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1.0 Introduction 

 

The information, templates and examples provided in this dossier represent a Quality Assurance Plan 

(“QAP”) developed by CGV Builders (“CGV”) and for a typical design-build construction project. 

The QAP will be revised and modified at the outset of each project to ensure that the work is completed in 

compliance with the project specific quality requirements of the Client and other project shareholders.  

This dossier outlines the practices and procedures that CGV Builders and affiliated subcontractors / 

suppliers will undertake for all design activities, fabricating operations, construction processes, preparation 

of documents and inspections / testing with regard to quality control.  

The QAP and all related documents will be maintained and revised for the duration of the project; as 

applicable. 

 

2.0 Quality Policy 

 

The CGV team is committed to quality excellence and will consistently strive to provide services that 

surpass client expectations. Project success will be guaranteed through knowledge, experience, strong 

relations with subcontractors / suppliers, use of best industry practices and a safe work environment for our 

employees and all those that could be affected by our actions. Quality is a requirement, not only in the final 

product, but in our relationships with clients and business partners. 

3.0 Project Quality Control Implementation 

 
3.1 Scheduling and Work Planning 

 
3.1.2 Pre-Construction Meeting 

 

A pre-construction meeting will be held on a date, time and location that has been mutually agreed upon 

by the Client, CGV and all other parties involved in the construction of the project.  

The meeting will outline key elements of the project and will establish the necessary roles and 

responsibilities of all participating parties. 

Critical items to be discussed will include, but not limited to:  

• establishing construction phase procedures,  

• identifying project milestones,  

• determining the work that will require inspections and / or testing, including hold points,  

• establishing lines of communication,  
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• forming key contacts,  

• reviewing project schedules and submittal requirements,  

• discussing existing site conditions and identifying potential safety concerns, 

• creating / documenting formal meeting minutes.  

 

 

3.1.3  Work Plans 

 

A detailed work plan will be prepared for each major project task. The work plan will describe the proper 

procedures that must undertaken to achieve a compliant outcome. Work plans will be completed no later 

than one week prior to the pre-activity meeting and will consist of a work sequence, a list of materials, a 

safety plan, a list of activity milestones, a sign-off checklist, a list of required inspections and / or testing 

and a thorough description of the responsibilities for all parties involved. Work plans will be revised and 

modified as required throughout the project. 

A sample work plan is included in Appendix A of this QAP. 

 

3.1.4  Work Plan Sign-Off Checklist 

 

A sign-off checklist will be included at the end of each work plan. The field crew quality representative will 

sign-off on each checklist item to confirm that all tasks that are specified in the work plan have been 

completed. A copy of each work plan sign-off checklist will be returned to the CGV head office for review 

and documentation. 

 

3.1.5   Pre-Activity Meetings 

 

Pre-activity meetings will take place 24-hours prior to the start of each new activity. The intent is to 

communicate the details and procedures that are specified in the activity’s work plan. Attendees shall 

include the project superintendent and / or supervisor, the quality assurance officer and all CGV employees 

and sub-trades that will participate in the activity. The project superintendent or supervisor will be 

responsible for coordinating and leading pre-activity meetings.  
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3.1.6 Weekly Schedules 

 

Weekly schedules will outline the planned project activities for the upcoming two-week period. The 

schedules will be prepared in Gantt chart format. The schedules will be communicated to the project team 

during weekly progress meetings. Typical information can include planned work for the upcoming period, 

identifying new activities, upcoming pre-activity meetings, required hold points and / or inspections, among 

others. All revisions to the weekly schedule will be promptly communicated to all parties and a revised copy 

of the schedule will be circulated. 

The Client will be notified well in advance of all weekly progress meetings. A sample weekly schedule is 

included in Appendix A.  

 

3.1.7 Job-Forecasting 

 

Project quality management personnel will meet regularly to examine the schedule and discuss future 

activities that could potentially result in setbacks to the project. These can include construction activities, 

deliverables, inspections, and others. Preparatory actions and procedures will be determined in order to 

mitigate the risk of complications or delays to the project schedule. 

 

3.2 Inspection and Testing 

 

3.2.1 Inspection and Test Plans (ITP) 

 

An Inspection and Test Plan (“ITP”) will be prepared for all major activities performed by CGV and 

collaborating sub-trades throughout the duration of the project. ITP’s will identify the elements within an 

activity that require inspection, confirmation and / or verification before initiating subsequent work activities. 

Key components of the ITP include date / time of the inspection, inspector name with credentials, type of 

inspection / test, inspecting / testing procedure requirements, acceptance criterions, cause of rejection, 

commentary on results, corrective actions required and reference drawings / specifications. ITP’s will 

ensure that all work is completed in accordance with project standards, specifications, and applicable 

codes.  

A sample ITP is included in Appendix A.  
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3.2.2   Daily Quality Report 

 

Daily Quality Reports will be completed by the project Quality Assurance Officer and will be used to 

summarize the work performed on-site and outline the observations that pertain to quality control. Other 

items can include weather/site conditions, inspections, deliveries and a list of sub-trades performing work 

on-site. A sample daily inspection report is included in Appendix A.  

 

3.2.3 Witness Point 

 

A witness point is an identified point during the execution of the project that may require a consultant and/or 

a licensed professional engineer to review, witness or inspect the process of work. The succeeding activities 

after witness may proceed and no approval is required.  

All preliminary witness points for this project have been established and are listed in Appendix A.  

 

3.2.4 Hold Points 

 

A hold point is a mandatory verification point during the construction phase that requires the approval of a 

consultant, a licenced professional engineer or a municipality inspector in order to proceed with the 

succeeding activity. Once the quality of the completed work has been verified and approved, the hold is 

released by means of inspection request approval.  

All preliminary hold points for this project have been established and are listed in Appendix A. 

 

3.2.5 Inspection Request 

 

An inspection request will be submitted to the appropriate professional no less than 3 days prior to attaining 

a hold point. In the event that corrective actions are required following an inspection, the instruction to rectify 

will need to be addressed/released within a 3-day maximum turnaround period. This turnaround period is 

required to avoid any significant delays to the project schedule. 
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3.2.6 Substantial Inspection 

 

As soon as the contractor believes substantial completion has been achieved, they may apply for a 

Substantial Inspection. This inspection conforms to the Construction Lien Act and requires all Life Safety 

Items and a 97% completion (more information in the Act). This will begin the process for holdback release. 

 

3.3 Receipt of Material  

 

3.3.1 Material Receipt Verification Form 

 

The overall condition of the materials delivered to the construction site will be visually assessed in order to 

confirm that they are compliant based on material specifications.  

The assessment results will be documented in a Material Receipt Verification Form along with field notes 

and other pertinent information. Material characteristics that can be examined include: appropriate 

dimensions, quantities, overall condition, special features and markings, among others. Any non-

conforming material will be handled as instructed in Section 4.3.5.  

A sample Material Receipt Verification Form is included in Appendix A. 

 

3.3.2 Storage of Material 

 

All material will be stored in an environment that will ensure that the preservation of its quality and integrity 

is maintained. On-site material storage areas will be coordinated with the Client and storage 

methods/procedures shall conform to manufacturer recommendations and industry standards. Stored 

material will be re-verified prior to use in order to ensure the condition coincides with the information 

described in the Material Receipt Verification Form. 

 

3.3.3 General Procurement 

 

A schedule listing all key delivery dates for the project will be available on the CGV Builders electronic 

document management system and will be revised as necessary. 
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3.3.4 Non-Conforming Work or Material 

 

All work and material not conforming to contract requirements will be identified and mitigation procedures 

will be established. The subject matter will be documented in a Non-Conformance Report. 

  

3.3.5 Non-Conformance Mitigation Procedures 

 

The non-conformance work and/or material rectification process is as follows: 

1. Non-conforming work and/or material are identified, 

2. A Non-Conformance Report is issued and is accompanied with commentary and a proposed 

resolution, 

3. Client to approve or reject the proposed path forward, 

4. In the event of a rejected proposal, both parties shall collaborate until an acceptable resolution is 

mutually agreed upon, 

5. The approved resolution is executed, 

6. Required inspections are performed. 

 

3.3.6 Preventive Action Process 

 

The preventive action process involves identifying the source of non-conforming work and establishing 

guidelines that will help prevent similar situations from occurring in the future. 

 

3.4 Continual Improvement of Quality Management System 

 

CGV Builders have established programs such as management reviews and quality audits that aim to 

continuously improve the effectiveness and efficiency of the quality management system. Quality 

management personnel is responsible for ensuring that all employees and subcontractors are aware of 

the importance of continuous improvement and are actively engaged in its implementation with regard to 

the performance to the work. 
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3.5 Site and Safety Issues 

 
3.5.1 Health and Safety Policy 

 

CGV Builders is committed to protecting the health and safety of all employees. To achieve this, our 

employees are required to work in a safe manner and are responsible for reporting any unsafe/unhealthy 

conditions to their supervisors, co-workers, Health and Safety Representative.  

Management is responsible for ensuring that appropriate steps have been taken to control or eliminate all 

potential hazards and to ensure that safe and healthy work conditions are maintained throughout our work 

facilities. 

Any contractors/subcontractors hired to perform work or to provide a service to CGV Builders is responsible 

for ensuring that their workers work in compliance with the regulations specified in the Occupational Health 

and Safety Act and any other legislation relating to the work/services being provided.  

The CGV Builders Health and Safety Manual is included in Appendix A.   

 

4 Quality Documentation 

 

4.2 Document Management System 

 

All project documentation including the items stated in Section 4 will be electronically stored/maintained by 

CGV Builders and made accessible to the Client. The web-based document management system that will 

be employed is Dropbox.  

4.3 Retention of Documents 

 

All quality related documents for this project will be retained for a period of 7 years following substantial 

completion. This includes both electronic and hard copy documents. 

4.4 Shop Drawings 

 

Shop drawings that require submission, review and approval will be specified in the Shop Drawing 

Management Schedule. The schedule can be accessed using the online document management system 

described in Section 5.1 and its content will be revised as required. A sample Shop Drawing Management 

Schedule is included in Appendix A. 
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4.5 Quality Control Turnover Package 

 

A complete package of all quality management plan forms and reports will be assembled and bound. This 

package will include, but is not limited to; ITP’s, Work Plans, Daily Quality Reports, Non-Conformance 

Reports, etc.      

 
 

4.6 Close Out Documents 

 

A complete package of all administration items will be compiled and bound. The package will include, but 

is not limited to; as-built drawings, permits, maintenance manuals, specifications, etc.  

 

5 Communications 

 

5.2 Internal Communications 

 

Effective communication practices within the CGV Builders management team will be ensured through 

weekly team meetings. These meetings will cover overall project objectives and risk assessments. Daily 

conference calls with the site superintendent are essential for daily activities. Email correspondence will be 

documented and stored in directories accordingly. 

 

5.3 Client Communications 

 

Client communications will be maintained throughout the duration of the project. Continuous communication 

efforts will be ensured through regular coordination meetings on-site and at management level to discuss 

project concerns. Weekly conference calls will be implemented to ensure roll out of project. Substantial 

meetings can be arranged if the client or contractor deems appropriate for emergency items.  

   

6 Quality Management Personnel 

 

The responsibilities and authorities of key quality management personnel are defined in the following 

sections. 

 

 



9 | P a g e  
 

 

6.2 Quality Management Organizational Chart 

 

All CGV Builders quality management personnel described in Section 7.0 are listed in the name-specific 

organizational chart in Appendix A. Each position is accompanied with relevant qualifications.  

 

 

6.3 Quality Manager (QM) 

 

The Quality Manager is responsible for the overall management and coordination of all quality control 

activities performed by or on behalf of CGV Builders. Qualifications are attached in Appendix A. QM 

responsibilities and authorities: 

• Ensure that the Quality Assurance Plan is implemented and maintained. 

• Ensure that quality management personnel responsibilities and authorities are communicated and 

understood. 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart.  

• Identify the activities and processes that require ITP’s, work plans, hold points etc. and 

develop/implement these documents. 

• Coordinate with quality assurance officer to ensure that ITP’s are scheduled and performed. 

• Manage and coordinate all activities related to the quality of material fabrication, material delivery, 

material assembly/erection and all required inspections and testing. 

• Develop mitigation procedures for all non-conforming work and/or material. 

• Establish all hold points and witness points for the project. 

• Provide all necessary resources to meet initial quality objectives. 

• Responsible for approving and storing all documents pertaining to quality control. 

• Main point of contact for all quality related inquiries. 

 

6.4 Quality Assurance Officer (QAO) 

 

The Quality Assurance Officer is responsible for overseeing day-to-day operations on the construction site 

and ensuring that quality standards are met. Qualifications are attached in Appendix A. QAO responsibilities 

and authorities: 
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• Establish effective lines of communication with the individuals specified in the Quality Management 

Organizational Chart, 

• Participate in pre-activity meetings and communicate the ITP’s that will be performed for the 

activity, 

• Collaborate with project superintendent/supervisor with regards to weekly scheduling to ensure 

quality control requirements are met. 

• Contribute quality related elements to all required project work plans. 

• Ensure ITP’s are performed and documented, 

• Responsible for assessing non-conforming work and material and preparing a Non-Conformance 

Report accompanied with mitigation procedures. 

• Submit inspection requests prior to attaining hold points, 

• Coordinate and facilitate the quality assurances of all manufacturers, expediters and sub-trades. 

 

6.5 Engineering Manager (EM) 

 

The Engineering Manager is responsible for managing activities related to the overall design of the project. 

Qualifications are attached in Appendix A. EM responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart, 

• Manage operations of civil, structural, mechanical and electrical departments, 

• Establish working relationship with the client on matters relating to design, 

• Responsible for assuring that all required engineering inspections are performed and approved 
by qualified personnel. 

 

6.6 Project Manager (PM) 

 

The Project Manager is responsible for the overall planning, coordination, control and execution of the 

project. Qualifications are attached in Appendix A. PM responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart, 

• Manage all operations related to the execution of the project, 

• Prepare and maintain project schedule, 

• Collaborate with quality manager to develop mitigation procedures for non-conforming work 

and/or material, 

• Develop a list of activities that will require a pre-activity meeting, 

• Main point of contact for all project related inquiries. 
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6.7 Site Superintendent/Supervisor (SS) 

 

The Site Superintendent/Supervisor is responsible for overseeing all on-site operations and controlling the 

short-term schedule. SS Qualifications are attached in Appendix A. SS responsibilities and authorities: 

 
Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart. 

• Coordinate quality related inspections with daily operations performed by CGV Builders and sub-

trades.  

• Prepare Daily Quality Reports, 

• Schedule and lead pre-activity meetings. 

• Develop and distribute weekly schedules that outline project activities for the following two week 

period. 

• Control and maintain short term scheduling of the project. 

• Ensure that sub-trades/suppliers are provided with the most recent set of drawings and project 

specifications. 

• Submit inspection requests prior to attaining hold points, 

• Ensure subcontractor field operations meet project quality objectives, 

• Verify the overall condition/characteristics of all material delivered on-site and confirm that storage 

areas are suitable. Document this information in a Material Receipt Report, 

• Responsible for subcontractor coordination. 

• Promptly communicate on-site issues and all non-conforming material and work to quality 

management personnel. 

• Responsible for timely submitting inspection requests. 

• Main point of contact for all on-site inquiries. 

 

6.8 Project Administrator (PA) 

 

The Project Administrator will control, maintain and coordinate all contractual and project related 

documentation for the entire project. The PA will correspond with the Project Manager and the Quality 

Assurance Manager on a day to day basis to ensure project administration activities are in compliance with 

the Quality Management Plan. Qualifications are attached in Appendix A. PA responsibilities and 

authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart, 

• Maintain the document management system, 

• Responsible for processing project documents, 



12 | P a g e  
 

• Expedite flow of project communication and deliverables, 

• Main point of contact for all administration related inquiries. 

 

 

 

6.9 Manufacturing Manager (MM) 

 

The Manufacturing Manager is responsible for managing daily operations and performance of the 

manufacturing facility. Qualifications are attached in Appendix A. MM responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart. 

• Oversee the manufacturing process of materials and ensure that they meet design, quality and 

safety requirements. 

 

6.10 Quality Control Inspectors (QCI) 

 

Third party Quality Control Inspector’s are responsible for performing required inspections during all phases 

of the project. Qualifications are attached in Appendix A. 

QCI responsibilities and authorities: 

• Perform all required ITP’s and prepare related documentation, 

• Recognize non-conforming work and/or material and promptly inform CGV quality management 
personnel. 

 

6.11  Expediter 

 

The Expediter is responsible for the safe and timely transportation of materials to the construction site. The 

expediter’s responsibilities and authorities: 

• Ensure that materials are delivered in-line with the project schedule. 

• Ensuring the safe transportation and surveillance of materials. 

• Verify that shipment contains appropriate materials and quantities. 
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1.0 Introduction 

The data, information and examples portrayed in this dossier represent a Quality Assurance Plan developed 

by CGV Builders and prepared for review by the Client as it relates to the Design Build Project. 

The Quality Assurance Plan has been established to ensure the project is completed in compliance and 

conforms to every aspect of the quality requirements described in the contract documents. 

This manuscript outlines the practices and procedures that CGV Builders and affiliated 

subcontractors/suppliers will employ for all; design activities, fabricating operations, construction 

processes, preparation of documents and inspections/testing, with regard to quality control.  

The Quality Assurance Plan and all related documents will be maintained and revised for the duration of 

the project, as applicable. 

 

2.0 Reference Documents 

The following documents were compiled and utilized in the creation of this Quality Assurance Plan: 

• TBD 

 

3.0 Quality Policy 

The CGV team is committed to quality excellence and will consistently strive to provide services that 

surpass client expectations. Project success will be guaranteed through; knowledge, experience, strong 

relations with subcontractors / suppliers, use of best industry practices and a safe work environment for our 

employees and all those affected by our actions. Quality is a requirement, not only in the final product, but 

in our relationships with clients and business partners. 

 

4.0 Project Quality Control Implementation 

 
4.1 Scheduling and Work Planning 

 
4.1.2  Pre-Construction Meeting 

A pre-construction meeting will be held on a date, time and location that has been mutually agreed upon 

by; the Client, CGV Builders and all other parties involved in the construction of the design-build project. 

The meeting will outline key elements of the project and will establish the necessary roles and 

responsibilities of all participating parties. 
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Critical items to be discussed include, but not limited to:  

• establishing the construction phase procedures,  

• identifying project milestones,  

• work requiring inspections including hold points,  

• lines of communication,  

• forming key contacts,  

• schedules and submittal requirements,  

• site and safety issues, 

• creation of formal Meeting Minutes on a recorded and documented basis,  

• follow-up actions to be established and monitored during the project. 

 

4.1.3  Work Plans 

A detailed work plan will be prepared for each major project activity and will describe the procedures 

required to achieve a compliant outcome. Work plans will be completed no later than one week prior to the 

pre-activity meeting and will consist of, but are not limited to: a work sequence, a list of materials, a safety 

plan, a list of activity milestones, a sign-off checklist, a list of required inspections and a thorough description 

of responsibilities for all parties involved. Work plans will be modified and revised as required. 

4.1.2 Work Plan Sign-Off Checklist 

A sign-off checklist will be included at the end of each work plan. The field crew quality representative will 

sign-off on each checklist item confirming that all tasks specified in the work plan have been completed and 

meet requirements.    

 

4.1.3   Pre-Activity Meetings 

Pre-activity meetings will take place 24-hours prior to the start of each new activity. The goal is to 

communicate the details and procedures specified in the work plan. Attendees may include: the project 

superintendent/supervisor, the quality assurance officer and all CGV employees and sub-trades required 

to complete the activity. The project superintendent/supervisor will be responsible for coordinating and 

executing the pre-activity meetings.  

 

4.1.4 Weekly Schedules 

Weekly schedules will outline the planned project activities for the following two-week period. The content 

will be communicated through weekly progress meetings and can include: all planned work for the period, 

identification of new activities, upcoming pre-activity meetings, required hold points and/or inspections, 
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among others. All revisions to the weekly schedule will be promptly communicated to all parties and a 

revised copy of the schedule will be distributed. 

 

4.1.5 Job-Forecasting 

Project/Quality management personnel will meet regularly to examine the schedule and anticipate future 

activities that could potentially result in setbacks to the project. These can include construction activities, 

deliverables, inspections and others. Preparatory steps and procedures will be established in order to 

reduce the possibility of complications at all levels of the activity execution. 

 

4.2 Inspection and Testing 

 

4.2.1 Inspection and Test Plans (ITP) 

An Inspection and Test Plan shall be prepared for all major activities performed by CGV Builders and 

collaborating sub-trades throughout the duration of the project. ITP’s will identify the elements within an 

activity that require inspection, confirmation and/or verification before initiating subsequent work activities. 

Key components of the ITP can include: date/time of the inspection, inspector name with credentials, type 

of inspection/test, inspecting/testing procedure requirements, acceptance criterions, cause of rejection, 

commentary results, corrective actions required and reference drawings/specifications. ITP’s will ensure 

that all work is completed in accordance with project standards, specifications and applicable codes. 

 

4.2.2  Daily Quality Report 

Daily Quality Reports will summarize the work performed on-site and outline the observations that pertain 

to quality control. Other items can include weather/site conditions, inspections, deliveries, and a list of sub-

trades performing work on-site.  

 

4.2.3 Witness Point 

A witness point is an identified point during the execution of the project that may require a consultant and/or 

a licensed professional engineer to review, witness or inspect the process of work. The succeeding activities 

after witness may proceed and no approval is required.  
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4.2.4 Hold Points 

A hold point is a mandatory verification point during the construction phase that requires the approval of a 

consultant, a licenced professional engineer, or a municipality inspector in order to proceed with the 

succeeding activity. Once the quality of the completed work has been verified and approved, the hold is 

released by means of inspection request approval.  

 

4.2.5 Inspection Request 

An inspection request will be submitted to the appropriate professional no less than 3 days prior to attaining 

a hold point. In the event that corrective actions are required following an inspection, the instruction to rectify 

will need to be addressed/released within a 3-day maximum turnaround period. This turnaround period is 

required to avoid any significant delays to the project schedule. 

 

4.2.6 Substantial Inspection 

As soon as the contractor believes substantial completion has been achieved, they may apply for a 

Substantial Inspection. This inspection conforms to the Construction Lien Act and requires all Life Safety 

Items and a 97% completion (more information in the Act). This will begin the process for holdback release. 

 

4.3 Receipt of Material  

 

4.3.1 Material Receipt Verification Form 

The overall condition of the materials delivered to the construction site will be visually assessed in order to 

confirm that they are compliant based on material specifications.  

The assessment results will be documented in a Material Receipt Verification Form along with field notes 

and other pertinent information. Material characteristics that can be examined include: appropriate 

dimensions, quantities, overall condition, special features and markings, among others. Any non-

conforming material will be handled as instructed in Section 4.3.5.  
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4.3.2 Storage of Material 

All material will be stored in an environment that will ensure that the preservation of its quality and integrity 

is maintained. On-site material storage areas will be coordinated with the Client and storage 

methods/procedures shall conform to manufacturer recommendations and industry standards. Stored 

material will be re-verified prior to use in order to ensure the condition coincides with the information 

described in the Material Receipt Verification Form. 

 

4.3.3 General Procurement 

A schedule listing all key delivery dates for the project will be available on the CGV Builders electronic 

document management system and will be revised, as necessary. 

 

4.3.4 Non-Conforming Work or Material 

All work and material not conforming to contract requirements will be identified and mitigation procedures 

will be established. The subject matter will be documented in a Non-Conformance Report. 

  

4.3.5 Non-Conformance Mitigation Procedures 

The non-conformance work and/or material rectification process is as follows: 

1. Non-conforming work and/or material are identified, 

2. A Non-Conformance Report is issued and is accompanied with commentary and a proposed 

resolution, 

3. Client to approve or reject the proposed path forward, 

4. In the event of a rejected proposal, both parties shall collaborate until an acceptable resolution is 

mutually agreed upon, 

5. The approved resolution is executed, 

6. Required inspections are performed. 

 

4.3.6 Preventive Action Process 

The preventive action process involves identifying the source of non-conforming work and establishing 

guidelines that will help prevent similar situations from occurring in the future. 
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4.4 Continual Improvement of Quality Management System 

CGV Builders have established programs such as management reviews and quality audits that aim to 

continuously improve the effectiveness and efficiency of the quality management system. Quality 

management personnel is responsible for ensuring that all employees and subcontractors are aware of 

the importance of continuous improvement and are actively engaged in its implementation with regard to 

the performance to the work. 

 

4.5 Site and Safety Issues 

 
4.5.1 Health and Safety Policy 

CGV Builders is committed to protecting the health and safety of all employees. To achieve this, our 

employees are required to work in a safe manner and are responsible for reporting any unsafe/unhealthy 

conditions to their supervisors, co-workers, Health and Safety Representative.  

Management is responsible for ensuring that appropriate steps have been taken to control or eliminate all 

potential hazards and to ensure that safe and healthy work conditions are maintained throughout our work 

facilities. 

Any contractors/subcontractors hired to perform work or to provide a service to CGV Builders is responsible 

for ensuring that their workers work in compliance with the regulations specified in the Occupational Health 

and Safety Act and any other legislation relating to the work/services being provided.  

 

5.0 Quality Documentation 

 

5.1 Document Management System 

All project documentation including the items stated in Section 4 will be electronically stored/maintained by 

CGV Builders and made accessible to the Client. The web-based document management system that will 

be employed is SharePoint. All document distribution will be done through the SharePoint access system. 

5.2 Retention of Documents 

All quality related documents for this project will be retained for a period of 7 years following substantial 

completion. This includes both electronic and hard copy documents. 
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5.3 Shop Drawings 

Shop drawings that require submission, review and approval will be specified in the Shop Drawing 

Management Schedule. The schedule can be accessed using the online document management system 

described in Section 5.1 and its content will be revised as required. 

 

5.4 Quality Control Turnover Package 

A complete package of all quality management plan forms and reports will be assembled and bound. This 

package will include, but is not limited to, ITP’s, Work Plans, Daily Quality Reports, Non-Conformance 

Reports, etc.      

 

5.5 Close Out Documents 

A complete package of all administration items will be compiled and bound. The package will include, but 

is not limited to; as-built drawings, permits, maintenance manuals, specifications, etc.  

 

6.0 Communications 

 

6.1 Internal Communications 

Effective communication practices within the CGV Builders management team will be ensured through 

weekly team meetings. These meetings will cover overall project objectives and risk assessments. Daily 

conference calls with the site superintendent are essential for daily activities. Email correspondence will be 

documented and stored in directories accordingly. 

 

6.2 Client Communications 

Client communications will be maintained throughout the duration of the project. Continuous communication 

efforts will be ensured through regular coordination meetings on-site and at management level to discuss 

project concerns. Weekly conference calls will be implemented to ensure roll out of project. Substantial 

meetings can be arranged if the client or contractor deems appropriate for emergency items.  
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7.0 Quality Management Personnel 

 

The responsibilities and authorities of key quality management personnel are defined in the following 

sections. 

7.1 Quality Management Organizational Chart 

 

All CGV Builders quality management personnel described in Section 7.0 are listed in a name-specific 

organizational chart.  Each position is accompanied with relevant qualifications.  

 

7.2 Quality Manager (QM) 

The Quality Manager is responsible for the overall management and coordination of all quality control 

activities performed by or on behalf of CGV Builders. QM responsibilities and authorities: 

• Ensure that the Quality Assurance Plan is implemented and maintained. 

• Ensure that quality management personnel responsibilities and authorities are communicated and 

understood. 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart.  

• Identify the activities and processes that require ITP’s, work plans, hold points etc. and 

develop/implement these documents. 

• Coordinate with quality assurance officer to ensure that ITP’s are scheduled and performed. 

• Manage and coordinate all activities related to the quality of material fabrication, material delivery, 

material assembly/erection and all required inspections and testing. 

• Develop mitigation procedures for all non-conforming work and/or material. 

• Establish all hold points and witness points for the project. 

• Provide all necessary resources to meet initial quality objectives. 

• Responsible for approving and storing all documents pertaining to quality control. 

• Main point of contact for all quality related inquiries. 

 

7.3 Quality Assurance Officer (QAO) 

The Quality Assurance Officer is responsible for overseeing day-to-day operations on the construction site 

and ensuring that quality standards are met. QAO responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality Management 

Organizational Chart, 
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• Participate in pre-activity meetings and communicate the ITP’s that will be performed for the 

activity, 

• Collaborate with project superintendent/supervisor with regards to weekly scheduling to ensure 

quality control requirements are met. 

• Contribute quality related elements to all required project work plans. 

• Ensure ITP’s are performed and documented, 

• Responsible for assessing non-conforming work and material and preparing a Non-Conformance 

Report accompanied with mitigation procedures. 

• Submit inspection requests prior to attaining hold points, 

• Coordinate and facilitate the quality assurances of all manufacturers, expediters and sub-trades. 

 
 

7.4 Engineering Manager (EM) 

The Engineering Manager is responsible for managing activities related to the overall design of the project. 

EM responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart, 

• Manage operations of civil, structural, mechanical and electrical departments, 

• Establish working relationship with the client on matters relating to design, 

• Responsible for assuring that all required engineering inspections are performed and approved 
by qualified personnel. 
 
 
7.5 Project Manager (PM) 

The Project Manager is responsible for the overall planning, coordination, control and execution of the 

project. PM responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart, 

• Manage all operations related to the execution of the project, 

• Prepare and maintain project schedule, 

• Collaborate with quality manager to develop mitigation procedures for non-conforming work 

and/or material, 

• Develop a list of activities that will require a pre-activity meeting, 

• Main point of contact for all project related inquiries. 
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7.6 Site Superintendent/Supervisor (SS) 

The Site Superintendent/Supervisor is responsible for overseeing all on-site operations and controlling the 

short-term schedule. SS responsibilities and authorities: 

 
Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart. 

• Coordinate quality related inspections with daily operations performed by CGV Builders and sub-

trades.  

• Prepare Daily Quality Reports, 

• Schedule and lead pre-activity meetings. 

• Develop and distribute weekly schedules that outline project activities for the following two week 

period. 

• Control and maintain short term scheduling of the project. 

• Ensure that sub-trades/suppliers are provided with the most recent set of drawings and project 

specifications. 

• Submit inspection requests prior to attaining hold points, 

• Ensure subcontractor field operations meet project quality objectives, 

• Verify the overall condition/characteristics of all material delivered on-site and confirm that storage 

areas are suitable. Document this information in a Material Receipt Report, 

• Responsible for subcontractor coordination. 

• Promptly communicate on-site issues and all non-conforming material and work to quality 

management personnel. 

• Responsible for timely submitting inspection requests. 

• Main point of contact for all on-site inquiries. 

 

 

7.7 Project Administrator (PA) 

The Project Administrator will control, maintain, and coordinate all contractual and project related 

documentation for the entire project. The PA will correspond with the Project Manager and the Quality 

Assurance Manager on a day-to-day basis to ensure project administration activities are in compliance with 

the Quality Management Plan. PA responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart, 

• Maintain the document management system, 

• Responsible for processing project documents, 

• Expedite flow of project communication and deliverables, 
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• Main point of contact for all administration related inquiries. 

  

7.8 Manufacturing Manager (MM) 

The Manufacturing Manager is responsible for managing daily operations and performance of the 

manufacturing facility. MM responsibilities and authorities: 

• Establish effective lines of communication with the individuals specified in the Quality 

Management Organizational Chart. 

• Oversee the manufacturing process of materials and ensure that they meet design, quality and 

safety requirements. 

 

7.9 Quality Control Inspectors (QCI) 

Third party Quality Control Inspector’s are responsible for performing required inspections during all phases 

of the project. QCI responsibilities and authorities: 

• Perform all required ITP’s and prepare related documentation, 

• Recognize non-conforming work and/or material and promptly inform CGV quality management 
personnel. 

 

7.10  Expediter 

The Expediter is responsible for the safe and timely transportation of materials to the construction site. The 

expediter’s responsibilities and authorities: 

• Ensure that materials are delivered in-line with the project schedule. 

• Ensuring the safe transportation and surveillance of materials. 

• Verify that shipment contains appropriate materials and quantities. 

 

 

 

 


