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1.0 OBJECTIVE -

1,1 To estab,sh a standard for investigating and determining potentiar non-co.nformities or risks, and

^-^^.+,,niriac fnr imnrovement in clAC's quality management system and to. f?tT:l1t:":t1:::::

::ffi'Jil'';:.[:JTfJ',#I;:il: ;iT#;i';"il;?;;;il;' or risks bv eriminatins the causes

thereof through Risk Management'

This procedure shall indicate the responsibilities of the Top Management and process-owners which

are as follows:

address potential deviations or non-conformities to the QMS'

non-conformities to the qMS'

2.O scoPE

2.1 This procedure appries to a, the activities required for systematicary resorving potential problems in

the various qua6ty managemen, f ro."rr., of crark rnternationar Airport corporation' This procedure

works'':'"'illj#miux;;;;H:J,x|,i';!lll,,.r

t.2

3.0 DEFINITION OF TERMS

3.1 Non_conformance or Non-conformity - a noted deviation on the operationar process based on

documented procedures' -.-r -^^i+i.ra rinrtinoc nr to initiate preventive

3.2 observations Report Form (oRF) - a form used to record positive findings or to initiate prever

action on potential non-.onfolmiif, opporaunitv ioi irpro'.n."nt (oFl) or other potentially

,., il1l',fl:",.,'lT;ffiing *,r,.nting attentio: bv:h":]q:.i',,.1':::::'-X'::,[?j*:::::J":J;;;',.'"*
remediar action. rt may arso reflr to a situation inir',i.t', potentiar deficiencies are considered

possibly be in their formative l*gt, such as early signs of management programs not being

imptemented to schedule or where a"piocedrre has not been fully tested'

3.4, Risk Management _ coordinated activities to direct and contror an organization with regard to risk'

3.5 Risk - efeJt of uncertainty of an expected result'

lh.&,_-
I ra -; :'n"'"".,4..++f fl,,?,,"'r lrj TiTm

E-
f'
I

PROPRIETARY NOTICE
I

:- -^., fnrm \^/ith6rri written authorization from

7



*?ilr*il{H$
o o., m e--n t c o d e : QM s - P - o o 5

QUALITY PROCEDURE
Drt" C'=.tedi R""'"ed : 22 SePtember

ffiADDRESSING
OBSERVATIONS & OPPORTUNITIES FOR

IMPROVE

Page 2 of 6

4.0 PROCEDURE

for lmProvement

oRF (qus-
F-o0e)

Process

Owner/
lnternal
Quality
Auditors

Potentiat non-conformances or

opportu nities for im provement Yi'.'-l:
iientitieO either by the process owner.or

tf," int"rnrl quality auditors which shall be

fogg.a in the Observations Report Form

(aMS-F-ooe).
oRF (Qtus-r-

ooe)
Department

Manager/
Office Head

ead shall
Department Manager

review any potential non-conformances or

opportuniiies for improvement that were

raised.

oRF (QMS-F-

00e)
DePartment
Manager/

Office Head/
Process

Owner

: 'or off'rce Head and
Department Manager

,f," pto..tt owner shall investig::t-:::,^

l;:il; * p"i."torcause orihe Problem/

opportunities for improvement'

oRF (QMS-F-

00e)
DePartment
Manager/

Office Head/
Process

Owner

ffiHeadandDepartment Manager

p ro."rr-o* n e r sh a I I q*".irnl 
1t- 

t-L:.

Ipptoptir,. course of action or risk

treatment plan to prevent the problem

fro, o..rrring and accomPlish the 
-

Observations Report Form to specify the

iirr, ituu,r"nt to be done' responsible

f"rton to do the action and timeline'

Minutes of

the Meeting
lnternal
QualitY

Auditors &

Auditees

QMR, ToP

Managementffidrisktreatment
actions will be undertaken OY 

JoO
*.nrg.r.nt to determine if the actions to

U.,.kin will potentially improve the

concerned areas of the organization'
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F$ce.iiuH#r

Designated
Personnel

Department
Manager or

Office Head

@ceHeadshall
instruct the designated personnel to

undertake actions indicated in their risk

treatment Plan.
oRF (QMS-F-

ooe)
Designated
Personnel

Potential
NCs or OFls

should not
exceed 2

months to
be resolved
(unless if it

involves

budgetary
constraints

ffig".t"d P""Anel must imPlement

,gr."d level of action within agreed

DCRF, qMS

Black Books,

QualitY
Manual

A^y.t .nget t" the Quality Management

System oi its procedures, as a result of risk

tieatment actions, will be recorded'

QMS Black

Books,

QualitY
Manual

I.ll doctrmentation and records generated

by the risk management proce.ss will be

managed in accordance with the

approPriate ISO 9001 clauses'

Frll"**P I nquirY/Audit
oRF (QMS-F-

009)
AuditeesqMR,

Quality
Office,

lnternal
Quality Audit
Committee

Day 9-11@tyoffice/lnternal
Quality Auditors will follow-up all risk

treatment actions to ensure that effective

and timely responses are achieved'

SummarY of
lnternalAudit

Findings/
Observations

RePort

AuditeesLead AuditorDependent
on the

timeline set

by OPR

ffitinuouslYmakea
follow-up on the status of unresolved audit

findings. All unresolved audit findings for

the l year audit cycle shall be brought up on

the next audit cycle. An audit finding shall

be closed when all risk treatment plans or

rn"rrur., have been imPlemented and the

status is reported to the Lead Auditor'
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5.0 FLOWCHART

ldentification of potential non-
conformances or opportunities for
improvement either by the process

owner or the lnternal Quality Auditors

Review of the Department Manager/
Office Head of issues that were raised by

the lnternal Quality Auditors

Department Manager or Office Head

and the process owner shall investigate
and analyze the potential cause of the

problem/ opportunities for
improvement

Accomplishment of the Observations
Report Form by the Department

Manager/Office Head specify the risk

treatment to be done, responsible
person to do the action and timeline

Conduct of Management Review

Are the risk
treatment

actions
acceptable to top

management?

Department Manager/Office
Head shall change the risk

treatment actions and

accomplish the ORF

indicating the new risk

treatment plan to be

submitted to the lnternal

Quality Audit Committee
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I
I instruct the designated personnel to k-
I undertake the risk treatment action I1"""1

\ oesiBnated personnel shatl imptement \

I agreed level of action 
I

I On, changes to the QualitY I

I v.nu*.rent System of its procedures' 
I

I as a re-sutt of risk treatment actions' will 
I

I ne recorded. I

I att documentation and records 
I

I u"n"rr,ed bY the risk management 
I

I oro..tt will be managed in accordance 
1

I with the appropriate ISO 9001 clauses' 
I

=
I Or* through the QualitY Office/ 

I

I tnternal Quality Auditors will follow-up 
I

I all risk treatment actions to ensure that 
I

I effective and timely responses are 
I

I ,chieved' I

Y

I r-"aO Auditor makes a follow-up on 
I

I unresolved audit findings 
l

/i:\
()

l

f



._ a MUELTL rJF I rrE THIUmNES

ff\_ DPARTIIINI 0FTRANSP0ITAT]ON

,### ,ffi i ffi i|xffi $H$Ul$fg$$?ilr Or{tto ogegu$

DOCUMENT TYPE:

DOCUMENT TITLE:

QUALITY PROCEDURE

PROCEDURE FOR ADDRESS!NG
OBSERVATIONS & OPPORTUNITIES FOR
TMPROVEMENT (PREVENTTVE ACTTON)

:TTffi: 
f;ffi

l0 9105c580tn

Document Code: eMS-p-005
Date Created/Revised: 22 September
2016

Revision No:4

Page 6 of 6

REFERENcES/REcoRDs

8.1

8.2

8.3

8.4
8.5

8.6

8.7
8.8

QMS-P-003 - control of Non-conforming Services procedure
QMS-P-004 - Corrective Action procedure

QMS-P-006 - lnternal euality Audit procedure
QMS-F-009 - Observation Report Form
lnternal Quality Audit Reports/Audit crosure or status Reports
Minutes of Management Review
Quality Manual
QMS Black Books


