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Q02 Document Amendments

Al ccpiés of this Quality Management Systems Manual (QMSM) must be kept under strict control
to prevent the system from hecoming unreliable. The following controls will ensure that the
" system remains current and valid.

,

All copies of the QMSM will be clearly numbered and the holder recorded.
Each page in the manual will carry its own number.

The Quality-Management ISO 9001: 2015 Representative will be responsible for all
revisions and additions being recorded.

Changes can be suggested by any employee but must receive signed approval before
being entered into the QMSM.

Al changes must be recorded on the Amendments Table below and appropriate pages in
each QMSM changed. Significant changes will be marked to make them easily
identifiable. (Where existing text is reworded or reorganized, changes will not be
marked.)

i

QM Al 0| 1176007 Firstlssue - Y
QM All 1 04/16/13 First Revision Mj' 3 )/
aM ALL | 2 [ 11/25/13 Second Revision =R
QM ALL 3 | 05/09/14 | Third Revision = Y
QM ALL 4 10/29/14 Fourth Revision Mw 3 )/
I'MSM) ams | AH S..: I 'I:; 1§' : ISO .90(.)1-_20:15 Im.plc_er:ngr.:tation F. Vega j / "
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4 F.V

IMSM/QMS | ALL S Section 8 ega/S

Aug 1, New Organization Chart and e
IMBMyQMS | AL 2022 Process Model Frkegs C !
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Q03 Company Organization Chart
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INTERAVERICANA
Q04 Quality Management System

4. Context of the organization
4.1 Understanding the Organization and its Context

The Faculty of Business (FOB) of the Inter American University of Puerto Rico, Metropolitan
Campus(FOB, Organization) determines the relevant external and internal issues that affect its
ability to achieve the intended outcomes of its management system. The Organization considers
the full business environment, the key drivers and trends having impact on the objectives of the
organization, and the relationship and values of external stakeholders. Details of the context of
the Organization are stated below:

Organization — Responsibility & Authority

The Dean of The Faculty of Business defines the working relationship and authorities for
personnel within the Organization. Responsibilities are described in the Faculty Handbook and
Manual de Normas para el Personal No Docente. Key roles, responsibilities and interactions
among peers are summarized in the Organization Chart. Resumes, training records, assessment
and self-assessment records show more complete details related to specific competency levels.
Quality responsibilities are also indicated in Quality Management System Procedures.

All employees are responsible in compliance with legal and regulatory requirements. The
Organization Quality Policy statement is posted on the FOB premises and personnel are
expected to comply and commit to continuous quality improvement.

According to the requirements of the ISO 9001:2015 Standard, the following personnel are
appointed as Management Representative and Internal AUdItOFS)/
MANAGEMENT REPRESENTATIVE: FREDRICK VEGA LOZADA j

..... SIGNATURE

,
ASSISTANT DEAN AIDA L. SANTIAGO BETANCOURT M -
7 e ;

DOCUMENTCONTROL v SIGNATURE

1SO 9001 COORDINATOR: JOSE E. RODRIGO PONS ] ¢ ,\ é O
y O~/ \ o) \"L )‘—'\

SIGNATURE
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INTERNAL SENIOR AUDITOR: ANA M. RIVAS MORALES Q [ Q/%MJZ(
e { ! SIGNATURE

/. ......

INTERNAL AUDITOR: ROSA M. CORA PAGAN A«. _
: 4 4 SIGNATURE

DIRECTOR: GERARDO GONZALEZ NUNEZ

SIGNATURE

DIRECTOR: CARLOS ROM GORIS

SIGNATURE

4.2 Understanding the Needs and Expectations of Interested Parties

The Organization has identified the needs and expectations of interested parties and their
requirements with emphasis on quality. The Organization has included a process to determine
any legal requirements related to activities, products (academic programs) and services (teaching
process) that are relevant to our management system scope.

Organization — Process Model
The Quality Management System (QMS) for the FOB has been developed using a process

approach and the key processes are shown below. Further details are included in specific
sections in the Procedures Manual.
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4.3 Determining the Scope of the Quality Management System

The Organization has determined the boundaries and applicability of its management system and
has taken into account the issues identified in Clause 4.1 and 4.2, as well as those related to its
products (academic programs) and services (teaching process) when establishing the scope.

Refer to Document MO01 the Scope of the QMS

Professors offer the Organization, students and society strong leadership, experience, and solid
academic foundation. Researchers, consultants, and educators with the knowledge and ability
to design assessment methods and to establish quality academic education programs to
students, according to business demands, represent the Faculty (professors) component of the
Organization. The Organization is a changing agent aiding its stakeholders. In addition, the
Organization offers international experiences by means of exchange programs for students,
faculty, and other stakeholders. The Organization promotes entrepreneurship within its
academic community through the Entrepreneurship Development Center, and the curriculum,
as well as strategic alliances with the Puerto Rico Small Business Development Center and other
local and global business related organizations.

4.4 Quality Management System and its processes (QMS)

The Organization has established and implemented a QMS, and is committed to improve its
quality management system, including the processes and their interactions needed to meet the
requirements of the international standard.

September 1, 2022 IMSM /QMS Ver. 8
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To comply with the reqwrements, the Orgamzatson has addressed the followrng areas:

the processes needed for the implementation, operation, and maintenance of the
management system, along with opportunltles for |ts |mprovement and therr application

“throughout the organlzat:on

- the inputs required and outputs expected from these processes
*the sequence and interaction of these processes

the criteria and methods needed to ensure that the operatron and controf of these
processes are effective; SR :

the availability of resources and mformataon necessary to support the operation and
monrtonng ofthese processes : - S

the methods for monrtormg, measurmg and anatyzmg these processes, and 1mp|ement
actions necessary to achieve planned results and continual improvement,

the appropriate “Refer to Documented information” is maintained to support these
processes. This documentation (paper or electronics) is retained and recorded to
demonstrate that all processes are working as planned.

Support other Standards and Regulation (Local and International like: ODM 2030, ISO
22302, ISO 27001,05HA and others) - - -

September 1,2022 B IMSM /QMS Ver. 8



QMS Process Diagram
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5. Leadership

5.1 Leadership and Commitment
5.1.1General

~ The Chancelior and Dean of Academic Affairs of the Inter American University of Puerto Rico,
~Metropolitan Campus {Top management) have demonstrated leadership and commitment with
respect to the QMS by taking accountability of the effectiveness of the QMS in'support of FOB;
~-establishing quality policy and quality objectives that are compatlbie with the direction of the
organization. .In addition, policy and objectives are commumcated understood, and applied
.within FOB; ensuring integration of QMS reqmrements mto the organization’s business processes

and awareness of a process approach and nsk-based anaiys:s Top Management orgamzatnonal
chart is shown below.

Top Management Organizational Chart =~

_'.'qu Management .-

. FB Orgonization

udte 'Department
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INTERAVERICANA

In addition, Top Management provides the necessary resources for the QMS and communicates
the importance of effective quality management according to the QMS, processes and standards.
Direct support of human resources that engage in the effectiveness of the QMS, promoting
improvement and further support of other members of the management team, reveals Top
Management leadership as it applies to different areas of responsibilities.

5.1.2 Customer Focus

The Organization strives to meet the clients’ expectations. Top management demonstrates
leadership and commitment by ensuring meeting clients’ needs and applicable regulatory and
statutory requirements addresses risks and opportunities that could affect the products and
services, and that the organization’s focus is on consistently providing client satisfaction.

5.2 Policy

FOB has developed a quality policy according to the requirements of the standard. The Quality
Policy document is available throughout the organization to interested parties, as appropriate.

Refer to Document M02 Quality Policy

5.3 Organizational Roles, Responsibilities and Authorities

Top Management and FOB will ensure that the responsibilities and authorities for key roles are
assigned and communicated throughout the organization. It also communicates the roles,
responsibilities and authorities of those involved in the management system and their

relationships within the organization, by means of a Job Description.

Refer to Document RO1 Job description

September 1, 2022 IMSM /QMS Ver. 8



6. Planning for the Organization

6.1 Actions to Address Risks and Opportunities
C The Organization has considered the issues related to risk assessment procedure and has
- determined the risks, threats and opportunities to achieve intended outcomes, preventing or
~ reducing undesired effects and achieve continual improvement,
The Organization has a procedure to address the risks and opportunities, a plan to integrate and
implement actions in the QMS and to evaluate its effectiveness. The Organization produced a risk
assessment register to show what has been achieved:
Refer to Document MO3 a Risk Assessment Procedure
Refer to Document RO2 a Risk Assessment Register

6.2 Quality Objectives and Plannmg to achleve them .

The Organlzatlon has establlshed quallty objectwes at various ievels in line with the requirements
of 1509001:2015 {Clauses 6.2.1 and 6.2.2).

Refer to Document M04 Planning to achieve Quality Objectives -
Refer to Document RO3 the Quality Objectives

6..3 Planning of Changes

Changes to QMS are carried out in a planned, controlled, and systematic manner. The
Organization considers the purpose of any change, their potential consequences, the integrity of
the QMS, the availability of resources, and the allocation or reallocation of responsibilities and
authorities.

September1,2022 -~ IMSM/ams Ver. 8
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7. Support

7.1 Resources

7.1.1 General

The Organization has determined and provided the resources needed for the establishment,
implementation, maintenance, and continual improvement of its QMS. The Organization has
considered the capabilities of its existing resources and the requirements of external providers.

7.1.2 People

Those resources include people with the necessary skills and competencies to effectively operate
the QMS and to meet and exceed the Organization clients’ expectations. Also, see Clause 7.2.

7.1.3 Infrastructure

The Organization has provided the infrastructure determined as necessary for the provision of
the processes and in conformity with the products and services.

7.1.4 Environment for the Operation of Processes

The Organization has provided the environment determined as necessary for the provision of the
processes and in conformity with the products (academic programs) and services (teaching
delivery).

7.1.5 Monitoring and Measuring Resources

The Organization has looked at the requirements of this clause (calibration) in the standard and
has determined that they are not applicable to the scope of the management system.

7.1.6 Organizational Knowledge

The Organization has determined the knowledge necessary to operate processes to achieve
conformity of the products and services. The Organization has systems in place to address any
changes to its needs and possible trends or changes that come up from time to time. The
knowledge required is in the form of documents: Faculty Handbook, Manual de Normas para el
Personal No Docente, General Student Regulations, and other institutional norms.

7.2 Competence

The Organization has determined the competencies of people working at the FOB that affect
performance to ensure that these people are competent on the basis of appropriate education,

September 1, 2022 IMSM /QMS Ver. 8



training or experience and where applicable, take actions to acquire the necessary competencies
and evaluate the effectiveness of these actions.

Refer to Document RO5 Competency Statement (sample)
- Refer to Document RO6 Training Record {sample)

© 7.3 Awareness

The Orgamzatlon follows procedures to ensure awareness of organization policies, relevant
quality objectives, their contribution to the effectiveness of the system, and the implications of
non-conformance to the QMS requirements.

7._4 Communication

The Organization has determined the need for internal and external communications relevant to
the system including what, when, with whom, how, and who will communicate.

1.5 Documented Information

The Organization has written policies and procedures, as appropriate, to meet the requirements
of our QMS and compliance to 1509001:2015 standard Detads of how to produce and control
are included in M06.

Refer to Document M06 Document Control & Records
8. Operation
8.1 Operational Planning and Control

The Organization has planned, implemented, and controlled processes needed to meet
requirements for the provision of our products and services, and to implement the actions
determined in clause 6.1; establishing process criteria and acceptance of the product and
_services. The Organization has determined the resources needed to achieve conformity of its
~ product and services, by implementing control of the processes in accordance to the detailed
criteria. . :

The orgamzat:on W||l controi pEanned changes and revrew the consequences of unintended
- changes, taking action to. m:tlgate any adverse effects as necessary The Organization ensures
that outsourced processes are also controlled.

 Referto Document MO03 Risk Assessment Procedure

- Refer to Document R02 Risk Assessment Reg:ster

September 1, 2022 T IMSM /QMs Ver. 8
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8.2 Requirements for Products and Services

8.2.1 Customer Communication

The Organization communicates related information of its products and services, such as
enquiries, contracts or order handling (student enroliment), changes, feedback, complaints and
other contingency actions to its clients.

8.2.2 Determination of Requirements Related to Products and Services

When determining the requirements for the products and services offered to potential clients;
the Organization ensures that applicable regulatory and statutory requirements have been
defined in such a manner that will meet those requirements and can substantiate any claim made
for its products and services.

8.2.3 Review of Requirements Related to Products and Services

The Organization reviews its clients’ requirements including those for delivery and post-delivery
activities and any statutory and regulatory requirement applicable to the products (academic
programs) and services (teaching delivery) being provided. The Organization reviews those
requirements not stated by the client, when known, and any contract or order requirements that

are different from the original request.

The Organization conducts this review (R08) prior to its commitment to supply its products and
services, and always provides a curriculum, class schedule, and Catalog.

Refer to Document R0O8 Results of Review of Products and Services

8.2.4 Changes to requirements for products and services

The Organization will ensure that when changes are made to products and services, key
personnel become aware of the amended and take actions to implement those changes. Changes
are included in the document Change Request.

Refer to Document R14 Change Request

8.3 Design and Development of Products and Services

The Organization has looked at the requirements of this clause in the standard and have
determined that they are not applicable to the scope of FOB management system.

September 1, 2022 IMSM /QMS Ver. 8



8.4 Control of Externally Provided Processes, Products and Services

The Organization has looked at the requirements of this clause in the standard and have
-determined that they are not applicable to the scope of FOB management system. (8.4.1, 8.4.2,
- 8.4.3)

8.5 Prb_d't_.lbtidh and Service Provision

8.5.1 Control of Production and Service Provision

The Organization has looked at the requirements of this clause in the standard and have
determined that they are not applicable to the scope of FOB management system.

8.5.2 Identification and Traceability

The Organization has looked at the requirements of this clause in the standard and have
determined that they are not applic:able-_to the scope of FOB management system,

© 8.5.3 Property belonging to Cu'Stofrier's brfit’e’r'r:\al' Prdﬁiders

The Orgamzatlon has Iookecf at the requurements of th;s clause in the standard and have
determined that they are not applicable to tha scope of FOB management system.

8.5.4 Preservation

The Organization has locked at the requirements of this clause in the standard and have
determined that they are not applicable to the scope of FOB management system.

8.5.5 Post-delivery Activities

The Organization ensures that, when applicable, it will meet the requirements for post-delivery
activities associated with its products and services con5|dermg the risks associated with the
products and services, the nature of use and lifetime of the products (academic programs) and
service {teaching delivery), feedback, and statutory and regulatory requirements.

8.5.6 Control of Changes

" The Organization reviews and controls changes (R14) necessa'ry'for the production and service
-provision to ensure continued conformity of its product and services. Other related documents
“are Production and Service: Provusmn and Traceaballty Record

Refer to Document M09 Productlon and Service Provusnon

September1,2022 - IMSM/aMs Ver. 8
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‘Refer to Document R14 Change Request
8.6 Release of Products and Services

The Organization has implemented arrangements at appropriate stages of production or service
provision to verify that products (academic programs) and services (teaching process)
requirements have been met; evidence of such acceptance criteria (degree conferred) is filed at
the Registrar’s Office.

Products (academic programs) and services (teaching process) will not be released until the
verification arrangements have been met.

8.7 Control of Nonconforming Outputs

The Organization has a procedure (M10) which details how the organization will deal with the
control of nonconforming process outputs, products, and services.

Refer to Document M10 Non-conformance & Corrective Action

9. Performance Evaluation

9.1 Monitoring, measurement, analysis and evaluation

9.1.1 General

The Organization has determined what needs to be monitored and measured; the methods for
monitoring, measuring, analyzing and evaluating, as applicable, to ensure valid results; when the
monitoring and measuring shall be performed; and when the results from monitoring and
measurement shall be analyzed and evaluated. Results of such monitoring and measurement
enable the Organization to evaluate the effectiveness of its QMS.

Refer to Document M10 Non-conformance & Corrective Action
Refer to Document M11 Monitoring and Measurement Results

9.1.2 Customer Satisfaction

The Organization has determined the methods for obtaining information regarding its clients’
perception of the organization in terms of meeting or exceeding their requirements in the

provision of the FOB products and services. The information gathered is review as part of the
Management Review process.

Refer to Document M11 Monitoring and Measurement Results

September 1, 2022 IMSM /QMS Ver. 8



9.1.3 Analysis and Evaluation

- The Organszatzon analyzes and evaluates gathered data (M11 & M13) as part of momtormg and
' 'measurmg actwlttes and the resuits are used as part of our Management Review process.

Refer to Document M11 Monltormg and Measurement Resuits
Refer to Document M13 Management Review

9.2 Internal Audit

The Organization conducts internal audits at planned intervals to provide information on whether
its QMS conforms to the requirements of 1S09001:2015 Quality Management System standard
and is effectively implemented and maintained. It also takes into consideration the importance
of the processes concerned. The Organization has |mplemented a procedure (M12, R16 & R17)
that covers the process surroundang the internal audit process m detall

Refer to Document M12 the Internal Audit L
Refer to Document R16 the Internal Audit Programme
Refer to Document R17 the Internal Audit Report

9.3 Management Review

Top management reviews the organization’s QMS at planned intervals(yearly} to ensure its
continuing suitability, adequacy, and effectiveness. Each review will take into consideration the
status of actions from any previous meetings and any changes in internal or external issues
relevant to its QMS and performance information, including trends and indicators as detailed in
1S09001: 2015, Clause 9.3.1and 9.3.2. lnformat;on related to these meetmgs is filed in Document
R18 Management Review Agenda and Minutes.

Refer to Document M13 the Management Rewew _
Refer to Document R18 the Management Rev:ew Agenda and Mmutes

10. improvement
10.1 General
- The Organization has.determined opportunities for. improving its clients’ requirements and
- _sa’nsfact:on This will include strengthening products (academic programs) and service (teaching

_.process), correcting, preventing or reducing undesired effects, and i improving the performance
and effectiveness of the FOB QMS.

September 1, 2022 0 IMsSM/aMms | Ver. 8
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10.2 Nonconformity and Corrective Action

When non-conformity occurs, the Organization shall react to the nonconformity and take action
to control and correct it, and face the consequences. The Organization will evaluate the need for
action to eliminate the causes of the nonconformity, to prevent it to recur or occur elsewhere in
the organization. The Organization will implement the actions required and review the
effectiveness of any corrective action taken, update risks and opportunities determined during
planning and make changes to the QMS, where necessary.

The Organization will record all non-conformances, actions taken and the results of any
corrective action using the following documentation.

Refer to Document M10 Non-conformance and Corrective Action
Refer to Document R19 Non-conformance Report Form
Refer to Document R20 Corrective Action Report Form

10.3 Continual Improvement

The Organization shall continually improve the suitability, adequacy, and effectiveness of its
QMS. Results of analysis and evaluation and the outputs from management review are taken into
consideration, to determine needs or opportunities that should be addressed as part of the
Organization’s continual improvement.

September 1, 2022 IMSM /QMS Ver. 8
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