg Purchase

s Library

mw Laboratory

Event

management

0.1.4.1 The following B.Ed. courses (6 Optionals) are affiliated to the University.

moan o

English Education,
Malayalam Education,
Mathematics Education,
Natural science Education,
Physical science Education,
Social science Education.
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0.2 QMS perception
0.2.1 Boundary
0.2.1.1 The boundary of the Institution is given below in the Table-02:
Table-02
Door No. SF No. Village Panchayat Post office District State
273/16 4891/ 1_62'15’ Vadama Mala 680 732 Thrissur Kerala
0.2.2  Applicability
0.2.2.1 The applicability of the requirements of ISO 9001:2015 are determined below. The exclusion

justification is illustrated in the Table-03. This exclusion does not affect the Institution’s ability
or responsibility to ensure the conformity of its service and the enhance of primary and
secondary customer satisfaction.

Table-03
Exclusion Justification for exclusion
Clause No. Clause Title
Curriculum and syllabus are designed and developed by the
8.3 Design and development | University. This shall be followed by the Institution as per
the accreditation norms.
0.2.3  Scope of certification

0.2.3.1 The scope of certification is determined based on the requirements established in para 4.3
(clause No. 4.3 “Determining the scope of the quality management system”. The scope is
maintained as documented information in the Table-04.

Table-04

Scope of certification

To provide educational services for bachelor’s degree in education
(B.Ed.)
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0.2.4 Interaction of the processes
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0.2.5 Quality policy

Jesus Training College (JTC) has established Quality Management System (QMS) to meet the
compliance of the international standard ISO 9001:2015

Jesus Training College aims to be a premier educational institution to cater to teacher’s
education in this geographical arena by providing exemplary educational services to the
learners.
We are committed to achieve this by:

¢ Enhancing teaching skills to nurture the talent of learners with an emphasis on conceptual

understanding rather than learning for the completion of the course,

e Providing adequate infrastructure to support the learning process,

e Adapting innovative teaching aids and methodology for easy understanding of curriculum,

¢ Enabling conducive atmosphere to foster effective learning,

e Complying with relevant applicable requirements.

e Establishing quality objectives and its monitoring as a part of management system framework.

Continual improvement shall be achieved through robust management system application, skill
enhancement of faculty, interested parties’ involvement, planned audits and periodical review

mechanism.
Mala, Thrissur Rev. Fr. Binoy Kozhippatt
24.07.2023 Executive Director
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0.2.6 Quality objectives

To achieve pass out for the university examination,
To achieve distinction for the university examination,
To achieve students’ satisfaction level,

To impart a skill-oriented trainings for the students,
To impart skill-oriented training for the faculty,

To conduct seminar in the college,

To initiate doctorate degree for faculty,

To publish papers by teachers,

© © N ks W N

To invest teachers in library to enhance subject knowledge,

[UnN
e

To conduct outreach programme,

[UnN
=

To conduct community related trainings for interested parties,

[UnN
N

To conduct paper presentation by students,
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1.2

2.0
2.1
3.0
31
4.0

4.1
4.1.1

4.1.2

4.1.3

4.1.4

4.2
421

4272

Scope
ISO 9001:2015 specifies the requirements for a quality management system (QMS) when an
organisation needs to demonstrate its ability to consistently provide products and services that
meet customer and applicable statutory and regulatory requirements (can be expressed as legal
requirements) and aims to enhance customer satisfaction through the effective application of
the system.
These standards are applicable to any organisation regardless of its size, type, and activities. This
can be used in whole or in part to systematically improve management systems. However, claims
of conformity to this standard are not acceptable unless all its requirements are incorporated
into an organisations management system.
Normative references
[SO 9000:2015 -Quality management systems-Fundamentals and vocabulary is for QMS.
Terms and definitions
Terms and definitions are given in the annexure para 11.2 for the references based on the
standards IS0 9001:2015 and ISO 19011:2018
Context of the Organisations
Understanding the organisation and its context.
External and internal issues that are relevant to its purpose and its strategic direction and that
affect its ability to achieve the intended results of its quality management system are determined
through the SWOT (Strength-weakness-opportunity and threat) analysis,
The external issues such as cultural, social, political, legal, financial, technological, economic,
natural, market competition, etc are identified through PESTLE analysis,
The internal issues are governance, policies, capabilities, information flow, culture, working
time, overall performance, resource requirements, human competency aspects, operational
factors (process and product capabilities) etc. are identified through strength and weakness of
SWOT analysis,
The following documented information are established to demonstrate the compliance of this
clause,

a. SWOT: JTC/FM/MS-04
Understanding the needs and expectations of interested parties.
The interested parties (IP) relevant to QMS are determined. The interested parties (Person or
organisation that can affect, be affected by, or perceive itself to be affected by a decision or
activity) are as follows:

Students,

Parents,

University, Educational departments and other government bodies,
Employees,

External providers,

Board of Governance (BOG),

Schools,

Bankers and insurance agencies,

Visitors,

O 0N E WD

U=
e

Local community,

General public,

Certification body,

13. Others.

The needs and expectations of each interested parties are determined through discussion,
survey, review, compliance of requirements etc. and actions are taken accordingly. Some needs

[EEGEEEN
N =
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4.2.3

4.3

431

4.3.2

4.3.3

4.3.4

4.4
441

4.4.2

and expectations are mandatory, and it is incorporated as legal and regulatory requirements.
Needs and expectations are changing according to the unforeseen circumstances, trends,
changes in the markets etc. This is monitored and reviewed as and when required by the
concerned in charges. Suitable actions are taken and communicated in the management review,
The following documented information are established to demonstrate the compliance of the
clause:

a. Needs and expectation of IP: JTC/FM/MS-06.
Determining the scope of the quality management system
The boundaries are determined in para 0.2.1 and applicability is determined in para 0.2.2 and
maintained as documented information as scope of certification in para 0.2.3.
A copy of QMS certificate from the external body is displayed at the main gate security
office/Reception for the interested parties or will be issued in consultation with the Executive
Director on demand by the interested parties.
The justification of non-applicability of the clause no. 8.3” Design and development “is
established in the para 0.2.2 and its justification is included.
The following are considered for the scope of quality management system:

a. Internal and external issues: JTC/FM/MS-04,

b. Needs and expectation of interested parties: JTC/FM/MS-06,

c. The services of the Institution.
Quality management system and its processes
The quality management system is established, implemented, maintained, and continually
improved including the processes needed and their interactions in accordance with the
requirements of the international standard ISO 9001:2015,
The processes needed for QMS are determined and their application is ensured through the
following:

a. Determination of inputs required and outputs expected from these processes (It is

maintained in all processes),
b. Determination of the sequence and its interaction. (It is incorporated in everywhere
through charts). The interaction is depicted in annexure para 0.2.4,

c. Determination of criteria and methods needed to ensure the effective operation and
control of these processes,
Determination of resources (process model itself),
Determination of responsibilities and authorities: JTC/FM/HA-02,
Determination of Risk and opportunities,
Evaluation of the processes to ensure achieving the intended results (Documented
information given in each process).

@™o o
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5.0 Leadership
51 Leadership and commitment
511 General
5.1.1.1 Leadership and commitment are demonstrated by the top management through the following:
a. Taking responsibility and accountability for the effectiveness of QMS by maintaining
customer requirements,
b. Ensuring the QMS policy and objectives are established and are compatible with the
strategic direction and context of the organisation,
c. Ensuring the integration of QMS requirements into Institution’s operational processes
with risk-based thinking (Risk and opportunity assessment),
d. Ensuring the resources needed to establish, implement, maintain and improve the QMS
are available,
e. Communicating the importance of the effectiveness of QMS and of conforming to the
requirements (communication plan),
Ensuring that the QMS achieve its intended results or outcomes (Performance evaluation).
g. Engaging, directing and supporting persons to contribute to the effectiveness of the QMS
(rewarding system established),
h. Ensuring and promoting continual improvement,
i. Supporting other relevant management roles to demonstrate their leadership as it applies
to their area of responsibility,
51.2 Customer focus
5.1.2.1 Learner is the customer, also called primary customer (who receives the services directly). The
secondary customer is family ( who directly influence),
5.1.2.2 Leadership and commitment with respect to customer focus are demonstrated by ensuring
following:
a. Customer and applicable statutory & regulatory requirements are determined,
understood, and consistently met,
b. The risk and opportunities that can affect conformity to products & services and ability to
enhance customer satisfaction are determined and addressed,
c. The focus on enhancing students and parent’s satisfaction is maintained.
5.1.2.3 The educational Institution top management should identify and document the needs and
expectations of learners, defined as curriculum requirements that include learning outcomes
and specific performance indicators. Learners' requirements are often implied,
5.1.2.4 Learners’ curriculum requirements are designed by the University and the requirements of the
university are fulfilled; Customers are focused by attending customer complaints (in time.
Corrective actions/ are taken based on the feedback received from the primary as well as
secondary customers.
5.2 Policy
5.2.1  Establishing the quality policy
5.2.1.1 QMS Policy has been established, implemented, and maintained by the top management and it
is appropriate to the purpose, context of the organisation, supports its strategic direction,
5.2.1.2 The following commitments are included in the QMS policy:
a. To satisfy applicable requirements,
b. To continual improvement of established QMS,
5.2.1.3 The QMS Policy is authorised by the Executive Director, and it is maintained as documented

information in para 0.2.5.
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5.2.2.2

5.2.2.3

5.3
5.3.1

5.3.2

5.3.3

534

Communicating the quality policy.
This is communicated as per the communication process within the Institution. It is displayed at
the main gate for interested parties and will be provided on demand in consultation with
Executive Director for interested parties according to the purpose,
The awareness of QMS policy requirements has been created through trainings, briefing, display
of QMS policy in local language among students, employees, and external providers,
The following documented information are established to demonstrate the evidence of this
clause:

a. Communication procedure: JTC/CP/MS-02.
Organisation roles, responsibilities, and authorities
The roles, responsibility and authority are assigned as per the following requirements by the top
management:

a. Ensuring that the QMS conforms to the requirements of the international standard ISO

9001:2015.

b. Ensuring that the processes are delivering their intended outputs,

Ensuring the promotion of students’ focus throughout the Institution,

a o

. Reporting the performance of the QMS to the top management and opportunities for
improvement,
The responsibility and authority are maintained as documented information in Roles,
responsibility, and authority (RRA),
This is communicated as per the communication. In general, Teachers and other staff at each
level of the Institution shall have responsibility for those aspects of management system over
which they have control,
The following documented information are established to demonstrate the evidence of this
clause:
a. Roles, responsibility, and authority (RRA): JTC/FM/HA-02,
b. Communication procedure: JTC/CP/MS-02.

Jesus Training College, Mala-QMS Manual



Quality management system (QMS) manual
Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 16 of 37

6.1.2

6.1.3

6.1.4

6.2
6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

Planning
Actions to address risks and opportunities.
Risks (Effect of uncertainty) and Opportunities assessment process is established to determine
the risks and opportunities that need to be addressed to the following:
a. Give assurance that the QMS can achieve its intended outcomes,
b. Prevent or reduce undesired effects,
c. Achieve continual improvement,
The following are the inputs for the risk and opportunity assessment:
a. Issuesreferred in the context of the organisation,
b. Needs and expectations of the interested parties,
c. The scope of the QMS (para 0.5),
d. Applicable requirements and other requirements including its changes,
e. System related.
Risk and opportunities evaluation is maintained as documented information as per risk and
opportunities assessment process. Action to address risk and opportunity is carried out by the
responsible departments and target date is established for its effectiveness. This is reviewed in
the management review,
The following documented information are established to demonstrate the compliance of this
clause:
a. SWOT analysis: JTC/FM/MS-04,
Needs and expectation of IP: JTC/FM/MS-06,
Risk and opportunity register: JTC/FM/MS-07,
Communication procedure: JTC/CP/MS-02,
Management review procedure: JTC/CP/MS-06.
Quality objectives and planning to achieve them.
QMS objectives are established in order to maintain and continually improve QMS performance.
The objectives are made based on the following:
a. Consistent with QMS policy,
Measurable or capable of performance evaluation,
Monitored (as per plan),
Communicated (as per communication plan),
Updated (according to achievement or other changes or during review),
Take into account of applicable requirements,
g. Take into account the results of the assessment of risks and opportunities,
Documented information is maintained for objectives as QMS objectives plan. This shall be
monitored as per the established frequency and suitable corrective action are taken if any

© a0 o
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variations in achievement of the set objectives,
The following are determined when planning how to achieve each QMS objectives:

a. What will be done,

b. What resources will be required,

c. Who will be responsible,

d. When it will be completed,

e. How the result will be evaluated including indicators for monitoring.
QMS Objective achievement plan is retained as documented information for each objective. This
is to be updated as per the set frequency,
The following documented information are established to demonstrate the compliance of this
clause requirements:

a. Objectives plan: JTC/FM/MS-09,
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6.3
6.3.1

6.3.2
6.3.3
6.3.4

b. Objectives achievement plan: JTC/FM/MS-10,

c. Objectives procedure: JTC/CP/MS-03,

d. Communication procedure: JTC/CP/MS-02.
Planning of changes.
Any changes in QMS are carried out with the following consideration:

a. The purpose of the changes and their potential consequences,

b. The integrity of the QMS,

c. The availability of resources,

d. The allocation or reallocation of responsibilities and authorities.
All the changes are captured and are to be incorporated in to QMS according to the scope of QMS,
This sis to be reviewed in the QMS team and make necessary changes in the QMS documentation,
The following documented information are established to demonstrate this clause
requirements:

a. Documented information change request: JTC/FM/MS-02,

b. Documented information procedure: JTC/CP/MS-01.
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7.1.1.1

7.1.1.2

7.1.1.3

7.1.2
7.1.2.1

7.1.2.2

7.1.3
7.1.3.2

7.1.3.3
7.1.34

7.1.4
7.1.4.1

7.1.4.2
7.1.5
7.1.5.1

7.1.5.2

7.1.5.3
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Support
Resources
General.

The resources needed for the establishment, implementation, maintenance, and continual
improvement of the QMS are determined and provided,
The capabilities and constrains of the internal resources are considered while choosing external
resources,
The following are established to comply the requirements of this clause:

a. Location details: JCT/FM/MT-01,

b. List of computers: JCT/FM/MT-02,

c. Listof CCTV:]JCT/FM/MT-03,

d. List of fire extinguishers: JCT/FM/MT-04,

e. Listof first aid boxes: JCT/FM/MT-05,

f. List of other assets: JCT/FM/MT-07.

g. Listoflabitems: JTC/FM/TE-11.
People.
The persons necessary for the effective implementation of QMS and for the operation and control
of its processes are determined and provided.
The following are established to comply the requirements:

a. Approved organogram (Para 0.1.3) and competency matrix (JTC/FM/HA-05) are the

requirement.
b. External provider selection (JTC/FM/PU-03) is established.
Infrastructure.

The infrastructure necessary for the operation of its processes and to achieve conformity to
products and services are determined, provided, and maintained including building, utilities.
Equipment, information, and communication technology.
Maintenance process is established for the effective operation of infrastructure.
The following documented information are established to comply the clause requirements:

a. Location details: JCT/FM/MT-01,

b. List of computers: JCT/FM/MT-02,

c. Listof CCTV:]JCT/FM/MT-03,

d. List of fire extinguishers: JCT/FM/MT-04,

e. Listof first aid boxes: JCT/FM/MT-05,

f. Breakdown register: JCT/FM/MT-06,

g. List of other assets: JCT/FM/MT-07.
Environment for the operation of processes.
The environment (combination of human and physical factors) necessary for the operation of it
processes and to achieve conformity of products and services are determined, provided, and
maintained,
The requirements are depicted in the corresponding process or work instructions if any,
Monitoring and measurement resources.
The resources needed to ensure valid and reliable results when monitoring or measuring is used
to verify the conformity to requirements are determined and provided,
The resources provided are suitable for the specific type of monitoring and measurement
activities being undertaken and are maintained to ensure their continuing fitness for their
purpose,
Currently no calibration requirements applicable as per the established QMS,
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7.1.5.4

7.1.6
7.1.6.1

7.1.6.2

7.1.6.3

7.1.6.4

7.2
7.2.1

7.2.2

7.2.3

7.2.4

7.2.5
7.2.6
7.2.7
7.2.8

7.3
7.3.1

The following are to be carried out when measurement traceability is a requirement or is
considered to be essential part of providing confidence in the validity of measurement results.

a. Calibrated or verified or both at specified intervals or prior to use against measurement
standards traceable to national or international standards, when no such standards exist,
the basis used for calibration or verification shall be retained as documented information,

b. Identified in order to determine their status,

c. Safeguard from adjustments, damage or deterioration that would invalidate the
calibration status and subsequent measurement results,

d. Appropriate action is to be taken if the validity of previous measurements results has been
adversely affected when measuring equipment is found to be unfit for its intended
purpose.

Organisational knowledge.
The knowledge necessary for the operation of its processes and achieve intended results are
determined by the Institution,
The knowledge gained from experience, lesson learned from the failures and success, the results
of improvements, conferences, seminars, knowledge learned from textbooks, or other media,
consultants or any other external providers, journals are maintained as documented
information and be made available to the extend necessary,
Consider current knowledge and determine how to acquire or access any necessary additional
knowledge and required updates when addressing changing needs and trends,
All knowledge gained shall be converted as procedures, lesson notes or work instruction for
references.
Competence.
Competence (Ability to apply knowledge and skills to achieve intended results) of workers that
affects or can affect QMS performance are determined on the basis of appropriate education,
training or experience,
Training needs are identified, and trainings are imparted as per the established Training
process. Provision of training, mentoring, re-assignment of currently employed persons, hiring
or contracting of competent persons etc are the applicable actions to reduce the training need
gaps,
Competency matrix is established based on each position of the approved organogram.
Individual training identification is derived from the existing skills requirements and required
skills. The gap between required and existing rating is more than 2 level, the faculty has to
undergo training or other modes of skill enhancement,
Training calendar is prepared, and training is imparted as per the schedule for identified
personnel,
Training attendance is retained as evidence of Training,
Training effectiveness is measured after 2 months of training,
All relevant documented information is retained as evidence of competence.
The following documented information are established to demonstrate the clause requirements:
a. Competency matrix: JTC/FM/HA-05,
Individual skill measurement: JTC/FM/HA-06,
Training calendar: JTC/FM/HA-07,
Training attendance sheet: JTC/FM/HA-08,
Training effectiveness measurement: JTC/FM/HA-09,
f. Training procedure: JTC/SP/HA-01.
Awareness.
Faculty and other staff are made aware the following through training, briefing, displaying of
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relevant details.
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7.4
7.4.1

7.4.2
7.4.3

7.4.4

7.4.5

7.4.6

7.4.7

7.5
7.5.1
7.5.1.1

7.5.1.2

7.5.1.3

7.5.1.4

7.5.2
7.5.2.1

7.5.3
7.5.3.1

a. QMS policy and objectives,
b. Their contributions to the effectiveness of the QMS including the benefits of improved
QMS performance,
c. The implications and potential consequence if not conforming to the QMS requirements.
Communication.
The communication is established, implemented, and maintained needed for internal and
external communications relevant to QMS including determine the following:
a. On what it will communicate,
b. When to communicate,
c. With whom to communicate,
d. How to communicate,
e. Who communicates.
A communication methodology is established to comply the above requirements,
Applicable requirements, reliable and consistent with QMS are taken into account for
establishing this process,
Communication register is established for the relevant communications on QMS received and it
is responded within a stipulated time frame,
Internal communication is established through notices, circulars, meetings, briefing, daily
assembly, celebrations etc and ensuring the process enables faculty, students, parents, and other
staff to contribute to continual improvement,
The information relevant to QMS as required by the applicable requirements are communicated
externally and it is established in the communication process,
The following documented information are established to demonstrate the clause requirements:
a. Communication procedure: JTC/CP/MS-02,
b. Communication register: JTC/FM/MS-08.
Documented information.
General.
Documented information process is established to create, update, and control all documented
information (information required to be controlled and maintained by the Institution and the
medium on which it is contained).
The below requirements are addressed in the change management process:
a. List of documented information is retained by each department,
b. Document change request is established for any changes required for the existing
documented information.
The above changes are captured through corresponding formats before initiation. It is reviewed
and approved by the concerned as per the process for effective controls of documented
information. Master revision list is prepared by the system coordinator, and it is retained,
The documented information required for the compliance of ISO 9001:2015 is international
standard requirements as well as institutional requirements.
Creating and updating.
The following are ensured when creating and updating documented information:
a. Identification, title, revision number, effective date,
b. Formats including language, media like paper/soft,
c. Review and approval for suitability and adequacy.
Control of documented information.
The documented information is controlled to ensure the following:
a. Itis available and suitable for use, where and when it is needed,
b. Itis adequately protected from loss of confidentiality, improper usage or loss of integrity,
c. Distribution, access, retrieval, and use,
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7.5.3.2

7.5.3.3

7.5.3.4

7.5.3.5
7.5.3.6

d. Storage, preservation, and legibility,

e. Retention and disposition.
Documented information of external origin (university guidelines. Syllabus, curriculum,
maintenance manuals etc.) determined by the institution to be necessary to the planning and
operation of QMS are identified and it is incorporated into the List of documented information
for effective controls,
List of documented information is established to cover all the above requirements department
wise,
Documented information change request is prepared for every change, and it is reviewed and
approved by the concerned as per the documented information process,
Master amendment history (is retained by the system coordinator for effective controls,
The following documented information are established to demonstrate the evidence of this
clause:

a. List of Documented information: JTC/FM/MS-01,

b. Documented information change request: JTC/FM/MS-02,

c. Master revision list: JTC/FM/MS-03,

d. Documented information procedure: JTC/CP/MS-01.

Jesus Training College, Mala-QMS Manual



Quality management system (QMS) manual

Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 22 of 37

8.0 Operations

8.1 Operational planning and control.

8.1.1 Processes needed to meet the requirements of QMS for the provisions of products and services
are implemented and the actions determined.

8.1.2 Process interaction chart is established. Overall process interaction is depicted in the para 0.2.4
of this manual.

8.1.3 The following are established to determine the processes need for QMS:

a. The inputs required and outputs expected from the processes,

b. The sequence and interaction of the processes,

c. Criteria and methods,

d. Requirements for the products and services,

e. Establishing criteria for the processes,

f. Implementing control of the processes in accordance with the criteria,
g. Acceptance of products and services,

h. The resources requirements,

i. Outsourcing controls (as per clause no 8.4).

8.1.4 The different stages of educational service are planned by educational Institution including
determining teaching methods, reviewing, and updating study plans and curricula, learning
assessment and follow-up, support services activities, resource allocation, evaluation criteria,
and improvement procedures to achieve the desired results,

8.1.5 The necessary resources including faculty, materials, infrastructure etc. for all processes in
educational organizations, processes for realization (transforming curriculum into learner
behaviour) of the educational service are included in the process interaction chart,

8.1.6 The learning processes are controlled by needs assessment, instructional design, development
and delivery, and outcome measurement,

8.1.7 The major support processes described in ISO 9001 are controlled,

8.1.8 Changes in the control methods of these major processes are documented and the instruction
should be evaluated after any change has taken place,

8.1.9 Monitoring is carried out to verify that control methods are effective, and records should be kept,

8.1.10 The major product realisation processes are Admission, Teaching and Examination.
Supporting process for product realisation are determined and depicted in the paragraph 0.2.4,

8.1.11 Required verification, validation, monitoring, measurement, inspection, and test activities are
determined and established.

8.2 Requirements for products and services.

8.2.1 Customer communication.

8.2.1.1 Communication process is established to communicate with customers and others. The
customer communication includes the following:

a. Providing information relating to educational services,
b. Handling admission enquiries, contracts or orders including changes,
c. Obtaining customer feedback relating to services including customer complaints,
d. Handling or controlling customer property like certificates and other documents,
e. Establishing specific requirements for contingency actions.
8.2.1.2 The following arrangements are established by the institution for communicating with learners

in relation to:
a. Admission requirements through advertisement, notices, university web portal etc.
b. Course information through brochure,
c. Learning plans, including curriculum, through academic calendar,
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8.2.1.3

8.2.2
8.2.21

8.2.2.2

8.2.2.3

8.2.24

8.2.2.5

8.2.2.6

8.2.2.7

8.2.2.8
8.2.3
8.2.31

8.2.3.2

d. Learner feedback, including learner complaints through feedback checklist, suggestion
box and customer complaint register respectively.
The following documented information are established to comply the requirements:
a. Application for admission: JTC/FM/AN-01,
b. Complaint register(students): JTC/FM/HA-13,
c. Students feedback survey: JTC/FM/HA-15.
Determining the requirements for products and services.
The requirements for products and services to be offered to customers are determined and
ensure the following:
a. Applicable statutory and regulatory requirements,
b. Those considered necessary by the organisation,
c. The organisation can meet the claims for the products and services it offers,
d. Proposal for the enquiry is retained as documented information for the above
requirements. Legal requirements are followed for the supply of products.
Educational organizations typically provide a service that is intangible, not storable, and
consumed during delivery. The opportunity for learners to study existing knowledge and to
practice its application are provided by the Institution,
When learning takes place in an educational organization’s classroom buildings, expectations
may include (but are not restricted to) the following:
a. safe, clean facilities with someone in charge,
b. two-way communication procedures between interested parties and the educational
organization are responsive,
c. the organization’s personnel treat everyone with respect,
d. appropriate activities are conducted by qualified personnel.
The education requirements are typically expressed as behaviour needed to meet academic,
professional and society’s expectations,
The specific requirements of the learner may be contained in his/her study plans and curricula
and the educational service provided by high studies educational organizations, among others,
The educational service must comply with the legal, regulatory and accreditation requirements
related to education,
Service-related requirements in an educational organization also include the requirements
established by the organization to provide the educational service to the learner. This may
include proof of previous studies, personal documents to be provided by the learner, the
organization’s administrative rules, and codes of conduct for learners, among others,
The Administrative and operational rules are established by the Institution.
Review of the requirements for products and services
The ability to meet the requirements for products and services to be offered to customers are
ensured by the organisation and conduct a review before committing to supply products and
services to a customer. The review inputs are as follows:
a. Requirements specified by the customer including delivery and post-delivery activities,
b. Requirements not stated by the customer but necessary for the specified or intended use
when known,
c. Requirements specified by the organisation,
d. Statutory and regulatory requirements applicable to products and services,
e. Contract or order requirements differing from those previously expressed.
The requirements related to learning are reviewed to ensure the following by educational
Institution:
a. requirements are defined,
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8.24.1

8.2.4.2

8.2.4.3

8.244

8.3
8.3.1

8.3.2

8.3.2.1

8.3.3
8.3.3.1

8.3.4
8.3.4.1

8.3.5
8.3.5.1

8.3.6
8.3.6.1

8.4
8.4.1
8.4.11

8.4.1.2

8.4.1.3

b. requirements differing from those previously expressed are resolved,

c. ithas the ability to meet the defined requirements.
Changes to requirements for products and services.
Relevant persons are made aware of the changed requirements if any when the documented
information is amended due to any reasons. This is communicated to the concerned persons
through circulars, notice boards including admission teaching, examination as well as other
support process if required,
When the learning requirements are changed, the organization should ensure that relevant
documents are amended and that relevant personnel are made aware of the changed
requirements,
Existing Documents are amended if any changes in the legal, regulatory and accreditation
requirements related to education including admission, curriculum, and examination etc. The
relevant personnel are made aware about the changes,
The following documented information are established to comply the requirements:

a. Application for admission: JTC/FM/AN-01,

b. Circular: JTC/FM/HA-10.
Design and developments of products and services
General.
Design and development is excluded from the scope of certification and its justification is given
in para 0.2.2.
Design and development planning
This clause is excluded from the scope of quality management system and its justification is
given in para 0.2.2 as well as 8.3.1.
Design and development inputs
This clause is excluded from the scope of quality management system and its justification is
given in para 0.2.2 as well as 8.3.1.
Design and development controls
This clause is excluded from the scope of quality management system and its justification is
given in para 0.2.2 as well as 8.3.1.
Design and development outputs
This clause is excluded from the scope of quality management system and its justification is
given in para 0.2.2 as well as 8.3.1.
Design and development changes
This clause is excluded from the scope of quality management system and its justification is
given in para 0.2.2 as well as 8.3.1.
Control of externally provided process, products, and services.
General
The purchasing process is established, implemented, and maintained to control the procurement
in order to ensure the conformity of externally provided processes, products, and services. The
controls to be applied when:

a. Intended for incorporation into the organisation’s own products and services,

b. Provided directly to the customers by external providers on behalf of the Institution,

c. A process or part of process.
External provider selection is established to evaluate and select external providers. Monitoring
the performance of the external providers, re-evaluation based on their ability to provide
processes, products, or services in accordance with the requirements,
External provider registration for suppliers, outsourcing vendor registration, transporter and
contractor registration are established to assess their capability in providing processes,
products, or services in terms of QMS requirements. This is applicable for the new external
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providers since 24.07.2023. Existing external providers are selected without any evaluation
process,

8.4.1.4 It is to be ensured that outsourcing arrangements are consistent with legal requirements and
other requirements,

8.4.1.5 Purchasing information should describe appropriately the educational services to be purchased
for ensuring they meet the needs of the educational organization and to establish an effective
communication with suppliers.

8.4.2 Type and extent of control

8.4.2.1 Externally provided processes, products and services do not adversely affect the institution
ability to consistently deliver intended outcomes and is ensure through the following:

a. Remain within the control of QMS,

b. Define both the controls that intends to apply to an external provider and those it intends
to apply to the resulting outputs.

c. Take into account of legal and other requirements,

d. Determination of verification,

8.4.3 Information for external providers
8.4.3.1 The following requirements have been communicated to external providers:

a. The processes, products and services to be provided,

b. The approvals of products and services. Methods, processes and equipment and the
release of products and services,

c. Competence including any required qualification of persons,

The external providers interaction with the organisations,

e. Control of monitoring of the external providers performance to be applied by the
organisation,

f.  Verification or validation methods intends to perform at the external providers premises,

8.4.3.2 The following documented information are established to comply the clause 8.4 as follows:

a. Purchase procedure: JTC/PU/SP-01,

Purchase indent: JTC/FM/PU-01,
External provider registration: JTC/FM/PU-02,
List of external providers: JTC/FM/PU-03,
Comparison statement: JTC/FM/PU-04,
Purchase order: JTC/FM/PU-05,
g. External provider performance evaluation: JTC/FM/PU-06.
8.5 Production and service provision
8.5.1 Control of production and service provision
8.5.1.1 Production and service provision is implemented under controlled conditions. The following
controlled conditions are incorporated in production and service provision:

a. The documented information related to the characteristics of the service to be provided
or the activities to be performed and results to be achieved,

b. Teaching process is established. Overall semester plan is established according to the
syllabus and curriculum released by the university against each subject. Lesson plan is
established against the semester plan. Lessons are imparted as per the plan, and it is
recorded on daily basis in lesson plan monitoring. Overall performance is monitor and/or
measure through review and suitable actions are taken by the faculty to complete the
syllabus and curriculum,
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c. Monitoring and measurement activities at appropriate stages are implemented to verify
that criteria for control of processes or outputs and acceptance criteria for products and
services have been met,
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8.5.1.2

8.5.2
8.5.2.1

8.5.2.2

8.5.3
8.5.3.1

8.5.3.2

8.5.3.3

8.5.4
8.5.4.1

8.5.4.2

8.5.4.3

8.5.4.4

8.5.5
8.5.5.1

d. The use of suitable infrastructure and environment for the operation of processes. The
equipmentis deployed, and the list of equipment (materials, lab equipment, infrastructure
etc.) and machinery is maintained,

e. Validation and revalidation are carried out for special processes,

f. Planvs actual is reviewed in the review meeting and suitable actions are taken.

The following documented information are established to demonstrate the compliance of this
clause:
a. Teaching procedure: JTC/SP/TE-01,
b. Semester plan: JTC/FM/TE-01,
c. Lesson plan: JTC/FM/TE-02,
d. Lesson plan monitoring: JTC/FM/TE-03,
e. Recommended Books: JTC/FM/TE-04,
f. Timetable class: JTC/FM/TE-05,
g. Timetable faculty: JTC/FM/TE-06,
h. Lesson note: JTC/FM/TE-07,
i. Listoflabitems: JTC/FM/TE-11
j.  Listof practical: JTC/FM/TE-12
k. Teacher validation sheet: JTC/FM/TE-13
Identification and traceability.
Identification and traceability for the learners are established through admission number. The
traceability is ensured through admission number which is uniquely allotted by the University.
The following documented information is established to comply with the clause:

a. Admission register: JTC/FM/AN-03
Property belonging to customers or external providers.
Property belonging to students or external providers while it is under the Institution’s control
or being used by the Institution are carefully handled including identify, protect and safe guard,
The property belongs to students or external provider is lost, or damaged or otherwise found to
be unsuitable for use, it is to be reported and retain the documented information,
The following documented information are established for the compliance of this clause
requirements:

a. Customer property register: JTC/FM/AN-03.

Preservation

preserving academic documents such as syllabus, curricula and printed or electronic materials
(books, course notes, video tapes, computer programmes), learners’ property like certificates,
progress cards, assignments, teaching records and all other relevant documented information
related to QMS are considered by the Institution,

Supplies for education and/or training processes are also included, e.g. chemicals for
laboratories, limited shelf-life educational services for teaching purposes or research and
development work are preserved,

There may be some limited applications of this element in ISO 9001 which include the method
of delivery, how materials should be presented to the learner, equipment that needs to be
available (e.g. video tapes etc.),

All academic documents are preserved and stored with proper care. corrective action is taken if
any variations are found.

Post- delivery activities

Post-delivery requirements associated with the educational services are met through the
following:

a. Statutory and regulatory requirements,

b. The potential undesired consequences associated with its products and services,

Jesus Training College, Mala-QMS Manual



Quality management system (QMS) manual
Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 27 of 37

8.5.5.2
8.5.5.3

8.5.6
8.5.6.1

8.5.6.2

8.5.6.3
8.5.6.4

8.6
8.6.1

8.6.2

8.6.3

8.6.4

8.6.5

8.6.6

8.7
8.7.1

8.7.2

8.7.3

8.7.4

c. The nature, use and intended lifetime of its products and services,

d. Customer requirements,

e. Customer feedback.
All the relevant documents are handed over to the students after completing the course,
The learner is contacted through Alumni association and feedback is taken for the educational
enhancement.
Control of changes.
Changes in the curriculum and/or syllabus, applicable requirements, eligibility requirements
etc. shall be reviewed and changes shall be applied by changing necessary changes including
policy, procedures, guidelines etc.,
The relevant documented information is retained for the changes made and effectiveness is
verified after a certain period of implementation,
Changes are captured in the existing QMS and implemented adequately for its effectiveness,
The following documented information are established for the compliance of this clause:

a. Documented information change request: JTC/FM/MS-02,

b. Semester plan: JTC/FM/TE-01.
Release of products and services.
Planned arrangements at appropriate stages are established by the university and is
implemented by the Institution to verify that the service requirements have been met,
The stages are established by the university which includes class test, assignments, semester
test and final examination, attendance etc.,
The final examination result is released by the university based on the external assessment and
internal assessment marks,
The release of service qualification as Passed in B.Ed. by the university. This is communicated
through university portal as well as institution based on the results published by the university,
The certificate for B.Ed. qualification from university, Transfer certificate and Conduct certificate
based on the result release are handed over to the learners.
The following documented information are established for this clause requirements:

a. Customer property register: JTC/FM/AN-05,

b. Conduct certificate: JTC/FM/AN-06,

c. Transfer certificate: JTC/FM/AN-07.
Control of non-conforming outputs
Outputs that do not conform to their requirements are identified and controlled to prevent their
unintended use or delivery or detected after delivery of products, during or after the provision
of services,
The non-conforming outputs are dealt with one or more of the following ways and it shall be
verified for its conformity when the outputs are corrected:

a. Correction,

b. Segregation, containment, return or suspension of provision of products and services,

c. Informing to learners/ external providers,

d. Obtaining authorisation for acceptance under concession,
Non-conformance procedure is established for QMS and control of non-conforming output is
identified and handles to ensure conformity of services.
The following documented information are established for the compliance of this clause:

a. Non-conformance procedure: JTC/CP/MS-04,

b. Nonconformity register: JTC/FM/MS-11,

c. Corrective action report: JTC/FM/MS-12.
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9.0 Performance Evaluation
9.1 Monitoring, measurement, analysis, and evaluation.

9.1.1 General.
9.1.1.1 Monitoring and measurement process and plan is established to determine the following:

a.
b.
C.

d.
e.

What needs to be monitored and measured,

The methods for monitoring, measurement, analysis, and evaluation,

The criteria against which the organisation will evaluate the performance,

When the monitoring and measurement shall be performed,

When the results from monitoring and measurement shall be analysed and evaluated.

9.1.1.2 The monitoring and measurement are carried out as per monitoring and measurement plan

and appropriate documented information is retained as evidence of results,
9.1.1.3 The following documented information are established for the compliance of this clause:

a.

Monitoring and measurement plan: JTC/FM/MS-21.

9.1.2  Customer satisfaction.

9.1.2.1 Customer’s perception of the degree to which their needs and expectations have been fulfilled
are monitored through customer satisfaction survey, telephonic conversation by the concerned,

9.1.2.2 Studentsatisfaction survey is carried out on semester basis and the level of customer satisfaction
is measured. Suitable actions are taken in case of any variations,

9.1.2.3 Teacher performance survey shall be carried out semester wise and level of performance is
measured,

9.1.2.4 Complaints raised by students and teachers are recorded and suitable actions are taken,

9.1.2.5 The following documented information are established to demonstrate the compliance of this
clause requirements:

a.
b.
C.
d.
e.

[P handling: JTC/SP/HA-02,

Complaint register-Students: JTC/FM/HA-13,
Complaint register-employees: JTC/FM/HA-14,
Student feedback survey: JTC/FM/HA-15,
Teacher performance survey: JTC/FM/HA-16.

9.1.3  Analysis and evaluation
9.1.3.1 The following data are analysed and evaluated which are arising from monitoring and

measurement:
a. Conformity of products and services,
b. The degree of customer satisfaction,
c. The performance and effectiveness of QMS,
d. The effectiveness of the action taken to address risk and opportunities,
e. Objectives,
f. The performance of external providers,
g. The improvement needs to the QMS,

9.1.3.2 The relevant results are communicated to the concerned and actions are taken.

9.2 Internal audit.

9.2.1 Internal audit process is maintained as documented information and is carried out at all
functions at planned intervals / periodically to conform the following:

a. The Institution’s own requirements for QMS,
b. The requirements of the international standard ISO 9001:2015,
c. Effectively implemented and maintained,
9.2.2 Internal audit programme is established, implemented, and maintained as per the process
internal audit which includes the following:
a. Frequency of audit,
b. Methods,
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9.2.3
9.2.4
9.2.5

9.2.6

9.2.7
9.2.8

9.2.9

9.3
9.3.1
9.3.11

9.3.1.2
9.3.1.3
9.3.14

9.3.1.5

9.3.2
9.3.2.1

c. Responsibilities,

d. Schedule,

e. Auditreports,

f. Criteria,

g. Scope of audit,

h. Selection of auditors to ensure objectivity and the impartiality,

—n

Results of audit reporting to relevant management.
The internal audit programme is established for 3 years,
The internal audit schedule is prepared and sent to each function prior to the internal audit,
The internal audit observation sheet is maintained for each audit by the auditors to demonstrate
that the audit has been carried out,
The non-conformity report is prepared and sent to the concerned department by the system
coordinator to close the non-conformities raised by the auditors,
The internal audit report is prepared by the system coordinator and is to be submitted for MRM,
The list of internal auditors is maintained by the system coordinator and the training is to be
arranged by the system coordinator in consultation with the HR department,
The following documented information are established to demonstrate the compliance of this
clause requirements:

a. List of Internal auditors: JTC/FM/MS-13,
Internal audit programme: JTC/FM/MS-14,
Internal audit plan: JTC/FM/MS-15,
Internal audit observation sheet: JTC/FM/MS-16,
NCR-Internal audit: JTC/FM/MS-17,
Internal audit report: JTC/FM/MS-18,

g. Internal audit procedure: JTC/CP/MS-05.
Management review.
General.
Management review is conducted at planned intervals/periodically. Management review
process is maintained as documented information,
The MRM agenda is circulated among the members of the concerned before 5 working days,

me a0 o

MRM report is prepared and circulated among the members within 5 working days,
The relevant outputs of the management reviews are communicated to the relevant faculty, staff,
students etc.,
The following documented information are established to demonstrate the evidence of this
clause:

a. Management review agenda: JTC/FM/MS-19,

b. Management review report: JTC/FM/MS-20,

c. Management review procedure: JTC/CP/MS-06.
Management review inputs
The following are the review inputs to be discussed in the management review:

a. The status of the actions from previous management reviews,

b. Changes in external and internal issues,

c. Changes in the needs and expectations of interested parties,

1. Customer satisfaction and feedback from relevant interested parties,

The extent to which objectives have been met,
Process performance and conformity to products and services,
Non-conformities and corrective actions,
Monitoring and measurement results,
Audit results,

o Ul e W
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7. The performance of external providers,
d. Adequacy of resources,
e. The effectiveness of the action taken to address risk and opportunities.
f. Opportunities for improvement
9.3.3 Management review outputs
9.3.3.1 The outputs of the management review are the following:
a. Continual improvement opportunities,
b. Any need for change to the QMS,
c. Resources needed.
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10.0 Improvement

10.1 General.

10.1.1 Opportunities for improvement are determined and necessary actions are implemented to
achieve the intended outcomes of QMS which includes student’s as well as parents’ requirements
and enhance overall customer satisfaction,

10.1.2 The following are included to enhance customer satisfaction:

a. Improving services to meet requirements as well as address future needs and
expectations,

b. Correcting, preventing, or reducing undesired effects,

c. Improving the performance and effectiveness of the quality management system

10.2 Non-conformity and corrective action.

10.2.1 Non-conformance process is established, implemented, and maintained which includes
reporting, investigating and take action to determine and manage non-conformity.

10.2.2 The following actions are to be taken when a non-conformity occurs:

a. Reactin atimely manner,
i. take action to control and correct it,
ii. deal with the consequences.
b. Evaluate the need for corrective action to eliminate the root causes in order that it does
not recur or occur elsewhere,
c. Determine and implement any actions needed, including corrective actions,
d. Review the effectiveness of the action taken including corrective action,
e. Riskand opportunities are to be reviewed,
f. Make changes of QMS if necessary.
10.2.3  The following documented information are established for the compliance of this clause:
a. Nonconformity register: JTC/FM/MS-11,
b. Corrective action report: JTC/FM/MS-12,
c. Nonconformance procedure: JTC/CP/MS-04.
10.3 Continual improvement.
10.3.1 The suitability, adequacy and effectiveness of the QMS are continually improved by :
a. Enhancing the QMS performance,
b. Communicating relevant results of continual improvement,
10.3.2 Continual improvements have been demonstrated through the following:

a. Achievement of the policy,

Achievement of the objectives.

Applicable requirements compliances,

Complaints, feedback, and its effective handling,

Context of the organisation evaluation,

Competency enhancement,

Risk and opportunity identification,

Internal audits and its effective closure of non-conformities,
Management review and its actions.
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11.0 Annexure
11.1 ISO compliance matrix
Table-05
Clause No. Clause Title Documented Informatifm e_stablished by the
Institution
To demonstrate its ability to consistently provide products
and services that meet customer and applicable statutory and
1 Scope regulatory requirements (can be expressed as legal
requirements) and aQMS to enhance customer satisfaction
through the effective application of the system.
2 . ISO 9000:2015 Definitions and vocabulary
Normative references
Para 11.2
3 Terms and definitions Para 11.2: Terms and Definitions
4.1 Understandlng the organisation and SWOT analysis: JTC/FM/MS-04
its context
4.2 Understa}ndlng the needs and . Needs and expectation of IP: JTC/FM/MS-06
expectations of Interested parties
4.3 Determining the scope of the quality Para 0.2.3
management system
4.4 Quality management and its system 3-layer documentation
process
5.11 éiiii;?hlp and commitment- Quality policy (para 0.2.5)
Complaint register-Students: JTC/FM/HA-13
5.1.2 Customer focus Student feedback survey: JTC/FM/HA-15
5.2.1 Establishing the quality policy Quality policy (para 0.2.5)
5.2.2 Communicating the quality policy Communication procedure: JTC/CP/MS-02
53 Organisational roles, responsibilities | Institution hierarchy chart: JTC/FM/HA-01
’ and authorities Roles, responsibility, and authority: JTC/FM/HA-02
6.1.1 ?;gg:tsl;ﬁt?gs‘jress risks and Risk and opportunity register: JTC/FM/MS-07
. L . Objectives procedure: JTC/CP/MS-03
6.2.1 Qu;.hty (;E]ecnves and planning to Objectives plan: JTC/FM/MS-09
achieve them Objectives achievement plan: JTC/FM/MS-10
6.3 Planning of changes Changes are captured and procedure is to be applied
7.1.1 Resources-General As below
7.1.2 People Institution hierarchy chart: JTC/FM/HA-01
Location details: JTC/FM/MT-01
List of computers: JTC/FM/MT-02
List of CCTV: JTC/FM/MT-03
713 Infrastructure List of fire extinguishers: JTC/FM/MT-04
List of first-aid box: JTC/FM/MT-05
List of other assets: JTC/FM/MT-07
714 Environment for the operation of Good environment for learning is maintained with
o purposes infrastructure etc.
7151 Monitoring and measuring Not applicable
resources-General
7.1.5.2 Measurement and traceability Not applicable
7.1.6 Organisational knowledge QMS system
Training procedure: JTC/SP/HA-01
Competency matrix: JTC/FM/HA-05
792 Competence Individual skill measurement: JTC/FM/HA-06
) p Training calendar: JTC/FM/HA-07
Training attendance sheet: JTC/FM/HA-08
Training effectiveness measurement: JTC/FM/HA-09
73 Awareness Refer communication methodology in communication
) procedure: JTC/CP/MS-02
. Communication procedure: JTC/CP/MS-02
74 Communication Communication register: JTC/FM/MS-08
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7.5.1 Documented information-General Documented information procedure: JTC/CP/MS-01
752 Creating and updating List of Documented information: JTC/FM/MS-01
. ) Documented information change request: JTC/FM/MS-02
7.5.3 Control of documented information Master revision list: JTC/FM/MS-03
8.1 Operational planning and control Process interaction is depicted in 0.2.4
821 Requirements for products and
o services- Customer communication o
8.2.2 Determining the requirements for gdrr?ssu')n pfroce((iiur'e: .]TC./SP/AI\I'O1 _
L. products and services pp fcatfon ora mlssmn..]TC/FM/AN 01
- - Application form sales register: JTC/FM/AN-02
823 Review qf requirements for products Admission register: JTC/FM/AN-03
and services List of applicable requirements: JTC/FM/HA-03
Changes to requirements for
8.2.4 :
products and services
Design and development of products
8.3.1 .
and services-General
8.3.2 Design and development planning
8.3.3 Design and development inputs Refer para 0.2.2 and 8.3 clause details
8.3.4 Design and development controls
8.3.5 Design and development outputs
8.3.6 Design and development changes
Control of externally provided Purchase procedure: JTC/SP/PU-01
8.4.1 processes, products and services- Purchase indent: JTC/FM/PU-01
General External provider registration: JTC/FM/PU-02
List of external providers: JTC/FM/PU-03
8.4.2 Type and extend of control Comparison stalzement: ]T(]I/FI</I/PI/J-O4
8.4.3 Information for external providers Purchase Order: JTC/FM/PU-05
External provider performance evaluation: JTC/FM/PU-06
Teaching procedure: JTC/SP/TE-01
Semester plan: JTC/FM/TE-01
. . Lesson plan: JTC/FM/TE-02
8.5.1 Contro.l of production and service Lesson glan rllon/itori/ng: JTC/FM/TE-03
provision Recommended books: JTC/FM/TE-04
Timetable: class: JTC/FM/TE-05
Timetable: faculty: JTC/FM/TE-06
8.5.2 Identification and traceability Admission register: JTC/FM/AN-03
8.5.3 ep)l;gg"?lr:lyplﬁl\?iréisr;o customers and Customer property register: JTC/FM/AN-05
8.5.4 Preservation Customer property register: JTC/FM/AN-05
8.5.5 Post-delivery activities According to the requirements
8.5.6 Control of changes Captured through review
8.6 Release of products and services Result release by university based on the requirements
Non-conformance procedure: JTC/CP/MS-04
8.7 Control of non-conforming outputs Nonconformity register: JTC/FM/MS-11
Corrective action report (CAR): JTC/FM/MS-12
9.1.1 Momtormg,'measurement, analysis Monitoring and measurement plan: JTC/FM/MS-21
and evaluation-General
. . Complaint register-Students: JTC/FM/HA-13
9.1.2 Customer satisfaction Studre)nt feedl?ack survey: ]TC}FM//HA/-15
. . Result analysis: JTC/FM/EX-07
9.1.3 Analysis and evaluation Student fee}(,ibac{( su/rve;: JTC/FM/HA-15
Internal audit procedure: JTC/CP/MS-04
List of internal auditors: JTC/FM/MS-13
Internal audit programme: JTC/FM/MS-14
9.2 Internal audit Internal audit plan: JTC/FM/MS-15
Internal audit observation sheet: JTC/FM/MS-16
NCR-Internal audit: JTC/FM/MS-17
Internal audit report: JTC/FM/MS-18
9.3.1 Management review-General Management review procedure: JTC/CP/MS-06
9.3.2 Management review inputs Management review agenda: JTC/FM/MS-19
9.3.3 Management review outputs Management review report: JTC/FM/MS-20
10.1 Improvement-General
. . . Non-conformance procedure: JTC/CP/MS-04
10.2 Nonconformity and corrective action Nonconformity regI;ster: ]TC/F{\/I/I\//IS-I/l
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Corrective action report (CAR): JTC/FM/MS-12

10.3

Continual improvement

Objective achievement, Internal audit, management
review, context analysis etc.
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11.2 Terms and Definitions
11.2.1 The terms and definitions are established based on the standard ISO 9000:2015 for references
in the Table-06.
Table-06
SL.No. Terms Definition
01 Auditee Organisation being audited
02 Auditor Person with the competence to conduct an audit
03 Competence Ability to apply knowledge and skills to achieve intended results
. Legal requirements that an organisation has to comply with and
Compliance . o
04 o other requirements that an organisation has to or choose to comply
obligations .
with
05 Conformity Fulfilment of a requirement
Recurring activity to increase the ability to fulfil
06 Continual requirements(Recurring process of enhancing the QMS in order to
improvement achieve improvements in overall quality and environmental
performance consistent with the Organisation’s QMS Policy)
07 Correction Action to eliminate a detected non- conformity
08 Corrective action | Action to eliminate the cause of a detected non- conformity
09 Customer Organisation or person that receives a product
Customer Customer’s perception of the degree to which the customer’s
10 . . . .
satisfaction requirements have been fulfilled
11 Document Information and its supporting medium
12 Documented Information required to be controlled and maintained by the
information organisation and medium on which it is contained
. Extent to which planned activities are realised and planned result
13 Effectiveness .
achieved
14 Efficiency Relationship between result achieved and resources used
15 QMS objective Overa.ll gqal relatgd to quallty consistent with the QMS Policy that an
organisation sets itself to achieve
. Overall intentions and direction of an organisation related to its
16 QMS policy .
quality performance as formally expressed by top management
. Conformity evaluation by observation and judgement accompanied as
17 Inspection . . :
appropriate by measurement, testing or gauging
Person or organization that can affect, be affected by, or perceive itself
18 Interested party to be affected by a decision or activity.
Systematic, independent and documented process for obtaining audit
19 Internal audit evidence and evaluating it objectively to determine the extent to
which the QMS audit criteria set by the organisation are fulfilled
20 Management Set of interacting elements of an organization to establish policies and
system objectives and processes to achieve those objectives.
21 Measurement Process to determine a value
22 Monitoring Determining the status of a system, a process or an activity
23 Nonconformity Non- fulfilment of a requirement
24 Objective Result to be achieved.
25 Objective evidence | Data supporting the existence or verify of something

Jesus Training College, Mala-QMS Manual




Quality management system (QMS) manual
Documented Information No Version No. Effective date Page No.
JTC/ML-01 1.0 24.07.2023 Page 36 of 37
26 Oreanization Person or group of people that has its own functions with
& responsibility, authorities and relationships to achieve its objectives.
27 Outsource Make an ar.rangen’lent Where an external organisation performs part
of an organisation’s function or process
28 Performance Measurable value
29 Procedure Specified way to carry out an activity or a process
Set of interrelated or interacting activities which transforms inputs
30 Process .
into outputs
31 Product Result of process
. Degree to which a set of inherent characteristics fulfils the
32 Quality )
requirement
. Part of quality management focused on providing confidence that
33 Quality assurance quality requirements will be fulfilled
34 Quality control Part of quality management focused on fulfilling quality requirements
35 Quality Part of quality management focused on increasing the ability to fulfil
improvement quality requirements
36 Requirement Need or expectation that is stated, generally implied or obligatory.
37 Review Act1v1.ty undertaken to determine the suitability ,adequacy and
effectiveness
33 Risks and Potential adverse effects(threats) and potential beneficial
opportunities effects(opportunities)
39 Specification Document stating requirements
Person or group of people that has its own functions with
40 Top management | responsibilities, authorities and relationships to achieve its
objectives.
Confirmation, though the provision of objective evidence ,that
41 Validation requirements for a specific intended use or application have been
fulfilled
e Confirmation, though the provision of objective evidence that
42 Verification e . .
specified requirements have been fulfilled
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12.0 Amendments
12.1 Amendment history
Table-07
Existing New .
- . - , Revised .
SLno. | Version Effective | Version Effective 406 110 Particulars of the changes
no. date no. date pag )
01 10 24.07.2023 10 24.07.2023 All Initiation of the entire documented

information.
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