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	Process:
	Area:
	Employee Interviewed:

	Talk about:
	Employee Responses
	Objective Evidence:

	What does our Quality Policy mean to you?


	
	

	Sample questions about Inputs: How do you know what you are supposed to do?  How is the process defined?  How are requirements defined?  What acceptance criteria exist?  Where do inputs come from? What resources (equipment, tools, training, experience, etc.) are necessary to perform this function effectively? 

	
	
	

	
	
	

	
	
	

	Do you believe you have all of the necessary resources?


	
	

	Sample questions about the Process:  What one or two things take up the bulk of your time? What controls / checkpoints are there? Who owns the process?  Who is authorized to change it?

	Describe how you perform your main function(s) step by step.


	
	

	
	
	

	
	
	

	
	
	

	Process:
	Area:
	Employee Interviewed:

	Talk about:
	Employee Responses
	Objective Evidence:

	Support Processes:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Sample questions about Outputs: What is your product? Where does your product go next? Who is your customer? (internal or external)  How does the quality and timeliness of your process affect your customer’s ability to meet their requirements?

	
	
	

	
	
	

	
	
	

	Records (evidence) that process outputs meet intended requirements.


	
	

	Process:
	Area:
	Employee Interviewed:

	Talk about:
	Employee Responses
	Objective Evidence:

	Sample questions about Performance Indicators: How can the success of your job be measured? What objectives relate to this department?  How do you personally contribute to the success of the business?

	
	
	

	
	
	

	
	
	

	Improvement Suggestions – Preventive Action & Mistake Proofing Opportunities:

	What is the hardest thing about this job?  What things do you have to wait for, feel are a waste of time, cause extra work, etc.
	
	

	What is the most important thing about your job?


	
	

	What do you suggest would make your job more effective and efficient?


	
	

	
	
	

	
	
	

	Do you know how to report actual and potential problems and improvement suggestions?
	
	


