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Preparation for the course

These are the presenter's notes for the one-day course "Conducting Internal Process Reviews". The object of the course is to teach participants how to undertake, and successfully complete, an Internal Process Review. 

It is recommended that the presenter is familiar with the history, implementation and maintenance of ISO9000, and is an experienced auditor.

To conduct the course you will need to:

· Make sure you read all of the presenter notes and get  familiar with all of the materials, in particular the procedure documents used for the practical exercises, and 

· Compile the procedures and handouts necessary to complete the course.

The procedure describing how to conduct an internal process review is taken directly from the client organisation’s own system. This means they are learning their own processes and not a generic one.

About the course

The course is divided into two main sessions:

1.
explanations and background

2.
practical exercises

The topics covered in the first session are:
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review of basic QA principles
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importance of the reviewer's and the reviewee's attitude
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benefits of carrying out reviews
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ISO 9001's 'Internal Audit' requirement
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planning and assigning process reviews
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how to carry out a process review

In the second session, participants are asked to complete an internal process review using practice material that is specific to the organisation.

What you will need

Before the course begins, you will need to check that you have the following:

· overhead projector slides (a list of titles appears later)

· a copy for each participant of the organisation’s written procedure describing how to conduct internal process reviews 

· worksheet for writing down 'likes and dislikes'

· copies of blank ‘Internal Process Review Report' forms or equivalent (3 copies for each person)

· copies of blank ‘Corrective Action’ forms or equivalent (1 copy for each person)

· volume of policy and procedure documents from the company to show the extent of documented processes (optional)

· copies of a sample procedure from the organisation (1 copy per participant); for use in Practical exercise #1

· copies of 5 additional sample procedures from the organisation (2 copies of each); for use in Practical exercise #2

· a set of copies of the slides for each participant

· a training evaluation form for each participant

Course room requirements

In the course room you will need,
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an overhead projector
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a whiteboard and marking pens

List of overhead slides

1. Course objectives

2. Course topics

3. Quality - The Business Context

4. Basic principle behind Q.A.

5. The ISO9000 model for Q.A.

6. ISO9001 - Corporate Knowledge

7. ISO9001 - Customer Focus

8. ISO9001 - System Support

9. ISO9001 - Good Management

10. ISO9001 - Guiding Values

11. ISO 9000's 'Internal Audit' clause

12. What sort of things might be auditable?

13. Internal Audits: The Basic idea

14. Internal Process Review Possible Results   1) Yes . . .

15. Internal Process Review Possible Results   2) Yes, but . . .

16. Internal Process Review Possible Results   3) No . . .

17. Rules of conduct

18. The benefits of internal audits

19. Scheduling internal process reviews (use the schedule format from the organisation as this slide)

20. How to carry out a process review (use the report format from the organisation’s own procedure)

21. Framing checkpoints and questions #1

22. Framing questions and checkpoints #2

23. To be reviewed #1

24. To be reviewed #2

25. Practical exercise #1

26. Practical exercise #2

Conducting the course

Warm up

If you do not already know the participants, begin by introducing yourself and explaining who you are.

Ask each person to write their name in the middle of an A4 sheet and to fold it so that it sits upright and can be read by you from the front of the room.

Possible warm-up questions:

· What is your involvement with the QA process?

· How far along toward certification is the company?

· Have any participants been involved in previous internal process reviews, either as 'reviewer' or 'reviewee'?

· Do the participants know they have been asked to train as internal process reviewers?

· What areas of the organisation does each participant work in? What sort of tasks do they do each day?

Show slide 1 - Course objective

Explain the day's activities by first reading out the course objective.

Briefly explain the background to QA in the organisation (whether it has a QA system in place, whether it has certification or not, the status of documented procedures and so forth).

Note that the 'Background to QA' is provided to explain to participants –

· One reason why internal process reviews are conducted

· The context in which they will be reviewing, and

· The sorts of procedures which they may be reviewing.

Note that we will explain later why some people call them ‘internal process reviews’ instead of ‘internal audits’, but that essentially the terms are interchangeable.

Show slide 2 – Course topics

(The remainder of the presenter's notes are of course provided in the full set of materials ...)
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