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Overview
Project Background and Description
	
	The company I work for (KLA, formerly SPTS) has asked me to update their current test and inspection documentation for a 200mm rapier etch module, this is due to the current documentation being a little out of date in terms of some of the components that are used and the techniques in how things are done, as well as some information being missing all together. 



Aim of the Project
	
	The aim of this project is to ensure all test documentation is up to date and easily understandable by those who are familiar with the products that are made on site but may not have worked on one of these particular types of modules. This is also to ensure new test staff can easily perform at least the basic duties without needing to be constantly watched over, as the company will be taking on multiple new starters when moving to the new factory in 2023, there may not be enough experienced test engineers to oversee one new starter each and may have to double up. 



Requirements
	
	· All documentation must be up to date with relevant device test procedures and outdated ones removed
· The documentation must ensure the methods of practice meet the relevant test standards and health and safety standards
· All documentation must be easy to understand from the point of view of someone new to the role



Potential Issues
	
	Some potential issues that may occur:
· Due to KLA having strict information and data protection policies, some information, illustrations, and photographs in the documentation may have to be censored.
· Documentation will have to go through varies levels of acknowledgement before the final copy is put into place, this could lead to a longer wait time as some staff won’t be technically trained and will take longer for them to interpret the information in the documentation before deciding if it is okay to be used.
· Some test staff are not English first language speakers and may struggle to interpret some of the information which could cause risks if interpreted wrongly.
· Due to working shifts, some people may not be available every day/week to communicate with face to face and meetings may have to be done over Microsoft teams or emails with delays in response 



Resources and Planning
	
	The project is expected to take up to 6 weeks but will most likely take around 4 weeks if enough time is able to be dedicated to the project during standard hours without the need for overtime. 
A brief overview of the timescale is below:
Week 1: 
· Carry out testing on a module using current documentation and create a list of documentation that need to be updated
· Complete first draft of updated documentation
Week 2: 
· Feedback from test managers and supervisors and recommended changes made
· Re-edited documentation given back to test managers and supervisors for final approval 
Week 3: Documentation given to HR to check for breaches in policy and returned with feedback
Week 4: Any relevant changes are made and re checked with test managers and supervisors as well as HR and then uploaded once all parties are happy

The resources needed will be:
· Laptop with internet access and server access
· Current issued documentation 
· Microsoft Word, Excel and Teams
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