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	Workplace Effectiveness Checklist



	Assessors:
	
	Mngt. Approval:
	

	Area Assessed:
	
	Approval Date:
	

	Target Date:
	
	
	

	
	
	
	

	Question
	Comments

List all personnel, work stations, and areas audited.
	Sat.

Y/N

	Are parts identified by number and status?
	
	

	Is cell documentation in place per requirements of QS-093?
	
	

	Note any unsafe conditions. Involve the operators.
	
	

	Is required documentation being completed in a timely manner?
	
	

	Is the process flow available and being followed?
	
	

	Is the cell operating per the control plan?
	
	

	If SPC is utilized are the charts noting a stable process?
	
	

	Are cell personnel training records available and are they certified to operate in the cell?
	
	

	Are nonconforming products identified and stored as not to enter the process flow?
	
	

	Are operators aware that they have the authority and responsibility to shut down production if nonconforming product is detected?
	
	

	Explain JAE Tech’s Quality Policy

(QS-000)
	
	

	Do you know where to find the documents and procedures that affect your job?

(On Network or at workstation)
	
	

	Do you know how to initiate or change a company document? (QS-051)
	
	

	Do the operators understand the nonconforming material process? (QS-131)
	
	

	What improvements can the cell personnel define?

(Use back of form as needed )


	
	

	Pass                        (
	Management Representative signs off for closure and updates EA Graph.

	MR Sign Off
	                                                                                                                                    Date:

	Fail                         (
	Submit to Human Resources to initiate training. HR returns this report and completed training records to the MR

	Re-Assess
	MR to set up tam to re-assess

	MR Sign-Off
	

	Notes:
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