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MANAGEMENT POLICY

   

   Issue 1

It is the established policy of Invensys Climate Controls Europe Ltd. to provide to all its customers services related to the manufacture and design of climate control products that are delivered without deviation from the company’s quality specification.

The quality specification represents the highest level of functional and safety requirements in all processing and servicing activities of Invensys Climate Controls Europe Ltd.

This policy involves all aspects of Invensys Climate Controls Europe Ltd. activities and its employees.  On-going system review and evaluation ensures a policy of continuous improvement and this is measured and evaluated on a regular basis. All necessary action is taken following evaluation, and appropriate objectives and targets are set so as to maintain the standards associated with the Invensys brand name.

Environmentally the company is committed to best practicable environmental practice in all aspects of its' activities, and specifically to the prevention of pollution.

Continual improvement is central to the environmental philosophy of the Company as is compliance with legislative/regulatory requirements at both national and local levels. 

A series of objectives and targets to reduce the environmental impact of those impacts evaluated as being significant have been documented. An appropriate management programme ensures that all practicable steps are taken to realise these objectives and targets. Impacts for which objectives and targets have been set include, waste, electricity and the future use of land.

Objectives and targets are monitored on an on-going basis (monitoring activities are recorded) and are formally reviewed at management review meetings.

The communication of information and education of suppliers and customers, where Company knowledge and experience permits, forms a highly important element of the Company's commitment to this environmental policy.

Communication activities extend to making this policy statement and performance details with reference to objectives and targets, publicly available on request.

Managing Director

June 2005

Return to contents list
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HEALTH AND SAFETY POLICY 


   Issue 1

The Health and Safety at Work etc. Act 1974 imposes statutory duties on employers and employees.  To enable these statutory duties to be carried out, it is the policy of Invensys Climate Controls Europe, so far as is reasonably practicable, to ensure that responsibilities for safety and health are assigned, accepted and fulfilled at all levels of the business; that all practicable steps are taken to manage the health, safety and welfare of all employees; to conduct the business in such a way that the health and safety of employees and other visitors to any premises under our control is not put at risk and that there is a policy of continuous improvement in all health and safety aspects.


It is the intention of Invensys so far as is reasonably practicable, to ensure that:

a) 
the working environment of all employees is safe and without risks to health and that adequate provisions are made with regard to the facilities and arrangements for their welfare at work;

b)
the provision and maintenance of machines, equipment and systems of work are safe and without risks to the health of employees, visitors, contractors and any other person who may be affected with regard to any premises or operations under our control;

c)
arrangements for the use, handling, storage and transport of articles and substances for use at work are safe and without risk to health;  

d) 
adequate information is available with respect to machines and substances used at work, detailing the conditions and precautions necessary to ensure that, when properly used, they will be safe and without risk to health; 

e) 
employees are provided with such instruction, training and supervision as is necessary to secure their health and safety;

f) safety awareness is developed among employees and joint consultation on all health and safety matters is encouraged.

g)
all applicable legislation (e.g. UK regulations and European Directives) is complied with

The allocation of responsibilities for health and safety matters and arrangements made to implement this policy are set out in the Standard Method Statement.
The policy and arrangements will be kept up to date, so far as is reasonably practicable, and any revisions communicated to all employees. To ensure this, a review of the policy (and arrangements) will be undertaken annually.

Communication activities extend to making this policy statement and performance details with reference to the health and safety management system, publicly available on request.

Managing Director – June 2005
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SCOPE & FIELD OF APPLICATION
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The Integrated Management System of Invensys Climate Controls Europe Ltd. is intended to ensure that the services provided in the design and manufacture of climate control products are appropriate for the required purpose. The models for the Management System are ISO 9001 : 2000, ISO 14001 : 2004 and OHSAS 18001 : 1999.

The design and manufacture of controls, timing devices and detectors for use in the heating, domestic appliances, commercial and automotive markets.
An Integrated System Manual and a series of Quality, Environmental and Health and Safety System Procedures (and Work Instructions where appropriate) have been documented to ensure that all activities conform to the requirements of the Standards and these apply to all contracts. 

Section 5.0
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Invensys - Invensys Climate Controls Europe Ltd.

IMS - Integrated Management System

Supplier - A company or service that provides a product or service to Invensys  

Customer - Recipient of a product or service provided by Invensys  

Product - Result of activities or processes

Service - Result generated by activities at the interface between the organisation and the customer and by organisational internal activities to meet the customer needs.

Quotation - Offer made by Invensys in response to an invitation to satisfy a contract award to provide product or services

Contract - Agreed requirements between Invensys and their customers transmitted by any means

Continual Improvement - year-on-year enhancement of overall environmental performance, not necessarily in all areas of activity, resulting from continuous efforts to improve in line with environmental policy. 

Environment - the surroundings and conditions in which the Company operates, including living systems therein.  As the environmental impacts of the organisation may reach all parts of the world, the environment in this context extends from within the work place to the global system. 

Environmental Aspect - element of the organisation’s activities, products or services that can interact with the environment

Environmental Impact - any change to the environment, wholly or partially resulting from the company’s activities, products and services of the Company, whether adverse or beneficial.

Environmental Management  System (EMS) - the part of the overall management system that includes the organisational structure, planning activities, responsibilities, practices, procedures, processes and resources for developing, implementing, achieving, reviewing and maintaining the environmental policy.

Environmental Management System Audit - a systematic evaluation to determine whether or not the environmental management system and Company environmental performance comply with planned arrangements, and whether or not the system is implemented effectively, and is suitable to fulfil the Company's environmental policy.

Environmental Objective - overall environmental goals, arising from the environmental policy, that the company sets itself to achieve, and which is qualified where practicable.`

Environmental Performance - measurable results of the environmental management system, related to the company’s control of its environmental aspects, based on its environmental policy, objectives and targets.

Environmental Policy - the statement by the company of its intentions and principles in relation to its overall environmental performance that provides a framework for action and for the setting of its environmental objectives and targets.
Section 5.0
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Environmental Performance - measurable results of the environmental management system, related to the company’s control of its environmental aspects, based on its environmental policy, objectives and targets.

Environmental Policy - the statement by the company of its intentions and principles in relation to its overall environmental performance that provides a framework for action and for the setting of its environmental objectives and targets.

Environmental Targets - detailed performance requirements, quantified where practicable, applicable to the Company, which arise from the environmental objectives and which need to be met in order to meet those objectives.

Interested Parties - those with an interest in the environmental impacts of the Company's activities, products and services. Included are those statutory environmental controls over the Company, local residents, the Company's investors, work force and insurers, customers and consumers, environmental interest groups and the general public.

Organisation - company, corporation, firm, enterprise, authority or institution, or part or combination thereof, whether incorporated or not, public or private, that has its own functions and administration.

Prevention of pollution - use of processes, practices, materials or products that avoid, reduce or control pollution, which may include recycling, treatment, process changes, control mechanisms, efficient use of resources and material substitution.

Auditor – person with the competence to conduct an audit

Internal Audit – systematic, independent, and documented process for obtaining audit evidence and evaluating it objectively to determine the extent to which the Integrated Management System audit criteria set by the organisation are fulfilled

Continual Improvement – recurring process of enhancing the Integrated Management System in order to achieve improvements in overall environmental performance consistent with the organisations environmental policy

Nonconformity – non-fulfilment of a requirement

Corrective Action – action to eliminate the cause of detected nonconformity

Preventive Action – action taken to eliminate the cause of potential nonconformity

Hazard – a hazard is anything that has the potential to cause harm

Risk – the risk is how likely it is that a hazard will cause harm

COSSH – Control of Substances Hazardous to Health
Section 6.0
    INTRODUCTION TO THE INTEGRATED MANAGEMENT SYSTEM
   Issue 1
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The Integrated Management System Manual defines the policy, objectives, procedures (and work instructions where appropriate) of Invensys that control the Integrated Management System with reference to the requirements of ISO 9001 : 2000, ISO 14001 : 2004 and ( OHSAS 18001 : 1999 – to be added at a later date )

The Integrated Management System Procedures (Quality, Environmental and Health and Safety) detail how activities are controlled and identify those personnel responsible for that control, and these procedures are referenced in the section of the Management System Manual relevant to that activity.

The Management Representative is responsible for the overall control of the IMS and its effective implementation and amendments and additions to IMS documentation are only made by the Management Representative and changes are in accordance with the Document & Data  Control Procedure

Copies of the Integrated System Procedures are held by the Management Representative(s)

Section 7.0



DOCUMENT & DATA CONTROL
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The documentation system of Invensys Climate Controls Europe Ltd. is :-

· Integrated System  Manual (Doc. 1)

· Quality and Environmental System Procedures. (Docs 2 & 3) 
· The Register of Evaluation of Environmental Impacts (Doc.4)
· The Register of Significant Impacts, Objectives and Targets and Management Programmes (Doc. 5)
· The Register of Regulations (Doc. 6) 
· Work Instructions  (Doc. 7)

· Standard Method Statement (H & S) (Doc. 8)

· Document List

The Integrated System Manual, IMS Document No. 1 outlines the system of quality, environmental and health and safety management in force at the Company, and references the other documentation that is part of the Integrated Management System.
The Integrated Management System documentation that is referenced within the Manual is:-

IMS Document No. 2 -The Quality System Procedures (ref. ICQ) detail what is done to ensure that activities are carried out in a manner that shall ensure conformance to Quality requirements and identifies those personnel responsible for the individual functions.

IMS Document No. 3 - Environmental Management System Procedures (ref. IEP ) - detail the procedures controlling environmental and health and safety activities. Where appropriate, Quality System Procedures and Work Instructions are referenced in the Manual

IMS Document No. 4 - The Register of Evaluation of Environmental Impacts - details the evaluation of all products, processes and materials.

IMS Document No. 5 - The Register of Significant Impacts, Objectives and Targets and Management Programmes - details those impacts and/or issues which, following evaluation, are a) deemed to be significant or b) are impacts or issues for which, though not evaluated as being significant, the company deems it appropriate to have an objective and target, the Objectives and Targets for these impacts and issues and the relevant Objectives and Targets Programmes.

IMS Document No. 6 - The Register of Regulations - details the legislation that affects the company and its activities.

IMS Document No 7 - Work Instructions - detail specific activities in management, laboratory and health & safety, and exist where the absence of the work instruction would adversely affect the management system. Work Instructions are referenced within the quality or environmental system procedures.

IMS Document 8 – Standard Method Statement – this details the health and safety policy, outlines generic best practice for standard tasks with reference to health and safety controls and lists legislation and core H & S documentation.

Relevant Specifications and Technical Data are retained by the company and the sub-contract Quality Engineer ensures that the latest issue of ISO 9001, ISO 14001 and OHSAS 18001 is available. 

Section 7.0
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The Management Representative is responsible for the approval and issue of the documentation system and ensures that:-

· Only pertinent issues are available at approved locations

· All obsolete documents are withdrawn promptly and not used.

There is a Document List that contains all master copies of current company documentation referenced in the Integrated System Manual, Quality, Environmental and Health and Safety System Procedures. These are referenced by an index and the current issue status is detailed, either on the document or within the Documents List.

Document changes or modifications to any documentation are made in accordance with the Document & Data Control Procedure.

Any document changes or modifications that need to be actioned outside this procedure due to urgent requirement shall be countersigned by the Managing Director or the Management Representative.

Reference
IQP 1 Document and Data Control 

Section 8.0


CONTROL OF QUALITY, ENVIRONMENTAL 

Issue 1

and HEALTH and SAFETY RECORDS
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The IMS provides for the maintenance of records that demonstrate achievement of IMS requirements and the effective operation of the Integrated Management System.

All records are stored and maintained in such a manner as to be adequately protected, readily retrievable, legible and remain in good condition.

Records are retained for specific periods that are detailed in the relevant procedure or as otherwise specified by the customer or his representative.

Reference
IQP 1 Document & Data Control 
Section 9.0
PLANNING
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The process flowchart below illustrates the company processes, and the sequence and interrelation of these processes.
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The process flowchart detailed above illustrates the company processes, the sequence and interrelation of these processes.

Also identified are the quality system procedures/work instructions that have been documented to ensure control of the processes, the realisation of the objective of each process.

The management system has been developed around the processes required to realise the Invensys service/products and has been planned to ensure that the inputs from any process to another are adequate in meeting the requirements of the company and the requirements and expectations of the customer.

When changes are made to the management system, these changes are reviewed by the senior management of the company to ensure that the company objectives have not been compromised, that all practicable steps are taken to improve the system where possible and that the management system continues to comply with the requirements of BS EN ISO 9001 : 2000, ISO 14001 : 2004 and OHSAS 18001 : 1999 ( Management Review )

Section 9.0
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Environmental Aspects
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The company identifies as part of its IMS all aspects of its activities and services over which it deems it can have an influence. There is a Register of the Evaluation of Environmental Impacts that details the environmental evaluation of all products, materials, and processes. Where there are regulatory or other requirements, or the potential for abnormal and/or emergency situations, this is identified at impact evaluation.

There is a Register of Significant Impacts, Objectives and Targets and Objectives and Targets Management Programmes that lists those environmental and health and safety impacts and issues evaluated as being significant and the relevant Objectives and Targets details. Objectives and targets for other impacts and/or issues which have not been evaluated as significant but for which the company deems it appropriate to have an Objectives and Targets Management Programme are also included in this Register.

The evaluation of environmental impacts includes consideration of :

· Controlled and uncontrolled emissions air.

· Controlled and uncontrolled discharges to water.

· Waste (Solid and other)

· Contamination of land.

· The use of land, water, fuels and energy, and other natural resources.

· Noise, odour, dust, vibration and visual impact.

· Other local environment and community issues.

· Planned development of new products or services.

· Modifications to existing processes or plant.

· Development of new products and services

The process of evaluation considers normal, abnormal and any reasonably foreseeable emergency situations.

Reference
The Register of Evaluation of Environmental Impacts IMS Doc 4 

Significant Impact Register IMS Doc 5 



IEP 1 Environmental Impact Evaluation.doc
IEP 5 Abnormal and Emergency Situations.doc 



IEP  8 Spills Control     

IEP 9 Waste Management.doc      

9.3
Health and Safety – Hazard Identification

Return to contents list
The company has established and maintains procedures for the ongoing identification of hazards, the assessment of risks, and the implementation of necessary control measures. These include:

· Routine and non-routine activities

· Activities of all personnel having access to the workplace (including subcontractors and visitors)

· Facilities at the workplace, whether provided by the organization or others

Personnel will be consulted and involved as appropriate in the risk assessment process.

The results of these assessments and the effects of these controls are considered when setting its OH&S objectives.  

Reference
Chapter 4 – COSHH and EHS-011



Chapter 14 – Risk Assessments
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9.4
Legal and other requirements (Environmental and Health and Safety)

There is a Register of Regulations which lists all legislative, regulatory and any other requirements with reference to the environment that pertain to the Company's activities, products and services. A brief outline of these Acts/Regulations is contained within the Register and evidence of compliance where relevant is collated during internal audit activities.

A Standard Method Statement for Health and Safety is maintained and this features all relevant Health and Safety legislation.

Liaison with trade federations ensures that industry codes of practice are implemented as appropriate and agreements with public authorities are included, where relevant, within the IMS.

Subscription to sector federations is maintained. Review (and implementation as appropriate) of the amendment service referencing new/updated environmental and health and safety legislation and regulations is the responsibility of the QMS/EMS/H&S Management Representative.

Reference
The Register of Regulations IMS Doc. No. 6  



IEP 3 The Register of Regulations  

9.5
Objectives and targets

Return to contents list
Objectives and targets are set as a means of ensuring that the aims of the Company environmental and health and safety policies are achieved.

The environmental and health and safety objectives and targets for those impacts and issues considered to be significant, as well as those for which, though not evaluated as being significant, the company deems it appropriate to have an objective and target, have been set after evaluation and consider legal and other requirements, technological options, cost benefit considerations and relevant view of interested parties.

Reference
Register of Significant Impacts, Objectives and Targets and Objectives and Targets Management Programmes IMS Doc. No.  5 
IEP  4 Objectives and Targets 
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9.6
Environmental and health and safety management programmes

Objectives and targets shall have a detailed management programme that will allow for the review of progress towards the objectives and targets and the re-setting of targets if necessary.

Management programmes include:

· The designation of those within overall responsibility for the programme

· Assigning appropriate individual responsibilities for targets.

· Arrangement of appropriate training.

· Allocation of resources

· The setting of appropriate time-frames

· The monitoring and reporting on progress.

Management programmes shall be amended where relevant to consider :

· Development of new products or services.

· Purchasing of new installation.

· Modifications to existing processes or plant.

Reference
Register of Significant Impacts, Objectives and Targets and Objectives and Targets Management Programmes IMS Doc. No.  5   
IEP  4 Objectives and Targets 
IEP  6  Commissioning/De-commissioning 
Section 10.0


 
RESPONSIBILITY AND AUTHORITY
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The responsibility, authority and the interrelation of all personnel who manage, perform and verify work affecting any element of the management system is defined by:-

· The Company Organisation Chart.






· Integrated Systems Procedures (Quality, Environmental, Health and Safety).

· Work Instructions

Resources essential to the implementation and control of the IMS are provided.

10.1
Company Organisation Chart

Return to contents list



Key Tasks

Company Organisation Chart
The responsibilities of all other Invensys staff are identified in the relevant procedures and work instructions.

Section 10.0
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Section 10.2
The Management Representative

   
 

The function of the Management Representative(s), is to organise and manage the Integrated Management System of Invensys in accordance with the policies detailed in this Manual. 

The principle responsibilities of the Management Representative(s) are:-

· To ensure adequacy of resources with reference to Invensys documented Integrated Management System requirements. The Management Representative ensures adequacy of resources and the timely reporting to the company personnel on IMS performance both for review purposes and for implementation of improvements.

· To ensure compliance of all Integrated Management System activities with the requirements of ISO 9001 : 2000, ISO 14001 : 2004 and OHSAS 18001 : 1999

· Maintenance of the Manuals, Procedures, Objectives and Targets, the Index of Acts/Regulations, the Register of Significant Impacts-Objectives and Targets-Objectives and Targets Programmes, and the Register of Evaluation of Environmental Impacts.

· Monitoring of objective and targets management programmes.

· To implement and maintain a Corrective & Preventive Action Procedure that is effective in its purpose of eliminating existent or potential Integrated Management System deficiencies, reporting to the Managing Director on the effectiveness of the management system and the continued satisfaction of the customer.

· The promotion of IMS awareness throughout the company and the need to satisfy customer requirements at all times.

· Ensure that OH&S management system requirements are established, implemented and maintained in accordance with this OHSAS specification;

· Ensure that reports on the performance of the OH&S management system are presented to top management for review and as a basis for improvement of the OH&S management system.

· Ensure that appropriate action is taken to mitigate the consequences of accidents, incidents and any other health and safety non-conformances

Section 11.0
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Invensys ensures that all personnel carrying out tasks that affect quality, the environment or health and safety are adequately trained and that there is an ongoing assessment of training requirements as methods and personnel change.  Assessment is based on qualification, training and/or experience together with monitoring of everyday performance and records of all such qualifications and training are maintained.

All new employees are given an Induction session, which references the Integrated Management System, Health & Safety at Work, Invensys  Working Rules and any job specific instructions, deemed appropriate. This is recorded and retained as an element of training records.

Training ensures the  awareness of :

· the importance of conformance with the Company’s quality, environmental and health and safety policies, procedures and objectives and of the potential environmental impacts of their work activities.

· the environmental and health and safety impacts, significant or otherwise, of their work activities, actual or potential

· the benefits of improved personal performance

· their role in the achievement of conformance with the quality, environmental and health and safety policy and with the requirements of the IMS

· preparedness and response to emergencies

· the potential consequences of departure from specified operating procedures

The Managing Director shall authorise any training requirements deemed necessary.

Records of all such training and experience are maintained for all individuals.

Reference
IQP  2  Training & Competence
Section  12.0


FACILITIES and the WORK ENVIRONMENT
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Invensys has determined the infrastructure needed to achieve and maintain conformance to product requirements and the continued satisfaction of the customer.

All necessary resources are made available to ensure that objectives and targets relative to the provision of product and services to its customers are realised and adequate resources are made available to ensure that working environments are suitable at all times to ensure the integrity of all activities and the resultant quality of products and services.

These resources include :

· Adequately maintained and appropriate work equipment

· Computer hardware and software

· Suitable work areas and facilities for company personnel

· Technical standards and information

· Communication media (including e-mail and Internet access)

Invensys also ensures that the working environment is suitable at all times to ensure the integrity of all activities and the resultant quality of products and services.

Reference
IEP 10 H & S Risk Assessment  



IEP 11 COSHH Control/Assessment
Health and Safety File
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All customer requirements for any aspect of Invensys’ range of services are reviewed initially at the enquiry and then quotation and at sales order receipt stage where appropriate with reference to the adequacy of information and of Invensys’ capability to fulfil requirements. 

This includes identification of product and/or service requirements that have not been specified by the customer, but which are known to be applicable from a functional or regulatory aspect. Review of customer requirements ensures that all verification activities are planned in accordance with customer requirements and includes :

· All relevant documentation specifying customer requirements is reviewed.


· Any anomalies that exist between quotation and contract are resolved.





· Where no written customer requirement exists, these requirements are confirmed before acceptance.

· Resources including, lead times, equipment and sub-contract requirements are assessed.

· Where there are special requirements, these are fully assessed and documented where necessary.

· Relevant information (e.g. service/special use information) is communicated to the customer when deemed appropriate.

· Customer feedback data (including complaints) is considered when reviewing contract and product requirements.

Review of the above ensures that product/service delivery is planned in accordance with customer requirements and includes identification of product requirements that have not been specified by the customer, but which are known to be applicable from a functional or regulatory aspect.

Amendments to contracts are subject to the same review activities prior to implementation and that all relevant documentation is suitably amended.

Reference
IQP  3  Contract Review
Section 14.0



DESIGN & DEVELOPMENT 

   

   Issue 1
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The design and development function is controlled from the outset by adequate review of contract or design concept requirements and by the monitoring of all relevant activities at appropriate stages through to completion of the process.

A Design Brief is documented as appropriate and this is primarily responsible for the Planning of the design and development activity, stipulating design input requirements and identifying the Organisational and Technical Interfaces that are central to project co-ordination.

Design & Development Input requirements may include:  

Client Specifications, Statutory Legislation/Regulations, National or International Standards & Internal design/development initiatives

http://www.climate-temp.co.uk/mar/pdpPro.html
Section 14.0



DESIGN & DEVELOPMENT (cont.)
   

   Issue 1

Return to contents list
Design & Development Output parameters and Design & Development Review activities are verified by evaluation of drawings etc. and consultation with customers and other technical interfaces ensure Verification at appropriate stages prior to Validation and customer approval. 

Suppliers who support Invensys with any design, development or construction input are suitably qualified, have verified resources pertinent to the subcontracted activity and all correspondence between Invensys  suppliers and clients is retained in the appropriate project file. Project files contain all relevant details regarding Design Changes or modifications and the review and approval thereof.

Reference
http://10.44.3.8/mar/pdpPro.html
Section 15.0


PURCHASING & PROCUREMENT
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15.1
Suppliers and Purchasing Information

Suppliers

Suppliers to Invensys  are selected on the basis of their ability to meet the specified sub-contract requirements and the environmental policy of the supplier is considered.
Suppliers are notified when the Company is in a position to confirm non-conformance with the environmental policy of the Company.

Contractors providing services to the Company are required to act in accordance with documented procedures when involved in activities, on or off site, actioned by the Company. Selection parameters include:-

·  Conformance to quality requirements during past supply of products or services (1)

· 2nd party assessment (2)

· 3rd party certification (3)







·  Sample approval (4)
Purchasing Information

All necessary data is detailed on any purchase order including type, class, grade, relevant drawing identification, relevant technical data, legislative controls where applicable and all purchasing documentation is reviewed  prior to release.

Reference
IQP 5 Purchasing & Product Verification 



Chapter  5- Contractors Policy, EHS-005, EHS-008

Section 15.0



PURCHASING & PROCUREMENT (cont.)

   Issue 1
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15.2
Receiving Inspection and Testing

All product received by Invensys is held until verification of conformance to requirement has been completed.

Nonconforming product or services are subject to controls outlined in Section 22.0 - Control of Nonconforming Product

Suppliers are notified of all products or services that do not meet specification. Customers are similarly informed if there is any problem/nonconformity identified with product provided by them for inclusion in Invensys activities.

The Corrective & Preventive Action procedure, reference Section 29.0, is implemented if deemed Appropriate where suppliers have failed to satisfy requirements.

Reference
Goods receiving inspection
15.3
Verification of purchased product/service at a supplier’s premises

Return to contents list
When a product or service is to be verified by Invensys or a customer of Invensys at a supplier’s premises prior to release, purchasing documentation is appropriately detailed with information regarding the authority for release and all arrangements for verification activities to be properly carried out.

When such an agreement is made, the Contract Review procedure shall ensure that the relevant documentation is suitably detailed.

 

Section 16.0

CONTROL OF PRODUCTION & SERVICE PROCESSES
  Issue1

Return to contents list

16.1
Process Control  

Process Control is ensured by correct identification and planning of all processes that affect the quality of product or service and by carrying out, under controlled conditions, appropriate verification activities to establish objective evidence of conformance to requirements in the manufacture of climate control products. These processes are controlled by documented Work Instructions.

In addition to the Work Instructions, the adequate provision of suitably trained personnel and properly maintained equipment further ensures that the Customer’s requirement can be satisfied.

Where servicing is a specified contract requirement, all activities shall be adequately controlled to ensure compliance at all times with the stated requirement. All necessary resources, including qualified personnel and appropriate equipment shall be made available.

Reference
IQP 6 Process Control (Work Instructions – IMS Doc. No 7)



IQP 7 Plant & Equipment Maintenance
16.2
Operational Control (Environmental and Health and Safety Management)

Return to contents list
To ensure operational control, the specific responsibilities of Company members are clearly defined in the Integrated System Manual, the Environmental and Quality System Procedures and any relevant Work Instructions.
Appropriate procedures have been developed where it is deemed their absence could lead to deviations from the environmental policy and health and safety policies and detailed objectives and targets and reference criteria for required performance. 

Suppliers to the Company have been selected on the basis of their ability to meet the specified requirements of the Company, and the environmental policy of the supplier is considered.

Suppliers are notified when the Company is in a position to confirm non-conformance with the environmental policy of the Company.

Contractors providing services to the Company are required to act in accordance with documented procedures when involved in activities, on or off site, actioned by the Company.

Reference
IQP 5 Purchasing and Product Verification


IEP 6 Commissioning/De-commissioning


IEP 10 Risk Assessments



IEP 11 COSHH Control/Assessment



Standard Method Statement
Section 16.0

CONTROL OF PRODUCTION & SERVICE PROCESSES (cont.)
   Issue 1
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16.3
Emergency preparedness and response (environmental and health and safety impacts)

Company activities are evaluated and the potential for emergency situations has been identified. Where appropriate, procedures/instructions for the control of such situations to prevent and mitigate environmental and or health and safety impacts have been documented.

These procedures/instructions are reviewed and revised if appropriate after the occurrence of accidents, incidents or emergency situations.

Where it is practicable, the relevant procedures are periodically tested.

Reference
IEP  5 Abnormal & Emergency Conditions

IEP  8 Spills Control 

IEP 10 H & S Risk Assessment  

IEP 11 COSHH Control/Assessment

Section 17.0


PRODUCT IDENTIFICATION AND TRACEABILITY
   
   Issue 1





INSPECTION & TEST STATUS
Return to contents list
The labelling of locations and/or the labelling or marking of waste or waste containers or the identification of the waste by an authorised person ensures the identification of all product held awaiting processing well as to indicate Inspection & Test Status.

Where traceability is a requirement of the contract Invensys shall implement appropriate procedures to ensure identification and relevant recording.

Reference
IQP  8 Product ID and Traceability (Inspection and Test Status)

Section 18.0


CONTROL OF CUSTOMER PROPERTY

   
   Issue 1
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Product that is supplied by customers of Invensys for incorporation into design/distribution activities shall be verified for suitability on receipt and shall be stored and used in such a manner as to prevent damage or deterioration throughout the period of retention and use by Invensys

Loss, damage, or the identification, for whatever reason, of the unsuitability for use of the product shall be recorded and reported to the customer.

Note:
Customer property includes intellectual property (e.g. product drawings/sketches, computer software) and where this is the case, confidentiality and security is ensured by appropriate handling and secure storage.

Reference
IQP 5 Purchasing and Product Verification
IQP 6 Process Control (Work Instructions – IMS Doc. No 7)

Section 19.0



PRESERVATION of PRODUCT


   Issue 1

19.1
Handling

Return to contents list
Invensys ensures that all products for use or awaiting despatch are subject to handling practices that shall prevent damage, loss or spillage.

Handling equipment is adequately maintained at all times and all such equipment is used only by competent persons.

19.2
Storage & Preservation

Return to contents list
Storage areas are suitably identified and all waste products, work in progress, goods awaiting dispatch are placed in these areas where appropriate.

The Management Representative is responsible for review of all storage areas with reference to the effective operation and review is based on :-

· Rotation of stock

· Shelf life

· Suppliers codes of practice

· Physical adequacy of storage methods

· Clear identification of product

Reference
IQP  9 Handling, Storage, Packaging, Preservation and Delivery
Section 20.0


MONITORING and MEASUREMENT of PROCESSES           Issue 1

Return to contents list
The suitability and effectiveness of processes is formally evaluated and recorded by the internal audit procedure. Records are retained of internal audits, as well as any corrective and/or preventive actions that have been deemed necessary.

Should it be necessary to introduce statistical techniques at any stage of the Invensys process, appropriate National Standards or approved sampling models shall be used

Section 21.0


MONITORING and MEASUREMENT of PRODUCT
           Issue 1

21.1
In-process verification

Return to contents list
In-Process verification is carried out to ensure compliance with customer order requirements.

Product shall not be further incorporated into the process until in-process verification has been completed and documented where appropriate.

The Corrective & Preventive Action Procedure, reference Section 28.0 shall be implemented when deemed appropriate.

 
Reference
IQP 6 Process Control
Section 21.0

MONITORING and MEASUREMENT of PRODUCT (cont.)
           Issue 1

21.2
Final Inspection and Testing

Return to contents list
Final verification is carried out to ensure compliance with customer order requirements.  

Approval is detailed on accompanying documentation.

Where it is identified that product does not comply with specification it shall be subject to the controls outlined in Control of Nonconforming Product - Section 22.0

The Management Representative is responsible for the maintenance of all verification records and data.

 Reference
IQP 6 Process Control
Section 22.0


CONTROL OF NONCONFORMING PRODUCT

                Issue 1

Return to contents list
Any product that is found to deviate from specified requirements at any stage in the process from receipt to delivery to the customer is handled accordingly so as to prevent unintended use.

Nonconforming product from suppliers, or nonconforming product identified as such during in-process or final verification/inspection activities shall be labelled and segregated (if appropriate) until review and disposition.

Nonconforming product, whether from suppliers, produced by Invensys or supplied by a customer shall be reviewed and shall consider the following alternatives :

· Concession (by customer or authorised person)

· Rework or repair

· Scrap

· Return to or arrangement of concession (physical or financial) from Supplier.

Reference
IQP 9  Control of Nonconforming Product
Section 23.0


CONTROL OF INSPECTION, MEASURING 

   
   Issue 1





AND TEST EQUIPMENT

Return to contents list
All measuring and test equipment used to verify conformance to specification is maintained in such a manner as to be suitable for use at all times.

Records of calibration are maintained by the Calibration Department who is also responsible for the maintenance of the Inspection Equipment Register.

When equipment that is found to be out with calibration parameters has been used to verify product or operating conditions, the validity of verification activities shall be assessed and take any necessary action. This action shall be documented as appropriate.

Calibration standards are traceable to National Standards where possible.  Where no such standard exists, the basis used is documented.

Reference
IQP  11 Inspection & Test Equipment
Section 24.0


MEASUREMENTS OF CUSTOMER SATISFACTION
   
   Issue 1
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Customer satisfaction is monitored and recorded as appropriate using the Corrective and Preventive Action procedure (Reference Section 28.0) and also by the use of other indicators such as repeat business, on-time invoice payment and the recording/retention of verbal/written comments by customers. When deemed necessary, appropriate action is taken to review, evaluate and amend as relevant any company procedures that have been identified as insufficient to consistently satisfy customers’ requirements.

Reference
IQP 12 Customer Satisfaction
Section 25.0



INTERNAL AUDITS



   
   Issue 1
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The Integrated Management System is audited in full in accordance with the periods scheduled on the Internal Audit Procedures in order to:

· Determine whether or not the IMS conforms to planned arrangements for environmental management, including the requirements of BS EN ISO 9001 : 2000, BS EN ISO 14001 : 2004 and OHSAS 18001 : 1999

· Determine the IMS has been properly implemented and maintained.
Auditors shall be trained and shall ensure that they audit areas for which they do not have direct responsibility.

Audit findings shall be recorded and where deemed necessary, the Corrective & Preventive Action procedure shall be initiated.

Records of audits and all corrective & preventive actions are maintained and will be discussed and evaluated during Management Review.

Reference
IQP  13 Internal Quality Audits  



IEP 7 Auditing of the EMS (includes H & S)
Section 26.0



MANAGEMENT REVIEW



   Issue 1
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The Senior Management of Invensys is committed to ensuring the satisfaction of customer requirements at all times, and to the compliance with all relevant legal and regulatory requirements associated with the company activities. The company’s management policy and objectives are reflected in the statement of management policy (re. Section 1.0 of this manual)

Adequate resources shall be made available at all times to ensure the effective implementation and operation of the integrated management system.

To ensure that all practicable arrangements are made, management reviews are held and these ensure that stated policies and objectives are being met in a way that best meets the needs and interests of Invensys and to ensure that the documented quality, environmental and health and safety management systems continue to be suitable and effective.

Management review meetings shall be held annually and are attended by all staff identified on the organisation chart (section 8.1) and any other company members deemed appropriate.  The agenda shall include:-

· Results of Internal Quality, Environmental/Health and Safety Audits.

· Corrective & Preventive Actions.

· Customer complaints and customer satisfaction.

· Supplier Appraisal.

· Review of resources, internal nonconformity review.

· Training.

· The EMS (changes in legislation, compliance with currently applicable legislation, incidents and follow-ups, objectives and targets, plant & process changes)

· H & S review (changes in legislation, incidents and follow-ups, objectives and targets, plant & process changes)

· Review of quality, environmental and health and safety policies, objectives and improvement opportunities.

The meeting shall be minuted and the minutes shall be formatted as a Management Review Report. Actions and those responsible for the actions shall be detailed, as shall timescales for completion of these actions. The Management Representative shall monitor the actions in accordance with timescales detailed.

The Minutes of Management Review Meetings shall be made available to all personnel by distribution of hard copies on notice boards or by electronic means.

Management Review Reports shall be filed in the Management System File and retained for a period of two years.

Management Records
Management Review Reports
Section 27.0


ANALYSIS OF DATA/IMPROVEMENT PROCESSES 
   Issue 1Return to contents list






Data that becomes available during the course of Invensys activities shall be and appropriate action shall be taken to ensure conformance to customer requirements and, where possible, to facilitate improvement in products and services offered by the company and in environmental and health and safety performance.

Data that shall be analysed as part of the continual improvement policy of Invensys  shall include:

· Details of customer satisfaction or dissatisfaction

· Continued conformance to customer requirements

· Identified trends pertaining to the processes of Invensys  

· The performance of suppliers to Invensys  

· Improvement opportunities identified during internal audits and management reviews.

· Incidents, accidents, risk/COSHH Assessments

Such data that becomes available during the course Invensys activities shall be reviewed by senior management and appropriate actions, including the setting of objectives and targets shall be implemented and communicated to all company members. The suitability and effectiveness shall be monitored by the senior management and/or personnel designated by them and all such actions shall be recorded formally as part of the Management Review process (Reference Section 10.0 - Management Review).

Appropriate action shall be taken when deemed necessary by the management to ensure conformance to customer requirements and, where possible, to facilitate improvement in products and services offered by the company.

Reference
IQP 14  Objectives and Targets

The continual improvement model











Section 27.0

ANALYSIS OF DATA/IMPROVEMENT PROCESSES (cont.)
   
   Issue 1
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The Company has established a procedure for the maintenance of the Communications Log.  This log contains all communications and correspondence from relevant interested parties, both internal and external, concerning the environmental and health and safety activities of the Company.

Responses to communications and correspondence where appropriate are also contained within this Log.

On-going monitoring of the above also implements improvement measures where practicable.


Reference
IEP 2  Communications  

Section 28.0


CORRECTIVE and PREVENTIVE ACTION
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Corrective & Preventive action procedures are implemented if deemed appropriate  a) in the event of a nonconformity being identified, or b) on identification of a potential nonconformity. The procedure shall ensure that the nonconformity is corrected, and that suitable measures are taken to prevent recurrence or that appropriate action is taken to prevent nonconformity occurring, and that the potential cause is eliminated.

Monitoring and measurement

Key operations having a significant impact on the environment and/or health and safety are monitored (and measured if possible) to assure compliance with management programme requirements and suitability of the relevant objectives and targets. The actions to be taken when results fall outside management programme requirements are made known to all relevant personnel and appropriate action is taken.

Any monitoring equipment requiring calibration shall be maintained in a condition suitable for use.

Relevant environmental and health and safety legislation is periodically evaluated to ensure compliance.

Reference
IEP  3 The Register of Regulations

IEP  4  Objectives & Targets

EMS Document No. 5 - The Register of Significant Impacts (O & T's and Management Programmes)

Corrective & preventive action procedures may be actioned by :-

· Customer complaints.

· Nonconformities noted during Quality, Environmental or Health and Safety System Audit.

· Nonconformities noted during any inspection, test or objective and target monitoring activities.

· Failure of suppliers to conform to specification or environmental best practice

· Identification of potential nonconformity in the QMS, EMS or H & S system

The Corrective & Preventive Action procedure shall:

· Document and investigate the cause of the non-conformance or potential/non-conformance

· Initiate corrective actions appropriate to the nature of the non-conformance.

· Monitor as appropriate to ensure that corrective and preventive actions are effective.

· Record any changes in procedures resulting from the corrective and preventive action.
Section 28.0


CORRECTIVE and PREVENTIVE ACTION


   Issue 1
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The Management Representative shall be responsible for implementing and monitoring the corrective actions and recording changes in procedures resulting from such corrective action with reference to agreed completion and effectiveness.

Preventive actions are implemented on receipt of information from sources such as audit results, records and customer complaints and the Corrective and Preventive Action procedure is implemented to ensure that such preventive actions are documented, monitored and evaluated for effectiveness.

Corrective & Preventive Actions are reviewed to identify any trends and appropriate action is taken if this is the case. Corrective actions and preventive actions are discussed and evaluated as part of the Management Review procedure. 

Reference
IQP 14 Corrective and Preventive Action.doc 

Appendix 1

INTEGRATED MANAGEMENT SYSTEM PROCEDURES

    

Quality Procedures  
IQP Ref.
Title

1

Document & Data Control (includes record control)

2

Training & Competence
3

Contract Review
4

Design and Development
5

Purchasing and Product Receipt
6

Process Control
7

Plant & Equipment Maintenance
8

Product ID and Traceability
9

Control of Nonconforming Product
10

Handling, Storage, Packaging, Preservation & Delivery
11

Inspection and Test Equipment
12

Customer Satisfaction
13

Internal Quality Audits
14

Objectives and Targets
15

Corrective & Preventive Action
Environmental/Health and Safety Procedures  
IEP Ref.
Title

1

Evaluation of Environmental Impacts
2

Communications
3

The Register of Regulations
4

Objectives and Targets
5

Abnormal and Emergency Situations
6

Commissioning/De-commissioning
7

Auditing of the EMS (includes H & S procedures and Standard Method Statement)
8 Spills Control
9 
Waste Disposal
10

H & S Risk Assessments

11

COSHH Assessments
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Nonconforming Product returned by a customer





IEP


Waste Management





CCQP


Contract Review


Design and Development





Enquiry from a customer





Start





Customer feedback during contract review process





Supply Chain Management to ensure on time supply of the right product





Do





Involvement of People





Management Review





Leadership


Systems Approach to Management





Customer focus





Plan





Process Approach





Resource Management and Improvement


Training/Competence





Action





Check





Mutually beneficial supplier relationships





Data Analysis





Supplier Appraisal


Internal System Audits


Corrective/Preventive Action





Client requirements








Client satisfaction





Service delivery











Client feedback





Management Responsibility





Continual Improvement





Factual approach to decision making





Client feedback





Design, Manufacture of


Climate Control Poducts











Sales Order Received from a customer





IQP


Purchasing and Product Receipt





Procurement of product from suppliers to Invensys





Product Receipt





Contract Review


Quotation





IQP


Purchasing and


 Product Receipt


Control of N/C Product


Product ID & Traceability


 





IEP


Register of Regulations


Abnormal & Emergency Conditions


Spills Control


Waste Management





Immediate requirement





Service is not required immediately





Manufacture of climate control products





Storage/pending


awaiting request





Finish





Despatch to customer and invoice





IQP


Process Control


Equipment Maintenance/


Calibration





IQP


Preservation of Product





IEP


Abnormal & Emergency Conditions


 Waste Management





Immediate requirement by customer








Work Instructions where appropriate





This shape indicates that there is a documented Invensys procedure (IQP/IEP) describing/controlling the process detailed inside the shape





Review





System





Ongoing





Customer liaison during 


service processes





IQP


Document and Data Control 


Corrective and Preventive Action, Internal Audits, Competence and Training, Customer Satisfaction, Objectives and Targets





IEP (H & S)


Process Risk Assessment


COSHH Assessment


Corporate Procedures/Policy





IEP


Objectives and Targets


Communications


Environmental Impact Assessments


Register of Regulations


Commissioning/De-Commissioning
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