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e Governs both the creators and users

e Setting and ( 1SO standard, Quality policy)
* Assigning and appointment letters, TORs
e Establishing and promulgating and (QMS)
and specialized systems for
(Procedure manual)
management into business and

e Conduct business in an , and manner

e Support and formation and managerial decision making

* Provide and in management,

delivery of service and administration

Facilitate the of activities throughout an organisation



Provide in the event of a disaster (backups, mirrors, cloud)

Meet and requirements including repository ,
audit and oversight activities (constitution, procurement regul.)

Provide and in including the
management of associated with the existence of or lack of
of organisation activity (title deeds )

Protect the of an organisation and the of an employee
, clients and present and future stakeholders (statutes, cBAs, MOUSs)

Support and and
development activities, and (repository)

Provide of establishment of business, personal and cultural
activities and

Maintain , personal or



Requirements of QMS Clause 4.2.1 Documented statements of a quality policy
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KIBABII UNIVERSITY COLLEGE

OUALITY MANAGEMENT SYSTEM BASED ON ISO 9001:2008

QUALITY POLICY STATEMENT

Kibabii University College is committed to providing high quality teaching, research and extension services to our students and create value

to our stakeholders through:

a) Consistently providing efficient and reliable services to ensure that all segments of our society enjoy their basic rights of education as
envisaged by the relevant United Nations protocols, statutory and regulatory requirements.

b) Providing an environment that fosters excellence, safety, motivation, collegiality, teamwork, enthusiasm and empathy among our
employees.

The University College shall comply with all applicable requirements and continually improve the Quality Management System based on ISO

9001:2008.

The University College’s Top Management shall ensure annual review of this Policy and established Quality Objectives for continuing

suitability.
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qguality objectives
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improve the customer auditing) 2015 feedback
quality feedback form  Time forms
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system by holding for analyzing reviews of
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management feedback feedback
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To ensure agreed  Director  QMS auditing Auditors Feedback
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preventive actions MR Money foosien A
through scheduled All
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undertaken within ntal heads

audit

30 days from the
date of audit




* Where
appears within
the Standard, this means
that the procedure is
e established,
e documented, ..
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* A single document may
address the requirements
for one or more procedures.
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documented procedure may
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4.2.2 Quality Manual

e Establish and maintain a
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4.2.3 Control of
Documents

Control the documents
Required by the quality
management system

Record is a special type
of document and must
be controlled as
required by clause
4.2.4

4.2.3.Control of documents

The University shall put mechanisms in place to
ensure documents for the QMS are controlled. The
control mechanism shall include controls for approval,
review, revision, legibility, identification and
availability. A documented procedure on Control of
Documents number 1 in the Mandatory Procedure
Manual has been developed to establish controls to be

exercised with respect to all QMS documents.

4.2.4 Control of records

University records shall be established and
maintained to provide evidence of conformity to
requirements. The control of records shall ensure
that they are legible, readily identifiable and
retrievable. A documented procedure on Control of
Records number 2 in the Mandatory Procedure
Manual has been established to guide on control

of records.



4. 2.4 Control of Records

e Establish and control records
as evidence of conformity to
requirements and to
demonstrate

- the effective operation of
the quality management
system.

e Establish a documented
procedure to define the
controls needed for record:

 Ildentification
e Storage
 Protection
 Retrieval
 Retention

e Disposition

- Keep records legible, readily
identifiable, and retrievable



Clause 2.1 Document generation and approval prior to use
1. Process Owners shall ensure that OQMS documents relevant to their

units are developed.

2. Upon development, the Process Owners shall submit the documents

to the MR for review and facilitation for approval and issuance.

3. The MR shall present the QMS documents to University College

Management Board for consideration and approval.

4. Upon authorization, the MR shall submit the authorized documents

to the Principal for approval.

5. The Principal shall approve the use of the documents by signing in

the space provided in the document.



e The MR shall ensure all QMS documents

are indexed as follows:

a) The first part shall be denoting
Kibabii University followed by a slash

b)The second part shall |
from wl

be initials of the
hich the document

originates followed by a s

lash (/ ),

c) The third part shall be assigned
followed by a slash

d)The fourth part shall be

assigned a

depending on the document being

controlled starting with
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KIBU/DQA/POL/001

Kibabii University College
Directorate of Quality Assurance
Policy of Internal origin

Serial number 001



2.6 ldentification and control of

documents of external origin

2.6.1 All documents of deemed
to be necessary for the effective operation of
the QMS shall be uniquely identified through
indexing as follows;

a) The first part shall be an abbreviation of
place of origin.

b) The second part shall be code of division,
department and number of office/room
receiving

c) The third part will be the type and serial
number of the document.

100/30d/YVOaA/NNIN



MMU/DQA/POE/001

Masinde Muliro University
Directorate of Quality Assurance
Policy of External origin

Serial Number 001



e 2.2 Identification of records
e 2.2.1ldentification of Registers

* Registers within KIBUCO shall be identified by the title
and indexed as follows;

 a) The first part shall be KIBU denoting the University
College followed by a dash (-)

* b) The second part shall be REG to denote Register
followed by a dash (-)

 c) The third part shall be allocated initials of the

generating department/unit or section followed by a
dash (-)

 d) The fourth part shall be assigned according to the
number of registers established in the
department/section.
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KIBU-REG-DQA-001

* KIBU-

* REG-

° DQA_

* 001-



* Forms within the University College shall be identified
by a title and indexing as follows;

«a) The part shall be denoting the University
College followed by a dash

* b) The second part shall be - to denote form
followed by a dash

ec) The part shall be allocated initials of the
generating department or section followed by a dash

«d) The part shall be assigned according to the
number of forms established in the department/section
staring from

 2.2.3The where the form/register originates shall
be the of the
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2.3.1 Records shall be filed as per the
records management procedure in the
Administration Procedure Manual.

2.3.2 Soft records shall be maintained in
computer folders and back-up of the same
maintained as per the Backup procedure
number 3 in the ICT Procedure Manual.

2.3.3 Files containing hard copy records
shall be stored in cabinets, filing racks or
safes.



2.4.1  All soft copy records shall be
protected from potential hazards through
the use of passwords, firewalls,
encryptions, anti-viruses, site back-ups,
off-site backups among others as per the
University College’s policies.

2.4.2  All hard copy records shall be
securely stored from hazards.



2.5.1 Soft records shall be maintained in
clearly labelled folders for ease of
retrieval and shall be availed within a
day of request.

2.5.2 Hard copy records shall be stored
in clearly labelled storage facilities and
shall be availed within a day of request.



2.6 Records retention and disposal

2.6.1 The for records shall
be as per the provisions of the University
College’s records retention and disposal
schedule.

2.6.2 all records owners shall
ensure that their and
those as the

provisions of the University College’s records
retention and disposal schedule.
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