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QUALITY POLICY STATEMENT
We at VPK Ltd pride ourselves in the manufacture of quality high performance fire doors and doorsets.

VPK Ltd place heavy emphasis on the delivery of top-class results measuring against quality and accuracy of finish and achievement of programmes.

We at VPK Ltd regard our people as our greatest resource and we train, support and innovate our people towards the highest goals and achievements.

VPK Ltd constantly monitor and control our projects through our Quality Management System taking corrective action as the needs arise.

We at VPK Ltd continually seek to improve our business on all levels through Key Performance Indicators.

VPK Ltd are proud to be in a position to offer the industry’s broadest range of products and services covering the full field of application required by our clients.

VPK Ltd commitment to quality and service is enhanced by our open-minded attitude to change and the valued feedback we receive from our clients and staff.

VPK Ltd ability to grow in a structured and profitable manner is reinforced through the constant attention to changing trends and new technologies and the incorporation of these trends and new technologies into work practices.

We at VPK Ltd look forward to working with you. We are committed to offering you a service unsurpassed in our industry.

Tina Hascec
Director Personal Assistant 
IFC Certification Limited
20 Park Street
Princes Risborough
Bucks
HP27 9AH
THIRD PARTY FIRE DOOR SCHEME MANUAL

SCHEME REQUIREMENTS

Quality Management System
To operate a suitable Factory Production Control System.

 Global Assessments:  
A controlled copy of the assessments is held at our UK manufacturing These are stored on the smartsheet and hard copy stored in main office. 

 These can be viewed in the office at any time but not removed. 

 Our production manager is in charge of these Global Assessment Documents.  Any changes to Global Assessments are issued by Tina to the production team and added on to Smart Sheet. 
  Order Processing:
 Specifications for individual contracts are processed at the Sales Office where the contracts  originate.
 The job is then prepared onto a schedule.
 The schedule is then further developed by the design team and returned to the originating office for approval.

 Upon receipt of full and final details along with the approved drawings the job will then be placed on the Factory Production Programme on the Smartsheet. 
 From the approved schedule and drawings, a job sheet will be issued to the purchasing team for materials to be purchased.               
3, Factory Production Paperwork: 
The scheduling team will prepare cutting/worksheets and all relevant production paperwork.

The production sheets will be listed on the smartsheet with the approved drawing and the joobsheet. 
Job Number System:

VPK/year/tender number 

Each door type will have a drawing that will list all the necessary ironmongery and the job sheet will indicate the door handing /quantity required. 
QUALITY CHECKS

Quality checks are made at all key workstations.  Work size and accuracy are signed off by the Operatives and approved by a Team Leader to allow the work to progress around the Factory.
At the point of Frame/Door assembly into sets all information is checked prior to accepting for hanging into sets.  Job file and the global assessment are available in the main offices.

The door set number – batch number – is signed at dispatch and the production folder is returned to the office to create a delivery note.
DISPATCH

Dispatch paperwork is then taken off from the main office where all orders are placed. Dispatch paperwork is then printed.

This may be in the form of part or batches or the entire job dependant upon its size.

The production paperwork is then returned to the office when the job is complete and the delivery note numbers completed and signed off as job finished.  These production papers are returned to the main production file(held in the design office downstairs) 
All files are then, when the contract is finished, packed away in the works archive for 5 years.
4, Goods Inwards: - All materials inwards to the factory are checked against the Goods Inwards proforma invoices in the main office where orders are scheduled as they are placed.  Solid timber is checked for moisture content upon arrival and this is marked onto the delivery note from the supplier.
The delivery is checked against the order placed and materials clearly marked with the job number for identity.

The delivery note is then placed with the purchasing team who will mark off the materials as received on the network.

This original advice note is then filed in the accounts File, logged against the job number on EasyBuild.
 5, Material Tests and Checks: - As described previously at individual work stations checks are made and signed off by the Operatives and countersigned by the Supervisors as correct where required. 

In addition to these checks materials are also checked as follows: -
At scheduling all checks are made against the Global Assessments to ensure compliance with Density and Sizes of the timber used for Frames/Lippings.  The correct configurations of intumescing strips are scheduled for the door/blanks in question in the Global Assessments.

Production checks are also made for: 

· Batch numbers of blanks

· Moisture content of lippings/solid timber

· Calibrating finished core thickness.

  6. Lippings: - 
All lipping’s are fixed using Jowatherm  EVA hot melt glue system for edgebander.  
A minimum time of 24 hours is required after lipping and prior to calibration sanding.
 7. Veneering: - N/A 
8, Glazing: - Glazing of doors will be in accordance with the Global Assessment requirements for the particular door/door blank.

Fixing of glazing beads, size of fixings, positions of fixings is also to be in accordance with the Global Assessment requirements, i.e. 50mm steel pins 150mm centres etc. using a jig. 
Training is also given to all employees engaged in glazing to ensure compliance with Global Assessments.  Record of this training is placed in the Office Documents.
 9, NON - CONFORMING
Reject Materials: - At all stages of manufacture if any material is rejected as not reaching the required standard it will be marked with a self-adhesive red label.
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These materials are then moved to a rework bay for later work or immediate work.

Each item that fails to conform will as well as being marked will also be entered on a non – conforming sheet, which will be immediately handed to a Supervisor.
The job at the point of reporting to a Supervisor can be immediately reworked so as to continue with the rest of the job or be placed in the rework bay for later rework.

It is important that the Supervisor makes note on the production paperwork that an item is missing and sanctions the balance of the work to move forward in the manufacturing process.

All reworks must be carefully checked by the Operatives and Supervisors to ensure compatibility with the previous work and signed off accordingly.
   10, Fitting Instructions: - Enclosed are fixing instructions, handling and storage details which are used for major products (are inclosed)

Individual Sales Offices also ensure that information for fixing, handling and storage are sent to clients upon acceptance of orders placed.  
   11, Training Records: - Each employee has Individual Training Records for each machine they are required to use.  They will be trained and approved; this approval is signed and recorded in their individual Personnel Files held in the Office.

Procedure Training Records: - Each employee has training in the specific procedure they are required to complete.  Records are held in the office Training Record File.

  12, Calibration Records: - All Operatives are issued with tapes, check tapes are held in the Office for measuring work when it is proved.  This checking will take place at all workstations during the manufacturing process and on the production paperwork. All check tapes and veneer gauges are checked every month.

All machinery is new and recently set and calibrated by the manufacturers upon installation.  We have to set up preventative maintenance checks and services with our machinery suppliers.

13, Non-Conforming Sheets
 REMEDIAL

Are to be collected and logged in upstairs office file. The totals for factory, materials and scheduling are to be checked.  As stated in factory procedure the Non-Conforming items can be reworked immediately and included in the original batch or sent to rework bay and run through a reworks batch later.

Items from the rework bay must be actioned in time to be included in the whole job to ensure that it is complete. 

Production paperwork must be issued for rework or original revised to ensure compatibility with the whole job.

The Non-Conforming sheets will be selected for the factory and distributed for action.

14, Corrective Action: - Every week the Non-Conforming Sheets will be issued to the factory, purchasing and schedule teams for action.  Each month part of the factory management meeting will be devoted to corrective action that will include reviews of action taken from the factory, purchasing and schedule teams.  Further corrective action will be agreed for implementation where required.
15, Preventative Action: - Each year a review of preventative action will take place.

Review will look at all the preventative action that is in place and how this covers the perceived eventualities that may take place. A report will be compiled from the monthly factory management meetings to enable the review to take place
GOODS INWARDS NON-CONFORMING SHEET

	VPK LTD NON-CONFORMANCE REPORT (NCR)

	NCR NUMBER: 
	DATE: 

	DESCRIPTION OF NON-CONFORMANCE:



	IDENTIFIED BY (NAME): 

	REASON FOR NON-CONFORMANCE:



	CORRECTIVE ACTIONS REQUIRED:



	CORRECTIVE ACTIONS:

	Date Implemented:
	Implemented By:
	Confirmed Effective (Date):



	PROCEDURE MANUAL AMENDED (DATE):

	NAME: 
	POSITION: Office administrator
	DATE: 

	NAME:
	POSITION:
	DATE:


PRODUCTION NON-CONFORMING SHEET
	VPK LTD NON-CONFORMANCE REPORT (NCR)

	NCR NUMBER: 
	DATE: 

	DESCRIPTION OF NON-CONFORMANCE:



	IDENTIFIED BY (NAME): 

	REASON FOR NON-CONFORMANCE:



	CORRECTIVE ACTIONS REQUIRED:



	CORRECTIVE ACTIONS:

	Date Implemented:
	Implemented By:
	Confirmed Effective (Date):



	PROCEDURE MANUAL AMENDED (DATE):

	NAME: 
	POSITION: Office administrator
	DATE: 

	NAME:
	POSITION:
	DATE:


FACTORY PROCEDURE NO1

PURPOSE –To cut door cores to finished size
PERSONNEL-Trained as shown on Procedure Training and Machine Training 
RESOURCE – Circular Saw, Measuring Tape and Pens, part use for Forklift, part use of Pallet Trucks-supply of pallets
SCOPE – Procedure for cutting cores to size and identification ready for next
DOCUMENTATION – Production paperwork and cutting sheets for the job 

· Factory procedure paperwork for the beam saw

· Training for use of machine and for procedure- recorded

CIRCULAR SAW

1)
Materials checked and batch number of blanks recorded on to production paperwork.
2)   
Sizes of blanks checked for production by operator and supervisor.
3)
Door cores cut, and door number marked on a long edge of each core. Note to ensure ‘Top’ of blankfort core is correct where applicable
4)
Doors stacked on pallets as cut and labelled on the top of pallet with job number.

5)
Packs of cut cores are progressed to the lipping machines with job number and labels.

6)
All waste collected and stacked ready for disposal by forklift when required –         remember ‘Clean as you go’.

7)
Any non-conforming door cores are removed from the work and are a core reworked immediately. Cores that are not suitable are removed for re-use later on other jobs (wrong size). Any cores that are damaged are labelled none-conforming and the supervisor notified immediately. These damaged cores can then be disposed of into the skip.

FACTORY PROCEDURE NO 2

PURPOSE –To fix lippings to door cores
PERSONNEL – Trained personnel to operate machines and carry out procedures  2NO
RESOURCE – 1 no edgebander, use of pallets trucks, chop saw, calliper and moisture meter
SCOPE – Procedure for cutting and fixing lipping to door cores
DOCUMENTATION – 
Production paperwork and cutting sheets for the job

Factory procedure paperwork for lipping machines

Training for use of machines and for procedure - recorded 
LIPPING MACHINE 

1) Production paperwork collected with cut and marked cores stacked on pallets.

2) Lippings cut to size, selected as indicated in the production paperwork. Sizes of lippings confirmed.

3) Moisture content of lippings checked (maximum possible – 10%) and recorded onto production paperwork.  Random checks on lippings are made as they are cut for each pack of cores.  Any lippings with moisture content over 10% to be isolated from the production, non-conforming procedure applied, and a supervisor informed.  Checks are made for colour and quality (Sapwood, knots, shape, shakes and saw marks on outer face).  Any spare lippings are entered onto the lipping stock sheet.

4) All glue on the edgebander with Jowat jot melt glue. Top and bottom lippings are fixed first. The number of each door is then transferred from the long side of the core onto the top lipping. Prior to the operation all glue is checked that its use by date has not expired. Report to the supervisor immediately if any glue shelf life has expired – DO NOT USE THE GLUE – REMOVE OUT OF DATE GLUE.
5)  Door returned to start of run to apply long edges.  

6) Doors are stacked and moved forward to assembly bay ready for calibration with job number and pack label. Time and date marked on pack prior to moving. All doors are checked for correct size as work proceeds.

7) All waste materials are cleared away to skip. Remember – Clean as you go.

8) Any non-conforming doors are pulled out of stacks and labelled as non-conforming, these may be given immediate rework (replacement lippings) any other core found to be non-conforming, a sheet is filled in and core labelled non-conforming, a supervisor will be contacted immediately and he will confirm if the job is to be reworked straight away or placed in the rework by for later rework.

FACTORY PROCEDURE NO 3
PURPOSE – To apply polish to doors to required finish as specified in production paperwork.
PERSONNEL – Trained Personnel as shown on factory procedure training and machine training records.  
RESOURCE – Finishing sanders, part use of pallet truck, supply of polish, cleaners.  Supply of pallets.
SCOPE – Procedure to polish doors to required specification as indicated in production file. 
DOCUMENTATION – Production paperwork and cutting sheets for the job

                                       -   Factory procedure for sanding

· Training in machine use and factory procedure of sander
POLISHING FINISHING LINE

1) All doors to be calibrated, setting recorded and finishing sander set accordingly.  The doors are checked all round for any hand sanding that may be required prior to starting down the finishing line.  
2) The first run base settings are to the specification stated on the production paperwork.  Settings for the line are on sheets attached to the line controls.  For the second finishing run, the sander belts are changed for de-nibbing to 240 grit and 320 grit.

3) On completion of all the polishing, the quantity of doors is checked against the job production paperwork.  The job is signed, countersigned and progressed to the next operation complete with job number and pack labels.

4) Any non-conforming doors are removed from the work immediately.  The doors are labelled and the rework sheet filled in.  The supervisor is contacted immediately and he will confirm if the item is to be reworked straight away or placed in the rework bay for later action.

FACTORY PROCEDURE NO 4
PURPOSE – To machine doors to receive ironmongery, prepare for glass openings, to trim to finished size and prepare frames for ironmongery.
PERSONNEL – Trained Personnel as shown on factory procedure training and machine training records.  
RESOURCE – 2 NO CNC machines, programming computer, backup discs, tooling, part use of pallet truck, supply of pallets,
SCOPE – Procedure to cut apertures, cut out for ironmongery in both doors and frames.  Trim doors to finished sizes. 
DOCUMENTATION – Production paperwork and cutting sheets, ironmongery

                                         Samples.

· Factory procedure for operation of CNC - recorded

· Training in machine programming and use – recorded

CNC ROUTERS

1) All doors are checked for quality, quantity and size as the work proceeds.

2) The appropriate ironmongery/cut outs are programmed to the CNC machines from information contained in the job production paperwork and job labelled sample ironmongery.  The programmes are stored onto a hard disk on the computer in the production office or onto a disk as back up.

3) Test runs are made to ensure that all ironmongery fits and all apertures are to the size specified and in the correct position as detailed in the job production paperwork.  The work is then signed off as correct prior to the job proceeding into production.

4) All doors are checked as they are completed for quality, quantity and sizes as they leave the CNC. On completion packs of doors with labels and job numbers will progress to the next operation.  

5) Any non-conforming doors are removed from the work immediately.  Doors are labelled and rework sheet filled in.  The supervisor is contacted, and he will confirm if the item is to be reworked straight away or placed into the rework bay for later action.
CNC ROUTERS

6) 
When writing the programme for frames: - The position of the hinges is set into the frame and at the same time the door hinge settings are programmed. The remainder of the door programme can be added later if required, but the hinge settings will be done in one on the frame, and door so as to match exact.
A sample spare leg is cut and a sample door edge is cut. These are both worked and then checked and signed off by a Supervisor – clearly marking each with the job number, batch number and date.

The samples are stored for future reference. In the event of future work the samples can be used as a check for work on that job and batch, along with the programme stored on to disk.

FACTORY PROCEDURE NO 5
PURPOSE – To install glazing to specification contained in job production paperwork.
PERSONNEL – Trained Personnel as shown on factory procedure records, trained personnel as shown on machine training records, trained personnel as shown on fire door training records.  
RESOURCE – Glazing benches and glass racks, bead racks, mitre saw, dovetail machine, chop saw.  Part use of pallet truck.
SCOPE – To manufacture glazing cassettes to required specification and fit glass all as detailed in job production paperwork.
DOCUMENTATION – Production paperwork to required specification

· Factory procedure for glazing training- recorded

· Machine training  – recorded

GLAZING AREA

1) All glass is checked for correct sizes, correct stamp for fire glass, the correct quantity and for quality to ensure there are no scratches, chips or bad alignment of wires are on any pieces of glass.

2) Check all beads for correct profile and quantity to match the details in the job production file.  Check apertures match the sizes given and position indicated in the job production paperwork.

3) Manufacture the cassettes in advance of glazing allowing a reduction of 1mm from the tight size of the aperture in width and height for fitting tolerance.  Manufacture cassettes where a lining is used 5mm less than tight aperture size in width and height for fitting tolerance.

4) When fitting Sealed Tight Solutions ST105GT make sure that the gasket is fitted in one length and mitre joints in the sides are fixed as recommended by the manufacturer with adhesive. 

5) Ensure that all fixings for cassettes are at the required centre, the correct length of steel pins is used or gauge and length of steel screws used to match the system requirements.  Check on display board for correct drawings.

6) Any non-conforming items are removed from the work and immediately reworked.  Non-conforming items are removed and placed into skip or spare bead area.

7)
When job is complete ensure that all job production paperwork is signed and countersigned and doors stacked ready for hanging, complete with production file and pack labels.
FACTORY PROCEDURE
NO 6
PURPOSE – To hang door into frame to specification in job production paperwork
PERSONNEL – Trained Personnel as shown on factory procedure records, trained personnel as shown on power tool training records, trained personnel as shown on factory fire door training records.  
RESOURCE – Benches, air drills, screwdriver drills, router sander, supply of ironmongery, pallets, use of pallet truck, and supply of bags.
SCOPE – To fit ironmongery select correct door frame and hang door into frame all as detailed in the job production paperwork.
DOCUMENTATION – Job file and the global assessment are available in the main offices
HANGING DOORS INTO FRAMES

1) Prepare all doors with hinges, ensure type of hinge is correct and matches the specification in the job production paperwork.  Use correct pilot hole drill to match the gauge of the hinge screws to be used. Fit all ironmongery as requested, on production sheet.

2) Prepare and fit any drop seals or other ironmongery as detailed in the job production paperwork.  
FACTORY PROCEDURE
NO 7
PURPOSE – To stack, brace and prepare pallets of doors, doorsets recording numbers as work proceeds on despatch sheets, ready for loading.
PERSONNEL – Trained personnel as shown on factory procedure training records.  
RESOURCE – Pallets, brace timbers, drills, screws, banding tape and machine for fixing, shrink wrap, timber blocks, cross bearers and insulation packers. 
SCOPE – preparing stacks of finished doors and doorsets for despatch
DOCUMENTATION – Despatch sheets

DESPATCH

1) Pallets are selected and checked to ensure that no nails or other projections are protruding which may damage the doorsets.  Correct size of pallet is used for the set. Special pallets may be required in some cases-see production paperwork for requirements.

2) Place doorsets onto pallet – flush to one side and end to enable diagonal braces to go down and be fixed to the side and end timber of the pallet.

3) Ensure each set is packed so that any projecting hinges do not mark the door above and the weight is on the frame to frame and not on the door.  Timber packers are used to give full width packing where needed.

4) Stack the pallet to the agreed height and place three bands around the stack and pallet.  Use corner protectors at all times.  Place 4No blocks at corners of stack and pallet to prevent the stack moving across the pallet base.  

5) Place diagonal braces on the flush side of the stack, fixing first to the pallet and then to each back (unseen) of each frame in the stack.  Place diagonal brace to the other side of the stack to form a ridged pack.  When braced wrap around the stack with cling film.

6) Any marks or damage seen must be reported to the supervisor immediately-doors are not to proceed from the factory if damage is seen.

7) Cross reference doors/frames/doorsets manufactured against front check sheet in production folder.

FACTORY PROCEDURE NO 8
PURPOSE – To monitor, check, mark and receive goods into the factory.
PERSONNEL – Trained personnel in stores and forklift to handle materials as shown in procedure training records. 
RESOUSE – Forklift, pallets, bearers, protection sheets and signboards.
SCOPE – To ensure materials are received and recorded into the factory.
DOCUMENTATION – Daily ‘Goods Inwards Sheet’

· Delivery Notes

· Access to orders placed

GOODS INWARDS


1)
All drivers to report to Goods Inwards Door. Only designated personnel are to     receive any goods- stores, forklift driver. Goods inwards are checked and if any shortages occur a non conforming sheet is issued and attached to the rear of supplier’s delivery note for immediate action by stores personnel.

2)
Small items are taken to the storeroom where they will be checked by store personnel and marked off as received on the goods inward sheet. The goods inward sheet is prepared and issued to stores each day. Job numbers are transferred from the goods inwards sheet and clearly marked on items received into the stores.
3)
Large items are placed onto the yard or into the factory; job numbers are   transferred from the goods inward sheet and clearly marked on packs as they
            are received.

4)
Sawn timber and prepared timber – moisture content to be checked. (Maximum possible 14%)  Moisture metre prongs are to be placed running along the grain and no across the grain.  Several pieces are to be checked from each pack.  Moisture content to be recorded onto the suppliers delivery notes.

Any material with moisture content over 14% to be isolated and the goods inwards non-conforming sheet filled in and a supervisor informed immediately.   

5)
Delivery notes are taken to the office and checked against orders placed to

Ensure correct items have been sent. Any shortages are notified and suppliers      contacted immediately to ensure orders are completed.

6)
Any large items outside will be protected by sheets upon arrival and clearly marked with job number.     

7)
Certified materials to be stored in separate locations and not placed with other materials.    

FACTORY PROCEDURE NO 9
PURPOSE – To prepare sawn and finished goods to cut lengths as indicated on cutting sheets.
PERSONNEL – Trained personnel as shown on factory procedure training record

· Trained personnel to operate cross cut saw as shown in machine training records – 2 No at any time. 
RESOURCE    – Part use of forklift and driver, cross cut saw, part use of pallet truck
SCOPE              - Select and cut to length materials ready for next operation
DOCUMENTATION 

· Factory procedure for cross cut saw-record

· Machine training-recorded

· Stock book

CROSS CUT SAW

1) As the materials are cut the following checks are to be made-Check materials matches that which is required in production file – Check for straightness and overall size – Check for defects, splits, knots and shakes.

2) Cut timber to fulfil requirements detailed on ‘Cutting sheet’ from job production paperwork. Mark ends with finished machine size or item number. Stack sawn timber ready on pallets or trestles ready for next operation. Mark off cutting sheet and production paperwork as completed.

3)
Clear away off cuts-Remember ‘Clean as you go’ any surplus lengths are measured and listed in the stock sheets. These are updated every 2 weeks filed on the server. Once edited, hard copies are returned to relevant areas.
FACTORY PROCEDURE NO 10 AND NO 11
PURPOSE – To saw down to required size sawn timber

PERSONNEL –Trained personnel as shown on factory procedure training records

  -Trained personnel as shown in machine operation training records

RESOURCE - Circular saw, push sticks, outflow roller table, trestles as required

SCOPE – Cutting sawn timber to size ready for next procedure

DOCUMENTATION -Factory procedure for band resaw- training records

                                      -Machine operation for band resaw- training records

CIRCULAR SAW

1)
From the cutting sheet in job production file select timber for converting from pallet or trestles.

2)
Set machine for required cut and saw timber. Run a test piece and check sizes. Check for correct quantity, straightness and quality.

3)
Clear away waste-remember ‘Clean as you go’. 

4)
Mark off production paperwork as complete as work proceeds.

FACTORY PROCEDURE NO12 AND NO 13
PURPOSE – To plane timber all round to finished size as indicated in job production paperwork.

PERSONNEL – Trained personnel as shown on factory procedures training records

   Trained personnel to operate moulding machine as shown in machine               operation training records 

RESOUCE –     moulding machine, pallet truck, supply of pallets, bearers

SCOPE- To plane moulding machine of timber to finished size

DOCUMENTATION 

· Factory procedure record

· Machine operation training record
4-WAY PLANER (P22)

1) Check machine blades for sharpness and then set up to size required. Run test piece and check sizes with supervisor. Sign off production sheet to allow job to progress.

2) Collect and stack all materials as work proceeds on pallets with regular dividing laths to give stack stability check sizes match test piece at intervals as work proceeds.

3) Check correct number of items are on the stack prior to altering the machine setting and mark off on cutting sheet in the job production file.

4) When all materials are machined and checked sign off production paperwork and move the materials and job file to the next process.

FACTORY PROCEDURE NO 14

PURPOSE        - Mark out settings for machine work

PERSONNEL   - Trained personnel as shown on factory procedure training records
RESOURCE     - Setting out table and trestles, tape, square, gauges and pens
SCOPE            - To mark out machine setting to sizes specified in the job production file and numbers each head with INDIVIDUAL DOOR NUMBERS

DOCUMENTATION - Job production file with all sizes required

MARKING OUT

1) From production file select all sets or common sizes for head, mark out lengths for machining and check test piece.

2) Mark and number individual doorframe or lining heads.

3) On completion stack ready for the machine operator and sign off production paperwork.

4) Ensure correct numbers of items are marked out to fulfil the requirements stated in the production paperwork.                                                                                                                                                                   

FACTORY PROCEDURE NO 15
PURPOSE - To machine doorframes or door linings to receive ironmongery

PERSONNEL – Trained personnel as shown on factory procedure training record

-  Trained personnel as shown on machine operation training record

-  3 No people at any one time

RESOUCE – 2 No CNC machines, programming computer, backup discs, tooling, part use of pallet truck, supply of pallets

SCOPE – Procedure to cut out for ironmongery to match cut outs in doors when required

DOCUMENTATION – Procedure paperwork file

  -  Factory procedure training records

-  Machine operation programming and operation training 

   Records
CNC ROUTERS

1) All frames and linings are checked for quality, quantity and size as work proceeds.

2) The appropriate ironmongery cut outs are programmed to the CNC machines from information contained in the job production file and job labelled sample ironmongery. The programmes are stored on hard disk on the computer in the production office or onto disk as back up. See also Procedure No6 for Solid templates.

3) Test runs are made to ensure frame and door cut outs are in line with each other. The work is then signed off and countersigned by the supervisor as correct prior to proceeding into production.

4) On completion, packs of frames are stacked on pallets along with job production paperwork and moved to the next operation.

5)
Checks are made to ensure all items are complete and production paperwork signed off.

FACTORY PROCEDURE NO 16
PURPOSE – To assemble frames or lining

PERSONNEL – Trained personnel as shown on factory procedure training record

 - Trained personnel as shown on power tool training record

RESOURCE – benches, supply of pallets, air drills, router, sander, power screwdriver, fixing screws and timber straps.

SCOPE – To assemble frames and linings as specified in job production papers

DOCUMENTATION – Production paperwork 

  -Factory procedure training records

  -Training records for power tool use

ASSEMBLE FRAMES OR LININGS

1)
Select head and legs from pallet.

2)
Check legs are correct for head, moulding/grooves, match those specified in job production paperwork. Check handling is correct to match that specified in job production paperwork.

3)
Prepare stay laths for bottom of legs. Check joints, dry assemble and drill pilot holes for screws.

4)
Assemble frame and glue joints, fix stay lath and check for width and height sizes match required size in production paperwork. Ensure faces are level/finish and clean off if required.

5)    Mark off as complete the frame on production paperwork then stack on pallet                                                
ready for next process. Electronic door number labels are inserted:

I) Hinge cut out on frame

II) Top hinge side of door

FACTORY PROCEDURE NO 17
PURPOSE – To decorate frames, stops and architraves

PERSONNEL – Trained personnel as shown on factory procedure training record

 -Trained personnel in spray area as shown on training record

RESOURCE – 1 No spray booths and equipment, supply of finishing drying racks, spacer boards and screwdriver

SCOPE – Base coats – Polish/strain/primer and subject to requirements finishing coats to frames/linings/stops and architraves all as customer specification

DOCUMENTATION –Job production paperwork

             - Factory procedure training records

             - Machine operating training records

DECORATION

1)
Collect all materials and check that the correct numbers of items are ready for decoration as specified in the production paperwork.

2)
Check decoration specification and prepare material to match.

3)
With stain/polish check gloss level and where required get sample approved.

4)
Decorate items required and place on drying racks/area Arris edges where required- (Glazing beads in particular).

5)
Check all items are complete and move to next process. Sign off production paperwork.

FACTORY PROCEDURE NO 18 AND NO 19
PURPOSE – To cut materials to finished length

PERSONNEL – Trained personnel as shown on factory procedure training record

- Trained personnel as shown on machine operation training record

RESOURCE – Doubled ended mitre-saw, supply of pallets, wrapping tape, use of pallet truck

SCOPE – To cut architrave to size in sets including mitre, to cut rebate stops in sets
DOCUMENTATION –   Production paperwork

· Factory procedure training records

· Machine operating training records  

DOUBLE MITRE-SAW

1)
Collect correct number of items as specified in job production paperwork.  Run test piece and check with supervisor to approve and sign off prior to production run.  NOTE HANDING.

2)
Pack items in ‘10s’ and tape around.  Stack pallet with stacking laths every level to give stability to pallet.

3)
Check all items have been cut and handing is correct.  Sign off all production paperwork prior to moving packs to next process.

FACTORY PROCEDURE
NO20
PURPOSE - To produce delivery notes for office record, signed from site, site own record.

PERSONNEL - Trained personnel as shown on factory procedure training record

RESOURCE - Computer

SCOPE - To produce delivery notes from despatch sheet checked against order on system.
DOCUMENTATION -    Tracker sheet-in production file

· Acceptance of order sheet

· Delivery notes 

DELIVERY NOTES

1)
Production folder is returned to office-in the production file  

2)
From tracker sheet that has been checked a delivery note is produced from the computer system and acceptance of order sheet.  This delivery note is then printed with three copies, one each, for office, for site, and for site to sign and return to the office

3)
Upon return signed proof of delivery notes are placed in the office job file.  Drivers check sheets are filed in the office
FACTORY PROCEDURE
NO21
PURPOSE – Load lorry and deliver to customer

PERSONNEL – Trained personnel as shown on factory procedure training record

- Trained personnel as shown on plant operation training record

RESOURCE – Lorries, part use forklift truck, part use of pallet truck

SCOPE – Load finished goods and transport to customer.  Discharge load and obtain signature on delivery notes.  Return signed delivery notes to office.
DOCUMENTATION –    Delivery notes

· Drivers check sheet

· Drivers report book 

DELIVERY LORRY

1)
Collect delivery notes and drivers check sheet from the office.  Check the delivery route and quantity.  Check lorry and mark off checklist.  

2)
Get forklift and load lorry – CHECKING QUANTITY matches items shown on delivery notes, place on lorry in correct order.

3)
Carefully check load and secure with straps, ensure lorry is not overloaded.

4)
Deliver goods to customer; take all required stops/breaks as journey continues.  Check each delivery as it is taken from lorry to ensure each pallet has no damage.

5)
Each customer MUST SIGN ALL DELIVERY NOTES – NOT JUST THE TOP ONE OF A NUMBER BUT EACH ONE IS TO BE SIGNED.  Ensure signed delivery notes are returned to the office along with the check sheet. 

TAPE ISSUE & CALIBRATION REGISTER
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MOISTURE ISSUE & CALIBRATION REGISTER
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ORDER PROCESSING

PURPOSE - To plan and process orders for the sites.
PERSONNEL – General Manager and scheduling Team.
RESOURCE – Scheduling team, purchasing and production systems in the office.
SCOPE – To take orders, process and deliver as required by the by the customer.
DOCUMENTION – Factory programmes, scheduling system, order system and production paperwork.

ORDER PROCESSING – PROCEDURES 1 TO 18

1)
A request for factory capacity is made from the sales office to the general manager and scheduling team on the smartsheet
2)
The details of the job are checked and where capacity is available the sales team notified.

3)
Large jobs are handed to production manager with full details agreed, at a meeting with the scheduling team at main office
4)
New job numbers are issued and capacity confirmed to the sales office. This job is then placed onto the factory programme. All job numbers are unique to each contract and are logged onto the number tracker.

5)
Jobs are given a sales number and entered onto the system by the sales team. Full details of the work are sent to production manager
6)
For large and small jobs, files are created and marked with the individual job numbers.

7)
An acceptance of order for small jobs is sent to Tina with all details included.

8)
The approved schedule for large jobs is entered onto the system and an acknowledgement sent to the sales office.                                       
9)
Details of orders placed are entered onto the goods inward sheet which is updated daily.

10)
From the approved schedule and full and final details, full production paperwork is prepared to the standard format. 

11)
The job is issued to the production staff. Details discussed to confirm all aspects of production and delivery.

12)
The job will then proceed into production as shown on the production plan.
13)
Any amendments that are requested, they will if practical, be agreed, confirmed and logged.

14)
Amended production paperwork will replace original sheets in the production files.

15)
When the job is complete, delivery notes are produced from dispatch sheets provided by the production team. At the point of printing the delivery notes from the computer system it will also at the same update the system for valuation purposes 
16)
After delivery to the customer, signed Delivery Notes are returned to the office and filed.  Job production files are removed from the office.  Contract files and production paperwork are collected at the end of the job and archived for 5 years. 
	VPK LTD QUALITY SYSTEMS QUESTIONNAIRE

	Supplier:
	

	Address


	

	Telephone number: 

Email: 
	

	Contact details (General Manager): 


	

	Quality Control Manager: 
	

	International Sales Manager: 
	

	Products Supplied to VPK Ltd 


	

	Number of Employees: 


	

	Quality Standards or Alternative national Standards 


	

	Please advise registration of any quality standard you have in place


	

	Please give details if Trade/Professional Association of which your company is a member 


	Please provide details of any certification schemes that you have accredited with: 

	Would you be prepared to allow VPK Ltd Quality Assurance department to visit your company    

(please tick appropriate box) 
	Yes 
	No 

	Has your company a comprehensive Quality Assurance manual?
	Yes 
	No 

	Are your company Quality Assurance procedures documented?
	Yes 
	No 


	VPK LTD QUALITY SYSTEMS QUESTIONNAIRE 

	Are systems reviews and quality audits carried out?                                
	Yes 
	No 

	Are inspection routines documented and records kept?
	Yes 
	No 

	Is your inspection and test equipment calibrated? e.g: moisture meters and tape measures. If so by whom?
	Yes 
	No 

	Are your suppliers likewise quality assessed?

	Yes 
	No 

	 Do you inspect purchased materials on receipt?

	Yes 
	No 

	Are your production processes and equipment Approved to national standard?

	Yes 
	No 

	Are your production rejects analysed?

	Yes 
	No 

	Are there clearly defined Quarantine Area? (for non-conforming product)
	Yes
	No 

	Are there set procedures for handling storage and dispatch?
	Yes
	No

	Is training identified and administered, and records kept?
	Yes
	No

	PROCEDURE MANUAL AMENDED (DATE):

	NAME: 
	POSITION: 
	DATE: 



	NAME:
	POSITION:
	DATE:


Dear Supplier,
We would very much appreciate it if you would take the time out to complete the enclosed questionnaire.

The questionnaire relates to your own quality assurance procedures, which we aim to incorporate in our own quality assurance system. Your contribution is valuable and will assist us to build on our existing mutual business and co-operation.

Could you please email your questionnaire back to us at tina@vpk.ltd/info@vpk.ltd
Thanking you in anticipation

VPK Ltd PURCHASING DEPARTMENT
TIMBER DOORS

PRE-INSTALLATION PREPARATION, SITE RECEPTION,

HANDLING, STOREAGE AND INSTALLATION
Introduction

VPK ltd is a leading UK distributor of specialist and fire door products. Through the way we source, manufacture and create service we can offer a complete management package to specifiers, buyers’ installers and manufactures of fire rated doors, door blanks and doorsets backed by our dedication to satisfy and surpass current and safety and security demands.

This guidance paper is designed to be of assistance during the planning and execution stages of contracts that involve installation of custom-made doors.

A complete installed door assembly comprising doorframe, door leaves, other panels, hardware, seal and glazing…plus, for the fire doors, that when closed is intended to resist the passage of fire and smoke in accordance with specified performance criteria.

VPK Ltd recommend that fire doors be supplied as complete pre-hung assemblies, factory glazed, prepared to receive or fitted with all recessed and mortised hardware and factory primed or coated.

Door installations is very skilled speciality and it is strongly recommended that an installer be used who is a member of a recognised quality assurance scheme to ensure that fire ratings are achieved and maintained.

Installers should be aware that in respect of fire and smoke control doors, inspection authorities may require evidence that the complete installed door complies with the specification that formed part of the tested specimen. In respect of the installation process, compliance with the supporting test or assessment evidence must be verifiable in respect of: -
· Design of the in tumescent systems to seal door leaf to doorframe gaps.

· The fitting of glass with all in tumescent reinforcement and glazing channel and or glazing bead. To comply with tested detail supplied by the door leaf manufacturer.

· The size of all operating gaps.

· In tumescent protection provided in connection with hardware fitting and the quality of the preparations.

· The quality of the prepared opening.
· The fixing of the fire door

· The methods adopted to firestop and smoke stop fitting-in gaps and voids.

Pre-installation preparation

Best practice for door installation is a second-fix operation in which openings are prepared as construction proceeds and doors are installed later as complete pre-hung assemblies. The advantages are: 
Factory controlled operating gaps containing in tumescent and smoke control edge seals can be maintained.

Doors are delivered later in the programme when site conditions are more suitable.

In the traditional ‘first-fix’ method, doorframes are built in during construction with door leaves often being delivered to site at a later stage. This can be an unsatisfactory procedure because:-

· Construction operations can cause damage.

· Wet trades can damage finishes and cause distortion and/or swelling.

· Door leaves may have to be tailored to each opening.

· The cost of remedial work and protection can be high.

Door frame design

The doorframe must be designed so that it can be fixed securely into the type of wall construction into which it is to be installed.

NOTES:-

1)
Fixing into masonry should not be attempted within 25mm from the edge of the masonry (excluding any plaster).

2)
Fixing into metal stud partitions should be made into a stud that must be completing with full –length timber.

3)
Normally, a minimum of four door frame fixings should be made to each jamb.

These should be spaced 100mm from top and bottom with intermediate fixings at a maximum separation of 500mm.

4)
Doorframe fixings are not usually made through the head though a centre fixing is sometimes used particularly with double leaf doors when deflection is a risk.

Coordinating dimensions

The coordinating height, width and thickness of prepared openings, the fitting-in margin and allowed tolerances must be planned. This information must be available before the start of door manufacture.

Prepared openings

Walls and partitions must be plumb and stable. Prepared openings must be square, built to the coordinating dimensions subject to a tolerance of +5/-0mm at each jamb and +5/-0mm at the head and be of constant coordinating thickness around their perimeter within a tolerance of +/-3mm. It is vital to control partition thickness if architraves are to be fitted without excessive trimming and scribing.

Check accuracy of prepared opening as early as possible so that any remedial work can be completed before any attempt is made to install doors.

Doorframe size and fitting-in margin

The overall doorframe dimensions should be the coordinating height and width -5mm (+/-2) on each jamb and -7mm (+/-2) at the head to allow doorframes to be packed up a few millimetres if necessary, for the door leaf to swing over high spots or floor coverings.

These margins and tolerances will allow architrave arrangements that cover as little as 15mm to be successfully employed.

Recesses for floor mounted closer boxes

Pockets to receive closer boxes should be allowed for when planning reinforcement, forming floors and screening. The recess in the floor that is to receive the closer box must be formed and located with great accuracy to allow the closer to coordinate with the installed doorframe and the position of the dry spindle. Failure to set out and build to the required degree of accuracy is a frequent cause of difficulty.
Reception of Product on Site
Moisture Content

Timber doors are manufactured with moisture content of 10-12% for internal use and 12-14% for external use. The applicable standard on this is BS EN 942.

Keep all joinery away from site in suitable conditions until all “wet” operations have been completed and moisture readings on site are between 40 and 60%RH.

Avoid bring joinery to site before any planned forced-drying procedure.

Storage Area

Provide a storage area that is clean, level and suitable for stacking doors.

Provide sufficient space for doors to be moved around, sorted and re-stacked as installation proceeds.

The floor should be suitable to allow the use of pallet moving equipment.

Priming and Sealing

The applicable British Standard is BS 6150: 1991 Code of practice for painting of buildings.

Prime or seal door leaves, doorframes and door assemblies supplied in the white including top and bottom edges immediately following delivery.

Seal all preparations for hardware.

Apply further coats within a reasonable time and before door leaves are hung or assemblies are installed.

Handling

Avoid heavy contact with the ground. This can bruise corners and damage seals and finishes.

Wear clean gloves to avoid leaving marks.

STACKING

DOOR LEAVES

Do not store doors leaves standing upright or leaning as this causes bowing.

Stack horizontally lying flat on level supports such as pallets or levelled timber bearers that extend across the full width of the bottom door leaf.

Stack with the largest door leaf at the bottom with size reducing up the stack.

Provide support at the centre of the bottom door leaf and at 300mm from each end. If over 2150 in height, provide a second intermediate support.

Cover the support with cardboard or similar to prevent marking.

Plain flush door leaves can be stacked without intermediate separation to a maximum of around 20 door leaves.

When door leaves have projections such as glazing beads or pre-fitted hardware, provide intermediate battens to allow clearance.

Assemblies

The same principles apply when sorting door assemblies.

Stack with the door leaf lying in the closed position on the doorframe doorstop.

Separate each assembly with battens to ensure that projections such as hinge knuckles do not cause damage.

Covering

Exposure to light will fade timber.

Cover stacks with opaque sheeting to prevent fading and keep doors clean. This is very important for veneered doors. 
Hardware

Preparation for hardware

Before installation, prepare door leaves and doorframes to receive specified hardware in accordance with templates and instructions provided by hardware manufacturer or supplier.

Notes

1)
Preparations are often available from the door manufacturer. (These may be     supplied ‘off machine’ i.e. with corners not square out).

2)
Factory assembled doors can be made available fully prepared for hardware with door leaves hung in position though possibly removed for transit.


Fitting Hardware

Fit all hardware in accordance with fixing templates and instructions provided by the hardware manufacturer or supplier.

Fit mortised hardware such as locks and door bolts before hanging the door leaf or installation of second fix door assemblies.

Fit in tumescent protection exactly in accordance with the tested detail.

Fit face fixed hardware at any convenient stage in the installation programme.

Notes:

1)
This work is often done immediately prior to handover to avoid the risk of loss or damage.

2)
Drill door leaf faces for latch spindles and keyways or cylinders when the door assembly is installed and fully adjusted and there is no risk of further adjustment to the position of lock cases or keeps.

3)
Lubricate hardware as required by manufacturer’s instructions.

Glazing

The applicable standard is BS 6262: 1982 Code of practice for glazing of buildings.

Glaze fire doors strictly in accordance with a specification for each type provided by the supplier and supported by evidence of test or assessment by a recognised authority.

Door Installations 

Hanging door leaves

Trimming edges

When it is necessary to shoot or trim door leaves to size, remove equal amounts from each vertical edge.

Make all height adjustment to the bottom of the door leaf.

Notes:

1) When door leaves are supplied to site with square vertical edges, it may be necessary to apply a bevel or lead-in of around 2% to the leading edge (more with narrow leafs) to allow it to pass the doorframe or secondary door leaf and maintain a correct clearance on the knuckle face.

2) When in tumescent material is concealed behind the lip, up to 3mm may usually be removed from each edge or as advised by the door leaf supplier.

3) When exposed in tumescent material or smoke seals are present, these must be replaced after any size adjustment has been made.

Hinges

Use 3 hinges per door leaf for all fire doors or when above 1200mm in height unless otherwise specified.

Use 2 hinges per door leaf when below 1200mm in height.

Consult the hardware supplier when door leaves exceed 2250mm in height or 160 kg. One or more additional hinges may be required.

Notes:

1) The recommended position of hinges is: centre line of the top and bottom hinge 250mm from top and bottom of the door leave with third hinge centre line 200mm below the top hinge.

Care should be taken to coordinate hinge positions with other hardware such as plates.
Installing Second-Fix

Install door assemblies once site conditions are suitable.

Notes:

1)
Operating gaps around door leaves will vary 2 and 4mm.

2)
Any movement of the structure after doors are installed will definitely affect these margins and cause malfunction. Movement results from:-

· Shrinkage due to drying out.

· Growth due to increase in moisture.

· Deflection of structural members.

Defer installation if conditions are unsuitable.

Packing

Pack the space between the back of the doorframe and the prepared opening immediately above each fixing position. Ensure that the door assembly when in position is perfectly plumb and square.

Note: The best practice is to use the hung leaf as a template.

Ensure that jams are straight, operating gaps are even and in tolerance and that fixing screws cannot distort the frame when tightened.

Notes:

1)
To avoid later shrinkage, material used for packing must be durable, hard and stable. Proprietary trouser leg packers are best. Alternatives are off cuts of laminate, metal shims or plywood.

2)
The lateral force imposed by the door leaf at the bottom hinge position can compress packing and metal studs causing the leading edge to drop. A common problem is shrinkage of timber used within metal studs. Before installing into these, check dryness of the filling, ensure that studs are secure and ensure that the door frame fixing pulls the timber filling tightly into the stud and pulls the stud up tight against the packing.

Fixing

When the doorframe has been packed into the prepared opening, remove door leaves if necessary, to facilitate fixing.

Fix doorframes in masonry in conjunction with plugs and woodscrews with 50mm penetration into the masonry.

Fix doorframes in metal stud partitions with wood screws having drilled a pilot hole through the stud into the timber stud filler.

Re-hang door leaves.

Check and adjust for correct gaps and operation of smoke or acoustic seals.

Notes:

1)
Compression seals should be compressed along their entire length.

2)
Blade and bush contact seals should be in contact with the opposing face.

3)
Any adjustment to the fit of door leaves that is indicated at the installation stage should as far as possible be deferred unless or until the site is completely dry when the full scale of any defect will be apparent and can be remedied in a single operation: -
Adjustments made too early can result in excessive gaps developing as the building dries.

Adjustments must be carried out as far as possible on the doorframe fixing by reducing or increasing packing.

Another option is to pack out behind hinges or recess them further.

Only as a last resort should door leaf edges be trimmed. This may interfere with seals which may have to be replaced or rehoused, and may involve repositioning of hardware. This may seriously affect and integrity of the fire door.

Doorstops

Fix loose doorstops with screws or lost head pins after the door leaf is finally hung and operating correctly.

Fit to suit the shape of the door leaf, permit an easy latching action and ensure any seals are in correct contact with the door leaf face.

Stopping the fitting-in gap

Fill the fitting-in gap between the doorframe, any sub frame and the structural opening to suit any fire, smoke or acoustic requirement before fitting architraves or installing the non-door leaf carrying half of split frames with integral architraves.

Notes:

1)
When cold smoke leakage is to be prevented, the gap filler completely close the gap and have some flexibility.

2)
When the fitting-in gap is constant and between 5-10mm the options include:

· Gun-applied intumescent mastic suitable for both fire and smoke stopping.
· Gun applied fire foam suitable for both fire and smoke stopping.

· In tumescent strips (used with conventional mastic gap filler when smoke stopping is needed).

· With FD30 doors, architraves alone may fire stop gaps and will prevent leakage of cold smoke.

Large or irregular gaps and voids can be filled with cementitious material, packed with mineral wool or sealed with in tumescent material. The intumescent options for gaps up to 35mm that can accommodate some movement and close voids in the case of fire are:-

· Intumescent plasters


· Intumescent acrylic emulsions

· Intumescent dry foam

Fix architraves only when any required stopping is complete.

Concealment of fixings

Dress exposed fixings of doorframes, and doorstops and architraves as specified.

Notes:

 1)
Screws are normally concealed with timber or plastic pellets. Pins are           punched and filled with hard beeswax coloured to match. 

 2)
This operation and the final fitting of architraves should be left until all adjustments to gaps and door leaf operation have been made.
Cleaning

Remove all dust, clean the installed door and make good any damage to finishes according to instructions provided by the manufacturer.

GLAZING DETAILS

All glazing details are as approved in the Global Assessment. Detailed drawings showing angle of fixing pins, section of beading and combination of in tumescent materials to conform to the Global Assessment and held in the schedule office and displayed in the glazing workstation of the factory.

Training records are in place to ensure that operatives are approved to complete the glazing operation.

Detail of FD 60 Glazing
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Detail of FD 30 glazing
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