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 Responsibility / Notes 

 
1. OBJECTIVE 
 
To ensure the effective elimination of Process, Activity, Equipment or Product Non-
conformances in order that they do not reoccur. 
 
2. SCOPE 
 
This procedure applies to all Process, Activity, Equipment or Product problems and 
deficiencies and may be triggered by Internal Audits and Customer Complaints.  
 
3. CORRECTIVE ACTION 
 
3.1 General 
 
3.1.1 Corrective Action is the pattern of activities that traces the root cause of a 
problem, produces solutions, and implements the changes required to prevent 
reoccurrence.  
 
3.1.2 Terms and Definitions:  

 
CAR: Corrective Action Request (Form) 
Open Corrective Action: the plan is not implemented or the results are 

not yet satisfactory. 
Closed Corrective Action: the plan is implemented and working 

effectively. 
 
3.2 Identify Non-conformities that Require Corrective Action 
 
3.2.1 Repetitive Non-conformances (Process, Activity, Equipment or Product) are 
assessed by the respective Departmental Manager and QMR. The Non-
conformance Register is reviewed, recurring problems identified and recorded on a 
Corrective Action Request (CAR). 
 
3.2.2 The receiver of goods or services must immediately register any Supplier 
non-conformances as Corrective Action on a Corrective Action Request. 
 
3.2.3 Corrective Actions arising from Internal Audits are recorded by the Internal 
Auditors on the Audit Finding Report. At the discretion of the Lead Auditor a CAR 
may be raised to address a particular non-conformance/deficiency. Typical CAR’s 
resulting from Internal Audits would be: repeat findings and non-conformances 
where the severity is critical. 
 
3.2.4 In the event of a System Deficiency being identified at any time, the person 
who identified it (this could be any Chuma employee) may raise a Corrective Action 
Request. 
 
3.2.5 All External Customer Complaints are coordinated by the Operations 
Manager. The Operations Manager and the QMR review the reports and initiate 
Corrective Action Requests as deemed appropriate. 
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3.3 Procedure 
 
3.3.1 The status of the CAR’s raised are reviewed monthly by Management 
 
3.3.2 The QMR is responsible for the co-ordination of the Corrective Action   
            System. 
 
3.3.3 The cost of non-conformance must be completed. This would typically   
 
            include: 

- labour cost 
- material used / purchases made 
- rental of machines / equipment. 

 
3.4 Changes that Impact the Quality Management System  
 
3.4.1 When the Corrective Action is working successfully and has been closed; 
the relevant quality management system documents (e.g. Policies, Procedures 
and Work Instructions) must be consulted and the necessary changes affected. 
Refer to the Document Control procedure. 
 
3.5 Analysis of Data 
 
3.5.1 The QMR and Departmental Managers obtains all relevant information to 
enable an analysis of trends.  This analysis is focused on – but not limited to -, 
type of problem per their respective department and time for processing. This data 
is analysed during the Management Review, with a view to initiating Preventive 
Action. Refer to the Management Review procedure and the Preventive Action 
procedure. 
 
4. RECORDS RETAINED 
 
4.1 The original CAR, the registers and reports are kept by the QMR for three 
years and then discarded, or as prescribed by the Archives Act. 
 
5. ATTACHMENTS 
 
5.2 Corrective Action Request (CAR) 
 
5.3 CAR Register 
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CORRECTIVE ACTION REQUEST FORM 

Date:      /     /                  CAR Raised On Area:  

Originator: 

Description of Non-Conformance: 
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ROOT CAUSE OF PROBLEM: 

 

 

 

 
PROPOSED CORRECTIVE ACTION:  TARGET COMPLETION DATE:     /     / 

 

 

 

 
ACTUAL CORRECTIVE ACTION TAKEN: 

 

 

 

 

Cost of NC:     R 

Resp. Person (Name): Sign:                                    Date:     /     / 
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Managing Director: Sign:                                    Date:     /     / 
CLOSE OUT: (Has the Necessary Corrective Action Been Taken?) Y N 

Comments: 
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Name: Sign:                                    Date:     /     / 
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Name: Sign:                                    Date:     /     / 

 

Unique 
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CORRECTIVE ACTION REQUEST REGISTER 
CAR 
No. 

Date 
Registered 

Supplier/ 
Department 

Short Description of 
Cause of Non-conformance / 

Solution 

Date 
Closed QMR Follow-up 
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ORIGINATOR RESPONSIBLE PERSON QA MANAGER

START

Once a serious non 
conformance or 

suggestion is identified, 
document i t  on a 
Corrective action 
Request (CAR )

Copy CAR to QA 
Manager

Discuss CAR with 
Responsible Person

File CAR copy in 
Department pending 
completion (optional)

CAR (original)

D iscuss CAR with originator

Complete CAR - Dept. Responsible 
Person Section

Fi le CAR copy in Dept. pending 
completion(optional)

CAR (copy)

Register CAR and 
assign CAR #

CAR (original)

Update Register

Fi le CAR

ENDFile CAR copy

CAR

Close out CAR 
providing 

Corrective Action 
is satisfactory

CAR 
(copy)(optional)

Fi le CAR

END

Responsible Persons Departmental 
Manager is to sign off CAR

Follw up and close 
out CAR


