SP01: Management Review
ISC-IMS-SPO1 Rev 01 -01/01/2020

Management Reviews are held
once annually or whenever there
is a significant change that affects

the business

Go to the isCompliant
Dashboard
Management reviews are
documented in isCompliant as a
meeting

See WIO09 -
Meetings

INPUTS & AGENDA:
The agenda for the management review will include (as a minimum) the following:
1 - Any outstanding actions from previous management reviews
2 - Identification of and changes to:
a - External and internal influences
b - Expectations of interested parties
¢ - Pertinent legislation, guidance and compliance obligations
3 - Review of quality performance:
a - Company objectives and results of quality monitoring / measuring
b - Process trends
c - Issues and incidents
d - Audit results, non-conformities and actions
e - Summary of supplier / subcontractor performance
4 - Review of environmental impact and performance:
a - Company objectives and results of environmental monitoring / measuring
b - Significant environmental impacts
¢ - Audit results, non-conformities and actions
5 - Review of occupational health & safety performance:
a - Company objectives and results of OH&S monitoring / measuring
b - Trends in OH&S risks and opportunities
¢ - Trends in the consultation and participation of workers
d - Audit results, non-conformities and actions
6 - Resource requirements and performance
7 - Customer satisfaction, feedback and communications from interested parties
8 - Effectiveness of actions / objectives in reducing risk and increasing opportunities since last management review
9 - Opportunities for continual improvement
10 - Major changes to documentation and policies, and their communication

OUTPUTS:
The outputs for the management review will include (as a minimum) the following:
1 - Opportunities for improvement and related decisions

2 - Requirements for process and procedural change to the management system, and opportunities for increased
integration

3 - Conclusion on the suitability and effectiveness of the management system, and any changes that are needed
4 - Implications for the strategic direction of the organisation

5 - Resource requirements

6 - Actions and objectives, where necessary




SP02: Document Control

ISC-IMS-SP02 Rev 01 -01/01/2020

NOTE:
This could refer to policies,

Identify the need for
a new document / amendment of
existing document.

Document owner or authorised

person to create document procedures, work

instructions, manuals,
organisation charts, etc. as
well as documents held in
isCompliant, including risk
assessments, emergency
plans and COSHH
assessments.

Amendment

Document owner or authorised
person to amend document

Add unique reference number or
means of identification

s the document created in
isCompliant or another format (e.g.
Word, Excel, etc.)?

Other
format

isCompliant

NOTE:
Issue in draft format to document Permissions are set on
approver(s) for review and isCompliant so only certain
comment users have access to amend
documents.

Update the assessment / review
date, and click Save

Incorporate comments, date, and
allocate revision number where
necessary

NOTE:
When records kept in
isCompliant modules are

. . . See WIO0Oc - i
Save in appropriate file structure / € ¢ Ut Hins oURliss

upload document to isCompliant

Uploading a the previous version.
Document Revision numbers are

therefore not needed,
although you can include
them in the title if you

. wish.
Where required, set a future

review date

Where possible, ensure any

superseded documents are taken Inform document users of any
out of circulation and replaced updates

with the amended document

NOTE:
Notifications are sent
automatically by
isCompliant.




SP03: Record Control
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ISC-IMS-SP03

Create record in alternative
format

Open the corresponding
isCompliant module and click New

Is there a relevant isCompliant
module for the record?

Scan all hard copy records for

Fill in necessary data fields . .
¥ continuity and disaster recover

Ensure the record has a means of
identification (e.g. date field,
record number, title etc.)

Ensure record is legible and assess
confidentiality requirements

Ensure the record has a means of
identification (e.g. date field,
record number, title etc.)

Is it required
to be available outwith
isCompliant?

Click Save, return to the
Dashboard

Save in appropriate file structure
and communicate to relevant
employees

Click the Print button

Save in appropriate file structure
and communicate to relevant
employees

Record Location Retention Record Location Retention
Legislation Index Obligations Module Indefinitely Meeting Minutes Meetings Module 7 Years
Risk Assessments Risk Assessment Module Indefinitely Audit Results Audits Module 7 Years
Emergency Plans Emergency Planning Module | Indefinitely Customer Details Customer Module 7 Years

Impacts & Aspects | Environmental Controls Module | Indefinitely Supplier Details Suppliers Module 7 Years
COSHH Assessments |Hazardous Substances Module [ Life of item +7 Assets Records Assets Module 7 Years
Issue / Incident Reports Issue / Incident Log Indefinitely Employee Records People Module 40 Years

Actions Actions Module 7 Years Training Records Uploaded to people module 40 Years
Customer Feedback Feedback Module Indefinately Legal Records Company File Structure 7 Years
Company Objectives Objectives Module 7 Years Certifications Company File Structure 7 Years




SP04: Continual Improvement
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Identify business aspects that
could be improved

Customer
feedback:
complaint /
suggestion

See WIO07 -
Feedback

Review all feedback
and investigate
appropriate
opportunities for
improvement

Issue / incident:

Incident reports,

non-conformities,
observations

See WI00b -
Incident
Reporting

Identify any
necessary corrective
and preventive
actions from internal
audits and incident
reports

External
influences:
PESTEC, interested
parties

See
IMS-DOC-001
& -002

Identify any
strengths or
competitive
advantages

Risk assessment:
business,
environmental,
H&S

See WI02 -
Risk
Assessments

Identify any
improvements
needed to existing
mitigation measures
and reduce future
impacts and risks

Trends:
Process audits,
action graphs

See W100d —
Measurement
& Analysis

Identify which
processes are not
improving, and
where possible,
pinpoint why

Internal
suggestion:
management
review, innovation

See SPO1 -
Management
Review

REVEE]
suggestions and
investigate
appropriate
opportunities for
improvement

Management to discuss the
changes needed to make the
improvement

Create required actions

See WI06a -
Creating an
Action

Periodically analyse process trends
to gauge success




SPO5: Risk Management

ISC-IMS-SP0O5

Go to the isCompliant
Dashboard

Health & Safety /

Environment

Discuss with specialist adviser
(internal or external).

Create a new Risk Assessment (or
Environmental Control), or update
an existing one if appropriate.

Rev 01 -01/01/2020

Identify a known or foreseeable
hazard

Is it related to health &
safety, the environment, or
business / quality?

See
IMS-DOC-001

(PESTEC
Analysis)

See WI02 -

See WI04 —

Environmental
Controls

Can the risk be mitigated further?

The risk is unacceptable and
should not be taken.

NOTE:

This can be related to
health & safety, the
environment or a hazard to
the business / quality.

Business /
Quality

Identify whether it is an internal or

external business risk.

Select the appropriate Risk
Assessment. If external, the
PESTEC should also be updated.

Risk
Assessments

Assess the risks of the hazardous
situation, and document in the
Risk Assessment.

Identify and document any
proposed risk mitigations.

Is the residual risk acceptable?

Review the risk frequently

NOTE:

If the risk to the business
comes from an external
factor and the risk cannot
therefore be untaken, then
it must be mitigated against
as far as is reasonably
practicable.



SP06: Employee Competency

ISC-IMS-SP06

Review internal / external
candidate’s CV and qualification /
training records

Employee provides copies of any
relevant qualifications or training
courses when they start work

Go to the isCompliant
Dashboard

Rev 01 -01/01/2020

Identify job role and minimum
qualifications and competencies
required

Assess role against employee
competencies

Does
candidate meet required
competencies?

Open the Employees module, click
Open next to the employee’s
record, and open the Training tab

In the Qualifications tab, fill in the
details of each course /
qualification and click Save

Attach a copy of the
certificate against each

Arrange training for employee

Can the necessary training /
knowledge transfer be arranged?

Find alternate candidate

See WI00c —

record

Allocate the job role to the
employee under the Employment
tab

Under the Training tab, work
through the list of competencies
that have been allocated to the
job role and mark whether the

employee is competent, and what
evidence there is for this.

Add any additional competencies
that the employee has, outside
the role requirements

Management to hold employee
appraisals periodically to review
employee competence and
progression. Where required,
record results in isCompliant.

Uploading a
Document

NOTE:
Competencies must be
predefined in Tables and
allocated to a job role prior
to allocating them to an
Employee

NOTE:

Reviews can be held
informally. Line managers
are to report any concerns

to senior management.




SPO7: Purchasing g
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Identify product or service to be
purchased

N

Go to the isCompliant
Dashboard Wherever possible, place order
with Approved Supplier

For higher value purchases or
where deemed necessary, obtain
3 quotes

Ensure the service provider is
inducted and has been supplied Service Is the purchase a CEUE Check the product(s) on receipt to
with any relevant company product or service? ensure they are as expected
documentation / risk assessments

Provide the relevant level of Are the goods correct
supervision to ensure the service Reject goods and any relevant paperwork
is provided as expected included?

Has the service been carried Contact Supplier to arrange for Arrange payment of invoice / if
out as expected? replacements / refund pre-paid, retain receipt

Create an Action or amend the See WI06a —
Arrange payment of invoice status of the supplier where Creating an
necessary Action

Review supplier performance
periodically and make note if
supplier is un-approved

See WI12 -
Suppliers

NOTE:
The primary objectives involved with identifying a supplier are:
e  Can the supplier / subcontractor supply the product / service requested?
What is the length of time for delivery?

(]

e Isthe product / service of suitable quality?

e |f applicable, does the supplier / subcontractor hold the relevant skills, training,
qualifications and experience?
Is the price competitive?




SP08: Waste Manhagement
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NOTE:
Check waste legislation,
regulations and guidance

Rev 01 -01/01/2020

Identify activity that produces
waste

Identify type of waste and any
control measures, if required

Contact suitable waste carrier

Confirm waste carrier’s
capabilities by requesting and
validating waste carriers licence

Add waste carrier to the
Suppliers module

Upload waste carriers
licence against record

Request waste transfer notes prior
to releasing waste

Verify the address and waste
codes are correct

Sign waste transfer note
and keep a copy

Allow waste to be removed from
the premises

See WI12 -

Suppliers

See WIOOc -

Uploading a
Document

NOTE:

It is useful to scan and
upload waste transfer
notes against the waste
carrier’s profile in the
Suppliers module



SP09: Asset Management

ISC-IMS-SP09

NOTE:
Notifications are sent
automatically by
isCompliant when a test
date is due to expire

Quarantine the item

Arrange for calibration /
servicing / testing using a
competent person / approved
supplier

Quarantine the item

Arrange for the item to be
repaired or replaced by a
competent person / approved
supplier

NOTE:
All items are suitably stored
to prevent damage, loss or
deterioration.

Rev 01 -01/01/2020

On receipt of a new item, record it
in the Assets module

See WI13 -

Assets

Does the item require
calibration, servicing or
verification?

Yes

Has the item’s test date expired?

Update the asset record to include
the last test date and when it is
next due

Upload test certificate -
against record

See WIOOc -

Uploading a
Document

Is the item functioning correctly?

Has the item got any signs
of wear or damage?

Periodically inspect the item —
where possible, routinely inspect
before each use

Quarantine the item

Arrange for the item to be
repaired or replaced by a
competent person / approved
supplier




SP10: Internal Auditing

ISC-IMS-SP10

NOTE:
If a process / department is
frequently receiving non-
conformities or

observations, the process
should be reviewed
including the effectiveness
of the procedures,
resourcing and training.

Rev 01 -01/01/2020

Develop an internal audit schedule g

Ensure that each process /
department is audited at least
once annually

Base the frequency of audits on
the status of previous audits and
any non-conformities /
observations raised

Create the schedule in
isCompliant, filling in the dates,
auditors, auditees and scope

See WI10a -
Creating an
Audit

See WI10b -
Closing an
Audit

Once the audit has been
conducted, any findings to be
discussed with auditees

Any actions that have been
assigned should be implemented
without delay

Periodically review the audit
checklist templates and adjust
accordingly

Review the audit program and
adjust the schedule / any system
documentation accordingly
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