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1.0
Purpose
To establish a guideline for work associated with Assembly, Pressing and Compound operation.
2.0
Scope/Principle 


This applies to all CCMI employees who are assigned to assemble, press and compound product.

3.0
Responsibility

3.1 It is the responsibility of Production Supervisor to:

3.1.1
Fill out a Batch Ticket Request and assign w/o
3.1.1 Ensure all operation is performed per procedure and assist in addressing ops issues.

3.2 It is the responsibility of the Production Coordinator to:

3.2.1. Assemble a Batch Ticket using Process Pro.

3.2.2. Attach a Manufacturing Procedure.

3.2.3 Give the Batch Tickets to the Plant Manager.

3.3 It is the responsibility of the Plant Manager to:

    3.3.1
To prioritize the batch tickets, distribute W/O to the departments and address major ops issues.
3.4 It is the responsibility of the Purchaser to:

3.4.1 Print an MRP Demand Supply Report for Raw Materials twice a week to determine what raw materials are needed to be purchased.

3.4.2 Print an MRP Demand Supply Report for Packaging Components once a week to determine what packaging components are needed to be purchased.

3.4.3 Purchase all needed raw materials and packaging components.

3.5 It is the responsibility of the Assembly, Pressing and Compounder personnel to:

3.5.1 Conduct line clearance /  work station clearance ; remove all previous job materials and paperwork before starting new work order.
3.5.2 Clean production area.

3.5.3 Clean and sanitize the equipment per Clean & Sanitize guideline ( Ex: table, work station, conveyor, press machine, scales, kettle, screener, tumbler, tools, warmers, hot fill machine,  chiller, mixer, thermometer, ink jet machine, hopper, sealer, etc. )
3.5.4 Verify and sign off cleaning and sanitation of equipment.
3.5.5 Log the date of cleaning in the Cleaning and Sanitize Log.

3.5.6 Verify and pull each raw material or bulk or component needed per job ticket formula.
3.5.7 Make sure that each raw material or bulk has a “Release” tag from Quality Assurance.

3.5.8 Pull the oldest Lot Number first.

3.5.9 Record the lot numbers of the raw materials or bulk or component on the Batch ticket.

3.5.10 Weigh each raw material or bulk accurately into sanitized containers / equipment.

3.5.11 If the raw material or bulk has to be cut, use sterilized tools and cut on a clean, sanitized

surface.

3.5.12 Practice self quality control at all times.

3.5.13 Wear gloves, hair / beard net, facemask, smock when handling raw materials or bulk or assembly.
3.5.14 Avoid any cross contamination between raw materials or bulk or component and contact surfaces and raw materials and people.

3.5.15 Record - Record the weight of each raw material or bulk or component used on the Batch Ticket.

3.5.16 Record - Have the secondary checker verify components, label, RM weigh and sign the Batch ticket.

3.5.17 Ensure process, parameters and assembly standard (ex: pressure, temperature, time, process and assembly build ) are followed per batch ticker instruction.
3.5.18 Write the employee initials after each major (kitting, assembly, weighing, filling, compounding) operation.

3.5.19 Communicate any problem encountered to the lead, supervisor and or QC.
3.5.20 Follow any correction instructions given by Dept lead, QC or R&D personnel (as apply).

3.5.21 Assembly Process Control: In reference to Master Standard, assembly filled finish good in production must be continually check fill weight on calibrated scale to ensure minimum weight is met. Weight check frequency will vary based on volume; general guideline for weight verification is every 10 minutes during a production run. 
QC will collect independent sampling every 30-40 minutes during a production run.

3.5.22 Prepare final sample ( ex: finish good, press pan and bulk ) for inspection and submit to the Quality Control Laboratory.

3.5.23 Issue samples with correct information or with batch ticket (information:  product, lot number, P/N and Formula, date, etc.)
3.5.24 Record all information in the Batch Ticket.

3.5.25 Once the sample (ex: finish good, press pan, bulk) is approved by the Quality Control, perform final transfer or packaging for inventory or shipment.
3.5.26 Seal all the containers of unused raw materials, bulk and components.

3.5.27 Return all unused raw materials, bulk and components to warehouse.
3.5.28 Once production operation is completed, perform post production Clean and Sanitize of the manufacturing equipment, tools and work station. Ensure all cleaned equipment is covered after cleaning.
4.0
Safety Considerations

4.1
Wear gloves, protective garments and eye protection when necessary.


5.0
Materials/Equipment

5.1
Batch Ticket

5.2 Black Ink Pen

5.3 Scale

5.4 Clean/sanitized Scoops

5.5 Clean/sanitized Pails with brand new liners

5.6 Clean/Sanitized Kettle.

5.7 Clean/ Sanitized Spatula

5.8 Thermometer

5.9 Timer

5.10 Sample containers

5.11 Laboratory equipment- Viscometer, Gardner Specific Gravity cup, Scale, pH Meter, White

Test Papers. Spatula, Slides, Gloves

6.0
Methods/Procedures

6.1
Refer to batch ticket procedure and or finish good standard 
7.0
Calculations

N/A

8.0
Definitions
8.1
N/A

9.0
References


9.1
Practical Continuous Improvement Process. 
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