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1.	Purpose
To define METRO PLASTICS TECHNOLOGIES, LLC. processes for ensuring that resources needed for the establishment, implementation, maintenance, and continual improvement of the Quality Management System (QMS) are determined and provided, that personnel are competent and have awareness of the QMS, and that communications relevant to the QMS are determined and implemented.
2. Scope
This procedure pertains to the entire METRO PLASTICS TECHNOLOGIES, LLC., QMS (Quality Management System).
3. Responsibility
The President has overall responsibility for the implementation and administration of this procedure.
4. Procedure
7.1)	RESOURCES
7.1.1)	General
METRO PLASTICS TECHNOLOGIES, LLC. determines and provides the resources needed for the establishment, implementation, maintenance, and continual improvement of the QMS.
When determining resource needs, METRO PLASTICS TECHNOLOGIES, LLC. considers:
a) the capabilities of, and constraints on, existing internal resources
b) what needs to be obtained from external providers
7.1.2)	People
METRO PLASTICS TECHNOLOGIES, LLC. determines and provides the people necessary for the effective implementation of the QMS and the operation and control of its processes.
7.1.3)	Infrastructure
METRO PLASTICS TECHNOLOGIES, LLC. determines, provides, and maintains the infrastructure necessary for the operation of its processes and to achieve conformity of products and services. This includes equipment used in the manufacturing process as well as Information Technology Systems (back-ups, retention, and security) being maintained on a specified schedule to ensure reliability and the realization of the expected life of the equipment 
7.1.4)	Environment for the Operation of Processes
METRO PLASTICS TECHNOLOGIES, LLC. determines, provides, and maintains the environment necessary for the operation of its processes and to achieve conformity of products and services. METRO PLASTICS TECHNOLOGIES, LLC. provides and maintains conditions necessary for safe, productive and physical working conditions.
7.1.5)	Monitoring and Measuring Resources
See QEP-7.1.5 “Monitoring and Measuring Resources”
7.1.6)	Organizational Knowledge
METRO PLASTICS TECHNOLOGIES, LLC. determines the knowledge necessary for the operation of its processes and to achieve conformity of products and services.
This organizational knowledge is maintained and made available to the 
extent necessary, including, but not limited to methods such as:
a) work instructions and other documented process information
b) designating contingent plans such as having “backups” for critical positions/departments
When addressing changing needs and trends, METRO PLASTICS TECHNOLOGIES, LLC. considers its current knowledge and determines how to acquire or access any necessary knowledge and required updates, including, but not limited to, methods such as:
a) hiring people with the needed knowledge/OJT
b) obtaining needed knowledge from appropriate sources
c) contracting/outsourcing (ref. QEP-8.4)
d) internal training
7.2)	COMPETENCE
To ensure people doing work that affects the performance and effectiveness of the QMS (including employees, temporary personnel, and contracted resources) are competent, METRO PLASTICS TECHNOLOGIES, LLC.:
a) determines the necessary competence for positions/functions
b) ensures that people are competent based on appropriate education, training, or experience
· Documented information maintained in the HR Files/Paycor HRIS.
· Competencies for each employee are initially documented at the time of hiring.  For existing employees as of April 12th, 2017, existing competencies were Grandfathered.
· Employee performance reviews/evaluations are conducted annually at a minimum.
· New employees receive New Hire Orientation to cover basic QMS and job requirements, and their performance is reviewed in intervals specific to their job function.
· Required competencies are specified in the job descriptions and are verified and   reviewed through performance reviews. 

		Reviews may take the form of:	
a. Inspection of the employee’s work
b. Written or computer test following training
c. Formal certification processes
d. Formal performance reviews
c) where applicable, takes action to acquire the necessary competence (e.g., education, training, or on-the-job experience), and evaluates the effectiveness of the actions taken
· When an employee establishes a new competence (e.g., through training, education, or job experience), the Human Resource or designee:
· verifies that the actions were effective (i.e., that competence has been demonstrated) (e.g., on the job performance, testing, or other means as applicable)

· ensures appropriate evidence is available (e.g., training certificates, completed “Training Record Forms”, and Logs etc.)
· updates the HR Database or Files accordingly
d) retains appropriate documented information (i.e., records) as evidence of competence (e.g., HR Database or Files, Forms and Logs, associated training records as appropriate)
7.3)	AWARENESS
METRO PLASTICS TECHNOLOGIES, LLC. ensures that people doing work under its control (including employees, temporary personnel, and contracted resources) are aware of:
a) the Quality Policy 
b) relevant Quality Objectives
c) their contribution to the effectiveness of the QMS, including the benefits of improved performance
d) the implications of not conforming to the QMS requirements.
7.4)	COMMUNICATION
METRO PLASTICS TECHNOLOGIES, LLC. determines the internal and external communications relevant to the QMS, including:
a) what it will communicate
b) when to communicate
c) with whom to communicate
d) how to communicate
e) who communicates
This information may be documented (e.g., in QI-008 “Communication Matrix”)
5. References	
· QEP-7.1.5 “Monitoring and Measuring Resources”
· QI-008 “Communication Matrix”
6. Definitions
7. Records (Ref. QEP-7.5)
· HR Database or Files
· Training records

