WI101: Obligations
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NOTE:
Obligations could include legal requirements, needs or
.. expectations of interested parties including contractual
organisation o . o
obligations, commitments to corporate responsibility,
industry best practice, etc.

Identify obligation relevant to the

$

n Enter the name of the obligation,
and a description if required

Go to the isCompliant
Dashboard

Classify the Type and Category of NOTE: .
the obligation Types and Categories must
& be predefined in Tables.

Fill in the review details and a
hyperlink to the obligation (e.g.
legislation, code of practice etc.)
where possible

Add the requirements of each
obligation

WARNING!
If a breach in compliance is : ——
identified with possible HS&E Review the implications of not
implications, cease activities meeting the requirements of the

immediately until a review has obligation, and categorise how
been carried out and non-
compliance mitigated.

important each requirement is

For obligations with requirements
Ithat are of critical or high See WI10 -
importance, carry out due .
- . Audits
diligence to ensure they are being
met

If the requirement is being met,
check the Addressed box

. NOTE:
Under X Reference, associate the . . .
. . This could include audits,
obligation with any relevant : .
. : customers, projects, risk
isCompliant modules and records
assessments etc.

If there are any requirements that
have not been met, set actions to
rectify this

Click Save




WI102: Risk Assessments
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Carry out the risk assessment

Go to the isCompliant
Dashboard

Click on the New link below the

Risk Assessments module. Fill in

the Assessment Title and Main
Details and click Save

Use the tabs to add Review details
and Activities (Hazards)

To add a Hazard, fill in the
Title, Type and Consequence

Add in the Likelihood Ratings
and Checkbox, then click Save

Once all Hazards have been added
and saved, add Mitigation
Measures

Select the appropriate Hazard
from the drop down list, enter
the Mitigation Measure,
select the Post-mitigation
Measures then click Save

Do the existing
mitigation measures suitably
reduce the risk?

In the Actions tab, assign an Action
to ensure the risk is reduced as far

as reasonably practicable

See WI06a -
Creating an
Action

NOTE:

If the Risk Assessment is
project-specific, select the
corresponding Project and

the allocated RACI roles will
be automatically assigned
to the Risk

NOTE:
Risk Ratings will be
automatically generated
when the Hazard is saved

NOTE:

Use the Matrixes tab to
understand the ratings —
you can open this in a new
tab for reference

Save the Risk
Assessment and communicate to
relevant employees

Review annually in accordance
with assessment date



WI103: Emergency Planning
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4

Go to the isCompliant
Dashboard
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Identify the areas of the business
that may be susceptible to an
emergency situation

Click on the New link below the
Emergency Planning module

Fill in the Emergency Plan title, key
Impacts and review details and
click Save

Add the Responses showing what
steps to take in the emergency
situation, and select the Timescale
and Owner

Use the tabs to link Owners,
Suppliers and Equipment

Review current Risks,
Hazardous Substances and
Environmental Controls and
link any that are relevant to
the emergency plan

Set any additional actions and set
a Drill Date (in Plan Details) where
applicable

Save the Emergency Plan and
communicate to relevant
employees

Where required, carry out the
drill, add Drill Attendees and
amend the Plan as necessary

Review annually in accordance
with assessment date

NOTE:

Owners can be those who
have specific roles related
to the emergency plan, e.g.
fire marshals or first aiders.
Equipment can be anything
linked to the plan, e.g. fire
extinguishers, IT servers or
security barriers.

NOTE:

Select the risk assessments,
hazardous substances or
environmental impacts that
would need to be
considered before, during
or after an emergency
response
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Identify any areas of the business
or operations that have
environmental impacts

Click on the New link below the
Environmental Controls module

Go to the isCompliant
Dashboard

Fill in the Control Name and
Control Details and click Save

Use the tabs to add Review details
and Impacts

To add a potential impact,
add the Number and Impact
Details, then click Save

Once all Potential Impacts have
been added and saved, open the
Mitigations tab

Add a Number, enter the
Mitigation Measure and
check whether it is
acceptable, then click Save

Do the existing Save the Environmental Control
mitigation measures suitably and communicate to relevant
reduce the risk? employees

In the Actions tab, assign an Action
to ensure the risk is reduced as far
as reasonably practicable

Review annually in accordance
with assessment date

See WI06a -
Creating an
Action




WI05: Hazardous Substances
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Identify products that may need to
be supplied with Datasheets at
time of purchase

The purchaser requests that the
supplier transmits the appropriate
material safety datasheet, or finds

it online

Inform H&S Consultant of new
COSHH item and receive
completed COSHH assessment

Go to the isCompliant
Dashboard
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Material Safety

Datasheet

Click on the New link below the
Hazardous Substances module

Fill in the Material Name and Code
and click Save

Use the tabs to add Storage
Details, details and
properties, tracking and
review, and safety and
environmental measures

Do the existing
mitigation measures suitably
reduce the risk?

In the Actions tab, assign an Action
to ensure the risk is reduced as far
as reasonably practicable

See WI06a -
Creating an
Action

NOTE:

Individuals carrying out a COSHH
Assessment should always be
competent to do so. If in doubt
about how to do it, have a look
here:
http://www.hse.gov.uk/coshh/

Save the COSHH Assessment and
communicate to relevant
employees

Review annually in accordance
with assessment date




WI06a: Creating an Action
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How to
Create an
Action

Go to the isCompliant
Dashboard

Does the action
originate from an isCompliant
record?

Click on the New link below the

Actions module

Title the action with a description
of the action or improvement

Select the Status, Priority and
Class, and check whether it is
a Company Objective

Identify the most suitable
employee to assign the action to
and set a due date

Identify the most suitable

employee to review the action and

click Save

Open the Narrative tab and
enter a detailed description of
what has happened or what is

required

Add any Associations

Click Save and Return
to the Dashboard

Open the record, click on the
Actions tab and enter the following

details

NOTE:

If they have downloaded
the connector, actions are
automatically added to the
assigned person’s Outlook

Tasklist



WI06b: Closing an Action L 2 2

ISC-IMS-WI106b Rev 01 -01/01/2020 ‘

How to
Close an
Action

Go to the isCompliant Once employee has carried
Dashboard

out the action

NOTE:

The reviewer will receive an
Open the action in isCompliant — email notifying them the

change the status to Review and action has been completed.

enter a Work Completion date If no reviewer has been

selected then set the status
to Completed.

Open the Narrative tab and
describe what action was
taken and what was done to
prevent re-occurrence

Identify the Root Cause, i.e.
why the problem occurred in
the first place

Document any follow-up that
is required, or was carried out,
and click Save

Upload objective
evidence or photos
where required

Once reviewer has checked
that the action is complete

Open the action in isCompliant —
change the status to Completed
and enter a Reviewed date

Click Save and Return
to the Dashboard




WI107: Feedback
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Send out feedback questionnaire

Receive response to questionnaire
or other feedback from a
customer

Go to the isCompliant
Dashboard

01/01/2020

Click on the New link below the
Feedback module

Fill in the Feedback Details and
click Save

Use the Scores tab to input the
corresponding rating from
Communication to Overall

Experience

The Overall Score will be
automatically generated

Fill in the Conclusions by clicking
on the correct outcome and click
Save

Add any Comments and select
their Status

If a Client communicates any
negative feedback or
opportunities for improvement,
assess and create an action if
required.

See WI06a -
Creating an
Action




WI108: Company Objectives
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To create an Objective follow the
same steps as creating an Action

Go to the isCompliant
Dashboard

See WI06a -
Creating an
Action

Ensure you tick the Company
Objective checkbox

To close an Objective, follow the
same steps as closing an Action

See WI06b -
Closing an
Action

NOTE:
Company Objectives are
longer-term targets for the
business.

NOTE:

Company Objectives work
in the same way as Actions.
You can make an Action
into a Company Objective
by ticking the checkbox,
and vice versa.



WI09: Meetings
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Go to the isCompliant
Dashboard

Click on the New button in the
Action column next to the Agenda
Iltem

See WI06a -
Creating an
Action

Rev 01 -01/01/2020

Does a Meeting
Agenda exist for the Meeting
you are planning?

Has that Meeting
Agenda Template been created
on isCompliant?

Yes

Click on the Templates link below
the Meetings module

Next to the required template,
click New Meeting

Fill in the Meeting Details
including the date and time, then
click Save

Use the tabs to add or amend
Attendees or Agenda items where
applicable

Click on the Minutes tab and
select Copy All - this will import
your Agenda Items onto this
screen

Discuss the Agenda item, add
the minutes and amend the
status where applicable

Do any Actions need
to be logged?

Is this a one-off meeting?

See WI00a -
Creating a
Template

Click on the New Ad-Hoc link
below the Meetings module

NOTE:
The selected attendees will
receive a Meeting invite in
Outlook

Save the meeting and return to
the Dashboard



http://www.iscompliant.com/ClientZone/CZoneSelectMeetingTemplate.aspx
http://www.iscompliant.com/ClientZone/CZoneSelectMeetingTemplate.aspx

WI110a: Carrying out an Audit
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Go to the isCompliant
Dashboard

Click on the New button in the
Issues column next to the Agenda
item

See WI00b -
Incident
Reporting

Rev 01 -01/01/2020

Does an Audit
Template exist for the audit you
are planning?

Has that Audit
Template been created on
isCompliant?

Yes

Click on the Templates link below
the Audits module

Next to the required Template,
click New Audit

Fill in the Audit Details including
the date and time, then click Save

Use the tabs to add or amend
Attendees or Agenda items where
applicable

Click on the Responses tab and
select Copy All - this will import
your Agenda Items onto this
screen

Audit the Agenda item, add
the response and amend the
status where applicable

Upload objective
evidence or photos
where required

Yes Have any issues been identified?

Is this a one-off audit?

See WI00a -
Creating a
Template

Click on the New Ad-Hoc link
below the Audits module

NOTE:
The selected Attendees will
receive a Meeting invite in
Outlook

Save the audit and return to the

No Dashboard



WI110b: Closing an Audit
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Go to the isCompliant
Dashboard
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How to
Close an
Audit

Auditor reviews any

non-conformities or
observations

Open the audit in isCompliant and
open the Actions tab

Check the status of each action.

Have all the issues been rectified?

Upload objective
evidence or photos
where required

Return to the Audit Details tab and
mark the audit as Completed

Click Save and Return
to the Dashboard

The auditor arranges a new date
to conduct the review

NOTE:

For an internal audit, the
auditor may advise on what
needs to be done to
achieve conformity
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‘ l.'l Click on the New link below the

‘ Customers module

Go to the isCompliant
Dashboard

Fill in the Customer Details
and click Save

Update required fields in
Contact Details and Contacts

NOTE:
You can also link a
Customer to a Project from
the Projects module

Select any Projects that you
are undertaking for the
Customer from the list

Click the Save button

Do any Actions need Customer created, return to the
to be logged? Dashboard

Yes

See WI06a -

Creating an
Action




WI112: Suppliers
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Go to the isCompliant
Dashboard
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Click on the New link below the
Suppliers module

Fill in the Supplier Details
and click Save

Update required fields in
Contact Details, Contacts and
Products

Periodically review and
update the Quality Monitoring
ratings, where applicable

Click the Save button

Do any Actions need
to be logged?

Yes

See WI06a -

Creating an
Action

Supplier created, return to the
Dashboard



WI13: Assets
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Click on the New link below the

Go to the isCompliant
Dashboard

Assets button

Fill in the Asset Details and click
Save

Use the tabs to add Purchase &
Value, Current Assignment, PAT
Testing, and Calibration and
Services

Link the Asset to an Owner if
Applicable

Click the Save button

Remember to update the Asset
Details when it gets PAT Tested,
Calibrated or Serviced

Do any Actions need
to be logged?

Yes

See WI06a -

Creating an
Action

NOTE:

The frequency of
calibration tests must
conform to statutory

requirements

NOTE:

Creating one record for PAT
testing may be easier than
updating each individual
asset. Attach the PAT test
register to the record.

Asset created, return to the
Dashboard



WI14: Projects g
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Click on the New link below the
F 8 Projects module

Go to the isCompliant
Dashboard

Fill in the Project Name and main
details and click Save

NOTE:
Select the Customer from the You can also link a Project
list to a Customer from the
Customers module

NOTE:
Open the RACI Roles tab, select RACI Roles must be
the Role and Assignment, and click predefined in Tables prior
Save to allocating them to a
Project

Do any Actions need Project created, return to the
to be logged? dashboard

Yes

See WI06a -

Creating an
Action




WI15: Employees
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New employee starts and provides
requested personal details

Go to the isCompliant
Dashboard

NOTE:
Remember to ensure you
are not in breach of the
Data Protection Act before
granting any access to the
Employees module.

Click on the New link below the
Employees module

Fill in the Main Details, ensuring
the Forename, Surname and Email
Address fields are completed

Click Save

Use the tabs to add other
important details, including
contact details, information

on their current role and line
manager, base safety details
and an emergency contact,
and competencies and
qualifications.

Use the Roles tab to grant access
to isCompliant where required,
and tailor the access the employee
has to each module

Employee record created, return
to dashboard




WI100a: Creating an Audit or
Meeting Template

ISC-IMS-WI00a Rev 01-01/01/2020

How to
create a
template

Click on the Templates link under
the Module in the Dashboard
and click New Template

Enter the Template name and
details, then click Save

Use the tabs to add Default
Attendees and Default Agenda
items

To add Default Attendees, To add an item to the Default
select the Employee from the Agenda, fill in the Number,
drop down menu — this will Item and Checkbox, then click
automatically save Save

Click Save and Return
to the Dashboard




WI100b: Incident Reporting
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NOTE:

An Incident could be a
Health & Safety or
Environmental Incident, a
Near Miss, or a Quality
Non-Conformity or
Observation.

NOTE:

When an incident is linked
to a Project, employees
holding RACI roles will be
notified by email or text

Rev 01 -01/01/2020

How to
record an
Incident

Does the incident
originate from an audit (non-
conformity / observation)?

Click on the Report Incident
button

Enter a Name for the incident, and
the Time, Date and Project on
which it occurred

Where necessary, select the
Risk, Hazard, Process the
incident relates to, and add its
Severity, Trajectory, Incident
Type, Location and a
Description, then click Save

Use the tabs to add any additional
information

Set actions to investigate / fix the
incident and reduce the likelihood
of recurrence

Click Save and Return
to the Dashboard

Once all actions have been
closed out

Open the Company tab and open
the incident

Mark the incident as Inactive

In the audit responses tab, click on
the New button in the Issues

column

NOTE:
Incident Reports can be
viewed by clicking on the
Company button
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How to
upload a
document,

Locate the current
Is the document new or version of the document
a revision? in the document index,
then click Increment

Revision

NOTE:
A document can be
uploaded wherever you see
the book symbol — this
could be against a module, Click on the book
a record, or within a symbol, then click New
record. The book is grey
until documents are
uploaded against it, then it
turns green. Enter the name of the document
and any other required document
details including Review NOTE:
information and a Description If you add a document

Enter any Change Comments for
the new revision and any other
required document details

increment it will show as
the current revision of that

Click the Choose File button and document, but you will still

be able to access
superseded documents but
clicking on History.

select the document, then click
Save

NOTE:

If you associate the
document with a Customer,
Supplier or Project, you will

also be able to access the
document from that
record.

Add any Associations that the
document has

Click Save and Return
to the Dashboard



WI100d: Measurement & Analysis g
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Go to the isCompliant
Dashboard

Select Scores in the
far right drop down box

How to
measure
trends

Open the Actions module,

and click on the Reports X ;]
Al

symbol

What type of report
would you like to run?

Select Count in the
far right drop down box

NOTE:
If you want to see results
for all employees, leave this
blank

NOTE:

If you want to see results
for the full duration that
the system have been used,
leave these fields blank

Select an employee where
applicable

Select a business process (select
Show all business processes if you
want total scores)

Input the Start Date and End Date,
where applicable

Click Build

Select Process Scores in the
far right drop down box

Check the processes you would

like to analyse

Click Build
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