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GENIE GL4 LIFTING TACKLE TEST REPORT 
 

 
 



 

 
Issue Date: 7TH March 2012 Revision 08  
 

ACCIDENT REPORTING PROCEDURE 
 

In the event of any accident or incident the following procedures are to come into force: 
 
Minor Injuries (cuts, bruises, trips and falls) 
 

1. If a minor injury is sustained then the person(s) must seek immediate first aid from one of the named first aiders. 
2. The accident is to be recorded in the First Aid Book held in the front office of the Industrial Division. 
3. The Health & Safety Manager is to be informed of the injury. 
4. The Health & Safety Manager will report the injury to senior management. 
5. If the injury is reportable then the Health & Safety Manager will contact the appropriate enforcing authority. 
6. The Health & Safety Manager will investigate, where necessary, the circumstance surrounding the injury. 

 
Major Injuries (broken bones, unconsciousness, electrocution, poisoning, etc) 
 

1. If a major injury is sustained then the Health & Safety Manager and senior management must be informed immediately. 
2. As much information relating to the injuries sustained by the affected person(s) must be gathered quickly and concisely. 
3. The appropriate emergency services are to be summoned and all relevant information relayed to them relating to the 

injuries sustained along with any other relevant safety information. 
4. The person(s) who have sustained injury must receive appropriate first aid until the emergency services arrive. 
5. The scene of the accident is to be made secure to preserve any evidence. 
6. The Health & Safety Manager will contact the HSE to inform them of the accident. 
7. The Health & Safety Manager will assemble a team to investigate the accident – the members of the team to be drawn 

from the Health & Safety Committee. 
8. All staff are to co-operate in full with any investigation to ascertain the causes of the accident. 
9. Once the investigation has been completed, then a copy of the report will be sent to the enforcing authority and passed to 

senior management. 
 
Fatal Accidents 
 

1. In the event of a fatal accident then the Health & Safety Manager and all senior management are to be notified 
immediately. 

2. The emergency services are to be summoned immediately. 
3. The Health & Safety Manager to contact the appropriate enforcing authority immediately. 
4. All work to cease within the area where the accident has occurred and all staff to be moved to an area away from the 

scene of the accident. 
5. The scene of the accident is to be secured to preserve evidence. 

An investigation will be carried out by the enforcing authority and all staff are to co-operate with their enquiries and all 
documentation required by the investigator to be made available. 

 
Incidents 

 
1. Any incident which could have the potential to cause harm or injury should be reported to the Health & Safety Manager 

without delay, 
2. The Health & Safety Manager will gather as much information concerning the incident before reporting to senior 

management. 
3. Where appropriate the Health & Safety Manager will form a team, drawn from members of the Health & Safety 

Committee, to investigate all incidents. 
4. A report on an incident will be drawn up and passed to senior management to consider the implementation of any 

appropriate measures to prevent a repeat of such an incident. 
5. Where an incident has occurred as a result of a breach of the Company’s Health & Safety Policy by any employee then 

the appropriate Disciplinary Procedures will be followed to deal with such a breach. 
 

In all cases where an injury has occurred a first aider should be summoned without delay no matter how minor the injury may 
appear. 
 
An up to date list of First Aiders and Appointed Persons can be found on the Health & Safety Notice Board in the Industrial 
Building and at each First Aid point in each building. 

 
 
 
 
 
 
 
 

 



WORKING DOCUMENT 
WD-73 Issue 01  ACCIDENT RECORD  

 

Issue Date: 15TH September 2009  
 

 QAM 

 

REPORT NUMBER:       

 
1. About the person who had the accident 
 
Name:       

Address:       

      Post Code:       

Occupation:       

 

2. About you, the person filling in this record 
▼ If you did not have the accident write your address and occupation. 

Name:       

Address:       

      Post Code:       

Occupation:       

 

3. About the accident      Continue on the back of this form if you need to 

 

▼ Say when it happened. Date:                         /       /       Time:       

▼ Say where it happened. State which room or place. 

      

▼ Say how the accident happened. Give cause if you can. 

      

      

      

      

▼ If the person who had the accident suffered an injury, say what it was. 

      

▼ Please sign the record and date it. 

Signature: Date:       /       /       
 

 

12. For the employer only 
 
▼ Complete this box if the accident is reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) 

      

How was it reported?       

      

Date Reported:       /       /       
 

Signature: 

 
When Completed Please Return To Accounts Manager At Sunray Engineering Limited GE

NE
RI

C 
SA

M
PL

E



Check List:                 * If Applicable. 

 

I hereby confirm that the above details are correct 
and sign off job as complete and snag free. 

No further works required by sunray. 

Engineer Signature:   _______________________ 

 Print Name:   _______________________ 

            Date:   _______________________ 
           Time:   _______________________ 

Customer Signature:   _______________________ 

  Print Name:   _______________________ 

             Date:   _______________________ 
            Time:   _______________________ 

Photographs of site prior to commencement of 

work. 

Photographs of completed job taken. 

Job signed off by customer. 

 

LPS Red label fitted correctly*.   Weather seal in place*.    Keys handed to customer*. 
 The installation was carried out in line with the LPCB Approved installer instructions*. 
   Weather seal in place*.    Keys handed to The correct number, type and size of frame security fixings were used*. 
   Weather seal in place*.    Keys handed 

WD - 43 Issue 05 Engineer Copy / Customer Copy 
 

Job No:  

Department:  

 

Production Authorisation 
 

Authorisation Dated 
 
 
Install Date:  

Quote No:  

Order No:  

Customer Name:  

Site Contact:  

 Site Address:  
 
 
 
 
 

Site Work Job Sheet 
 

 
Customer Order No: 

Site Tel No:  

Site Mobile No:  

Installation Notes: 

Target Time:  

 
 

Qty  Product Job No Finished Frame Size 

 
 
 
 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 
 

Sunday 
 

TOTALS 

Date  Start Load 

Time 

Induction 

Time 

Time on Site 

From  To 

Unload 

Time 

Finish Total 

Time 

Mileage Parking 

Charges 

 

Material / Parts Used  Quantity 
 
 
 
 
 
 
 

Comments / Recommendations / Further works required: 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 
 

 
 

 
 

 

Structural opening(s) correct.   Leaf and frame numbers correspond*.  Product operation. 

GE
NE

RI
C 

SA
M
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E
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SITE SURVEY DOCUMENTATION 
 
 

CONTENTS: 
 
 

SITE SURVEY QUESTIONNAIRE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
             

 
 
 
 
 
 
 
 

 



WORKING DOCUMENT 
WD-48 Issue 06 

 
SITE SURVEY QUESTIONNAIRE  

 

Issue Date: 29TH February 2012  
 

QAM 

 

Customer:       Enquiry No:       
Install Date:       Job No:       
Site Address:       
Site Contact:       Phone No:       E-Mail:       
Surveyors Name:       Survey Date:       

 
 

 
As per Sunray Engineering Ltd terms and conditions Ref: No 6. It is the Buyers responsibility to ensure suitable offloading and 

positioning equipment and labour are available to ensure Goods are moved safe and secure manner, placed adjacent to the 
aperture to which they are to be fitted.   

 
 
 
 

 
 
 

PRE-INSTALLATION  

Are there any obvious Health & Safety issues? 

NO YES 

If YES Specify:       

Are there any obstructions/temporary services which would prevent a door 
from being installed and operating? (e.g. scaffold, pile of sand, electric 
cables, etc ) A clear working area of 1.5 metres (minimum) is required in 
front of opening and behind. 

NO YES 

Does the work area have lighting? 

Inside 

YES NO 
Outside 

YES NO 

Will the sub be live during installation? 
NO 

YES 
N/A 

Will the up-stand be formed as per specification? 
(Applicable toUKPN sub-stations only) 

YES 
NO 

N/A 

How far will the nearest power supply from the installation point? 

      Metres 

(Approx) 
            

Will there parking on site for Van 2.7M high? 

YES NO 
(If not on site please specify address) 

      

Permit Parking Pay and Display 

NB: If the information supplied above is found to be incorrect and as a 
result our allotted installation time is compromised, then additional 

charges may be incurred. 

Signature: 

Print: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 GE
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WORKING DOCUMENT 
WD-48 Issue 06 

 
SITE SURVEY QUESTIONNAIRE  

 

Issue Date: 29TH February 2012  
 

QAM 

Is there a staircase on route from van to installation point? Straight Steps 90 Degree 180 Degree NO 

If there are stairs, how many or what vertical distance do they cover?       

Is there any Asbestos present in the vicinity of the proposed works? YES/NO 

If yes where?       

What arrangements are in place to ensure that the Asbestos is safe?       

 

INSTALLATION – SITE ACCESS 
 

Is there a safe place to unload the installers van? YES/NO 

If not on site please specify address: 
      

Is there a formal site induction?  
 
What time does it start?      Duration?  

YES / NO  

Start Time:  Duration: 

Please confirm opening and closing times on site. 

 
Opening:  
 
Closing: 

Quiet Operating Times  
(Please advise if the site operate this condition and 
what the arrangements are) 

 

 

Will there be clear access to the work area to move 
Installation equipment to opening? YES/NO 

If No please specify 
 

      

Will there be a fixing to be fixed above 2 metres from 
floor level Internally or Externally? Internally  -   YES/NO              Externally  -   YES/NO 

Will the floor level adequate to use access equipment? 
i.e. scaffold tower, podium steps … YES/NO 

What is the surface e.g. mud, concrete? 
 

Internal:                                 External:       

Which access equipment does the site allow us to use? 
(delete as appropriate) 

Scaffold Tower Podium Steps Step Ladders 

Hop Ups  GRP Step Ladder MEWPS 

 

GENERAL 
 

Will there be an existing door to be removed, if so who 
will remove and dispose?  
Please note if you require Sunray to do this, additional 
cost may apply.  

 

Will there be provision for waste disposal on site.  

Are there any site specific instructions we need to be 
aware of?       GE

NE
RI

C 
SA

M
PL

E



WORKING DOCUMENT 
WD-48 Issue 06 

 
SITE SURVEY QUESTIONNAIRE  

 

Issue Date: 29TH February 2012  
 

QAM 

 
What power is available on site? (please circle) 
 

240 volt 110 volt 16 amp 110 volt 32 amp NONE 

Can we use a generator, should there be no power 
available? YES/NO 

What colour mastic is required? 
(please note that mastic cannot be fitted to wet or 
damp walls) 
NB: Fire Door installs have GREY or White mastic 
only. 

WHITE LIGHT GREY BLACK BROWN ANTHRACITE TRANSLUCENT

WHITE (Fire) Grey (Fire)     

(delete as appropriate) 

Please photograph the following. 
Both Internally and Externally  

 
 Any Hazards. 
 A view of the surrounding area facing the opening. 
 A view of the surrounding area away from the opening. 
 A view of threshold showing Internal and External floor levels.  
 Any additional pictures to help installation 

 
IF A DISCLAIMER IS COMPLETED THESE ARE ESSENTIAL  PRIOR TO INSTALLATION  
 

Is the site in the congestion zone? YES/NO 

 

PRODUCT INFORMATION – SUNRAY INPUT 
 

Type Quoted Size 
(Structural Opening) 

Handing 
Fully Welded Frame Upstand Needed? 

Angle Box Flat YES NO 

                                                

                                                

                                                

                                                

                                                

                                                
 

PRODUCT INFORMATION – SURVEY INPUT 
 

Type Actual Size 
(Structural Opening) 

            

            

            

            

            

            
 
 

What type of brickwork are we fixing to? 
 
(please tick boxes) 

Stock Fletton Engineered Wirecut Steel 

Repressed Thermalite Hand-Made Reinforced 
Concrete Metsec 

 
  Other (please specify):       

Facing Brick Depth 
Cavity Width 
Secondary Brick Depth 

Left Hand                   
 

Facing Brick Depth 
Cavity Width 
Secondary Brick Depth 

Right Hand                   
 

 

GE
NE

RI
C 
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M
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SITE SURVEY QUESTIONNAIRE  

 

Issue Date: 29TH February 2012  
 

QAM 

Please confirm site address and site contact 
 
(Please provide map of site if available) 

Site Address: 
      

Contact: Phone: E-Mail: 

                  
 
 
 
 
 
 

   Position:          Date:       

   Signature:    Print Name:       

 

GE
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RI
C 
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QUALITY 
 
 

CONTENTS: 
 

QUALITY POLICY 
 

ISO 9001: 2008 CERTIFICATION 
 

LPS 1271 CERTIFICATE 
 

POWDER COATING APPROVED APPLICATOR 
 

QUALITY MANUAL 
 

CERTIFICATE OF CONFORMITY 
 

CERTIFICATE OF COMPLETION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





 

 
Issue Date: 7TH March 2012 Revision 08  
 

ISO 9001: 2008 CERTIFICATE 
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LPS 1271 CERTIFICATE 
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ENVIRONMENTAL 
 
 

CONTENTS: 
 

ENVIRONMENTAL POLICY STATEMENT 
 

CARBON FOOTPRINT POLICY STATEMENT 
 

BS EN ISO 14001: 2004 CERTIFICATE 
 

ENVIRONMENTAL MANUAL 
 

WASTE CARRIERS LICENSE 
 

ENVIRONMENTAL GENERAL INFORMATION 
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BS EN ISO 14001: 2004 CERTIFICATE 
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WASTE CARRIERS LICENSE 
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ENVIRONMENTAL GENERAL INFORMATION 
 

Environmental – Enforcement Action  

Has the organisation ever been prosecuted or 
received notice of intended prosecution by an 
Enforcing Authority? 

NO 

Has the organisation ever been served with a 
Prohibition or Improvement Notice by an Enforcing 
Authority? 

NO 

Environmental – Arrangements  
 

How are the Environmental responsibilities for all 
levels of managers and employees defined and 
communicated? 

Through the Environmental Policy and the 
Environmental Manual 

How is Environmental information communicated to 
employees? 

Through the environmental manual, minutes of 
meetings, memos and training where appropriate 

Environmental – Support  

BS EN ISO 14001 Auditors QMS International Ltd 

Environmental – Waste  

Does the company have a Waste Carriers License? Yes – Registration No: EAN/950083 

Is the company a registered producer of hazardous 
waste? Yes – Registration No: NMF121 

What arrangements does the company have in place 
for disposal of waste? 

Hazardous Waste is collected by Safety-Kleen UK 
Ltd – Registration No: HAM/406452 
 

Waste for recycling collected by Veolia 
 

General Waste collected by Veolia 
 

Scrap Metal collected by H Ripley & Co 

 
 
 
 

 



13742/DL/DW/VAN Issue1                                                                                                                         February 2011 

                                                                                                                                         
BS EN ISO 14001 : 2004 

 Page 1 of 29 

 
 
 
 

SUNRAY ENGINEERING LIMITED 
 
 
 
 

 

Environmental Manual 
 
 

(Certificate No. GB14999) 
 
 
 
 
 
 
 
 
 

Unit 6, Kingsnorth Industrial Estate, Wotton Road, Ashford, Kent.  TN23 6LL 
 
 
 
 

Copyright © 2007.  This Manual and the information contained herein are the property of Sunray 
Engineering Limited.  It must not be reproduced or otherwise disclosed without prior consent in 
writing from Sunray Engineering Limited. 
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Revision and Amendment Register 

 
 

DATE PAGE 
NUMBER 

PROCEDURE
NUMBER 

REVISION DETAILS ISSUE 
NUMBER 

07/09/09 9  Update Environmental Statement 1 
09/10/09   Remove the Scope and 

Definitions 
1 

09/02/11 14  Update Structure Chart 1 
09/02/11 17 4.4.3 Update definition in point 6 1 
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Table of Contents 

 
 

ISO 14001 
REFERENCE CONTENTS 

 Revision and Amendment Register 

1 Scope 

2 Normative References 

3 Terms and Definitions 

4 Environmental Management System Requirements 

4.1 General Requirements 

4.2 Environmental Policy 

4.3 Planning 

4.3.1 Environmental Aspects 

4.3.2 Legal and Other Requirements 

4.3.3 Objectives and Targets Programme(s) 

4.4 Implementation and Operation 

4.4.1 Resources, Roles, Responsibility and Authority 

4.4.2 Competence, Training and Awareness 

4.4.3 Communication 

4.4.4 Documentation 

4.4.5 Control of Documents 

4.4.6 Operational Control 

4.4.7 Emergency Preparedness and Responses 

4.5 Checking 

4.5.1 Monitoring and Measurement 

4.5.2 Evaluation of Compliance 

4.5.3 Non-conformity, Corrective Action and Preventive Action 

4.5.4 Control of Records 

4.5.5 Internal Audit 

4.6 Management Review 
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1 SCOPE 
 

 ISO 14001 specifies the requirements for an Environmental Management System to 
enable an organisation to formulate and implement a policy and objectives taking into 
account legal and other requirements to which the organisation subscribes and 
information about significant environmental aspects.  It applies to those environmental 
aspects that the organisation identifies and can control and over which it can be 
expected to have an influence.  It does not itself state specific environmental 
performance criteria. 
 
The International Standard is applicable to any organisation that wishes to: 
 
a) Implement, maintain and improve an Environmental Management System 
b) Assure itself of its conformance with its stated Environmental Policy 
c) Demonstrate such conformance to others 
d) Seek certification/registration of its Environmental Management System by an 

external organisation 
e) Make a self-determination and self-declaration of conformance with the 

International Standard 
 
All of the requirements of the International Standard are intended to be incorporated 
into the Environmental Management System.  The extent of the application will depend 
on such factors as the Environmental Policy of the organisation, the nature of its 
activities and the conditions in which it operates. 
 
The scope of any application of the International Standard must be clearly defined. 
 

 
 

2 NORMATIVE REFERENCES 
 

 There are no normative references at present. 
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3 TERMS AND DEFINITIONS 
 

 3 DEFINITIONS  For the purposes of the International Standard, the following 
definitions apply: 
 
3.1 Auditor 
A person trained or assessed as having the competence to conduct an audit. 
 
3.2 Continual Improvement 
The recurring process of enhancing the Environmental Management System to achieve 
improvements in overall environmental performance in line with the organisation’s 
Environmental Policy. 
Note — The process need not take place in all areas of activity simultaneously. 
 
3.3 Corrective Action 
Action to eliminate the cause of an actual or potential non-conformity. 
 
3.4 Document 
Information and its supporting medium. 
 
3.5 Environment 
The surroundings in which an organisation operates, including air, water, land, natural 
resources, flora, fauna, humans, and their interrelation. 
Note — Surroundings in this context extend from within an organisation to the global 
system. 
 
3.6 Environmental Aspect 
An element of an organisation’s activities, products or services that can interact with 
the environment. 
Note — A significant environmental aspect is an environmental aspect that has or can 
have a significant environmental impact. 
 
3.7 Environmental Impact 
Any change to the environment, whether adverse or beneficial, wholly or partially 
resulting from an organisation’s aspects. 
 
3.8 Environmental Management System 
Part of the organisation’s management system used to develop and implement its 
environmental policy and manage its environmental aspects. 
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3 TERMS AND DEFINITIONS (continued) 
 

 3.9 Environmental Objective 
Overall environmental goal, consistent with the environmental policy, that an 
organisation sets itself to achieve. 
 
3.10 Environmental Performance 
Measurable results of an organisation’s management of its environmental aspects. 
 
NOTE  In the context of environmental management systems, results can be measured 
against the organisation’s environmental policy, environmental objectives, 
environmental targets and other environmental performance targets. 
 
3.11 Environmental Policy 
Overall intentions and direction of an organisation (3.16) related to its environmental 
performance (3.10) as formally expressed by top management. 
 
NOTE  The environmental policy provides a framework for action and for the setting 
of environmental objectives (3.9) and environmental targets (3.12). 
 
3.12 Environmental Target 
Detailed performance requirement, applicable to the organisation (3.16) or parts 
thereof, that arises from the environmental objectives (3.9) and that needs to be set and 
met in order to achieve those objectives. 
 
3.13 Interested Party 
Any person or organisation concerned with or affected by the environmental 
performance (3.10) of an organisation (3.16). 
 
3.14 Internal Audit 
Systematic, independent and documented process for obtaining audit evidence and 
evaluating it objectively to determine the extent to which the environmental 
management system audit criteria set by the organisation (3.16) are fulfilled. 
 
NOTE  In many cases, particularly in smaller organisations, independence can be 
demonstrated by the freedom from responsibility for the activity being audited. 
 
3.15 Non-conformity 
Non-fulfilment of a requirement. 
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3 TERMS AND DEFINITIONS (continued) 
 

 3.16 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. 
 
NOTE  For organisations with more than one operating unit, a single operating unit 
may be defined as an organisation. 
 
3.17 Preventive Action 
Action to eliminate the cause of a potential non-conformity (3.15). 
 
3.18 Prevention of Pollution 
Use of processes, practices, techniques, materials, products, services or energy to 
avoid, reduce or control (separately or in combination) the creation, emission or 
discharge of any type of pollutant or waste, in order to reduce adverse environmental 
impacts (3.7). 
 
NOTE  Prevention of pollution can include source reduction or elimination, process, 
product or service changes, efficient use of resources, material and energy substitution, 
reuse, recovery, recycling, reclamation and treatment. 
 
3.19 Procedure 
Specified way to carry out an activity or process. 
 
NOTE 1  Procedures can be documented or not. 
 
NOTE 2  Adapted from ISO 9000 : 2000, Section 3.4.5. 
 
3.20 Record 
Document stating results achieved or providing evidence of activities performed. 
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4 ENVIRONMENTAL MANAGEMENT SYSTEM REQUIREMENTS 
 

4.1 General requirements 
 

 STATEMENT/PROCEDURES 
 

1.  Sunray Engineering Limited (the ‘Organisation’) has defined its Environmental 
Management System, that is described in this Manual. 
 

2.  The Organisation undertakes to monitor the Environmental Management System, 
review its effectiveness and strive for continual improvement in pursuance of the 
environmental aims and objectives defined in the Organisation’s Environmental Policy. 
 

3.  The scope of the Organisation’s environmental certification is set out in the 
Organisation’s Environmental Policy that is set out in Section 4.2 of this Manual. 
 

4.  The Organisation has ensured that, whenever possible, there is integration of its 
Quality, Health & Safety and Environmental Management Systems. 
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4.3 Planning 

 
4.3.1 Environmental Aspects 

 
 STATEMENT/PROCEDURES 

 
1.  As part of the initiation of the Environmental Management System, an Environmental 

Review was carried out during which the Organisation’s Environmental Aspects were 
identified. 
 

2.  Having identified the Organisation’s Environmental Aspects, those over which the 
Organisation can be expected to have control or influence have been identified and the 
significance of their environmental impacts assessed. 
 

3.  Items included in this and subsequent Environmental Reviews include, but are not 
limited to: 
 
a) Legal requirements 
b) Discharges to air, land and water 
c) Potential COSHH and Health and Safety aspects of the materials used 
d) Waste management 
e) Working practices 
f) Use of resources 
g) Suppliers’ and sub-contractors’ environmental profiles 
 

4.  As required in Section 4.6 Environmental Management Review, a full record was kept 
of the findings of the Environmental Review. 
 

5.  As part of the Management Review process, defined in Section 4.6, the continuing 
significance of these environmental aspects is confirmed and taken into account whilst 
maintaining the Environmental Management System. 
 

6.  As part of Management Review, the Organisation’s Environmental Aspects are 
reviewed in order to ensure that the information is kept up to date. 
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4.3.2 Legal and Other Requirements 
 

 STATEMENT/PROCEDURES 
 

1.  The initial and all subsequent environmental reviews include a review of all existing 
and anticipated legislation and regulations that have, or may have, an impact on any of 
the Organisation’s activities. 
 

2.  The Organisation has identified a number of specific environmental information 
websites that are regularly monitored to identify any changes in legislative 
requirements that affect their activities.  These include but are not limited to: 
 
a) www.environment-agency.gov.uk 
b) www.envirowise.gov.uk 
c) The Carbon Trust 
 

3.  All relevant new legislation and regulations are reviewed as part of day to day 
management activities and more formally during Management Reviews, in order to 
establish their relevance with regard to the Organisation’s activities. 
 

 
  

http://www.environment-agency.gov.uk/
http://www.envirowise.gov.uk/
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4.3.3 Objectives and Target Programme(s) 

 
 STATEMENT/PROCEDURES 

 
1.  As part of the Management Review process described in Section 4.6, objectives and 

targets are set in order to mitigate any adverse environmental impacts of the 
Organisation’s activities. 
 

2.  An Environmental Programme is maintained by the Organisation identifying those 
activities selected from the list of significant aspects to be included in the current 
Programme and by a process of regular review, prioritised by the Environmental 
Manager, according to the Organisation’s ability to reasonably control or influence 
environmental improvement. 
 

3.  Following every review of environmental aspects and impacts any appropriate 
amendments are made to the current Environmental Programme. 
 

4.  In setting the Organisation’s objectives and targets the following considerations are 
taken into account: 
 
a) The Organisation’s legal and other similar requirements 
b) The Organisation’s significant environmental aspects 
c) The Organisation’s technological options 
d) The Organisation’s financial options 
e) The Organisation’s operational options 
f) The Organisation’s business requirements 
g) The views of external interested parties 
h) Internal feedback 
 

5.  For every objective and target set, a programme for its achievement is defined. 
 

6.  An Environmental Risk Assessment is prepared for all activities included in the current 
Environmental Programme defining the following: 
a) Objectives 
b) Targets 
c) Target programme including time scales 
d) Means of achieving objectives and targets 
e) Methods for measuring achievement of objectives and targets 
f) Member of staff responsible for monitoring and overseeing implementation 
 

7.  These Environmental Risk Assessments form part of the record kept as evidence of the 
operation and effectiveness of the Environmental Management System. 
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4.3.3 Objectives and Target Programme(s) (continued) 
 

8.  Objectives, targets and Method Statements are reviewed as part of Management 
Review in order to ensure that the information is kept up to date. 
 

9.  Objectives, targets and Method Statements are checked in order to confirm that they 
are consistent with the Organisation’s Environmental Policy Statement including its 
commitment to: 
 
a) Prevent pollution 
b) Control resource usage 
c) Support environmental protection 
d) Achieve continual improvement 
 

 
 

 
4.4 Implementation and Operation 

 
4.4.1 Resources, Roles, Responsibility and Authority 
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4.4.1 Resources, Roles, Responsibilities and Authority (continued) 
 

Structure Chart 
 
This is a management structure relating to environmental matters and not necessarily to other management functions and responsibilities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This is a management structure relating to environmental matters and not necessarily to other management functions and responsibilities. 

ACCOUNTS MANAGER 
Environmental Manager 

Internal Environmental Audits 
Management Review 

Purchasing 
Monitoring Energy Usage 

Environmental Correspondence 
Environmental Non-compliance 

Legal Compliance 
Control of Records 

Recycling 
Supplier Approval 
Document Control 

OPERATIONS MANAGER 
Control of Records  

Control of Operations 
Document Control 

Training 
Health and Safety 

Environmental Team member 

QUALITY/H&S 
Inspection 

H&S 
Control of Records 

Recycling 

WORKS MANAGER 
Maintenance 
Production 

Emergency Preparedness 
Control of Records 

Recycling 
Waste Disposal 

Inspection 

IT MANAGER 
Control of Records  
Equipment Review 

Recycling 
Back Ups 

Document Control 
ACCOUNTS/ADMIN 

Control of Records 
Recycling 

STORES 
Recycling 

Chemicals Control 
Gas Control 

Waste Control 
Control of Records 
Issue of Material 

PURCHASING 
Supplier Approval 

Recycling 
Control of Records 

BOARD OF DIRECTORS 
Environmental Team Members 

SPECIAL PROJECTS 
Health and Safety 
Quality Assurance 

Internal Quality Audits 
Customer Liaison 

Certification Body Contact 
Environmental Team Member 

PRODUCTION CONTROL 
Work Schedules 

Planning Resources 
Waste Control 

Control of Records 
Recycling 

MANAGING DIRECTOR 
Company Strategy 
Customer Liaison 

Environmental Team Members 

COMMERCIAL MANAGER 
Customer Liaison 

Customer Complaints 
Feedback 

Promoting Environmental Issues 
Control of Records 

Recycling 

SALES ADMIN 
Control of Records 

Recycling 

INSTALLATION/OPERATIVES 
Control of Records 

Recycling 
Disposal of Waste 
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4.4.1 Resources, Roles, Responsibilities and Authority (continued) 
 

 STATEMENT/PROCEDURES 
 

1.  The Managing Director ensures that, at all times, a nominated member of management 
has responsibility for promoting environmental awareness by implementing and 
ultimately overseeing all aspects of the Environmental Management System. 
 

2.  The Environmental Manager is required to report on all aspects of the performance of 
the Environmental Management System to top management. 
 

3.  The identification of revised or additional resources required to implement and 
improve the processes of the Environmental Management System takes place as part of 
day to day management as well as part of the Environmental Management Review 
procedures described in Section 4.6. 
 

4.  In addition to Environmental Management Reviews, regular informal meetings may 
take place.  Significant issues are discussed and appropriate action is agreed and 
implemented, as necessary. 
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4.4.2 Competence, Training and Awareness 

 
 STATEMENT/PROCEDURES 

 
1.  Environmental training needs are identified as a result of formal Management Review 

and appraisal, as detailed in Section 4.6, and the day to day management of the 
Organisation.  As a result of these review activities, training programmes are 
established to plan and control the provision of training to meet the requirements. 
 

2.  In addition to the above, Environmental Risk Assessments are reviewed and 
environment specific training requirements are identified and similar programmes 
defined. 
 

3.  Training may take the form of: 
 
a) Induction training 
b) Informal work training 
c) Formal training 
 

4.  Whenever a member of staff is responsible for an activity identified in an 
Environmental Risk Assessment as having a significant environmental impact, 
additional training is provided in order to ensure that the individual has the necessary 
skills to deal with the issue.  A record of this training is maintained as part of the 
individual’s training record. 
 

5.  As a minimum, environment specific training includes, but is not limited to: 
 
a) The importance of conformance with the Environmental Policy 
b) The importance of conformance with environmental procedures 
c) The use of hazardous gases and substances 
d) The storage of hazardous gases and substances 
e) The significant environmental impacts related to the individual’s work activities 
f) Roles and responsibilities in achieving conformance with the Environmental Policy 

and the environmental procedures 
g) Potential environmental consequences of departure from the environmental 

procedures 
 

6.  Records of all environmental training are held on file and monitored through 
Environmental Management Review and the Internal Audit process. 
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4.4.3 Communication 

 
 STATEMENT/PROCEDURES 

 
1.  The effectiveness of the Environmental Management System is communicated 

throughout the Organisation by providing copies of the minutes of Environmental 
Management Reviews, or extracts thereof, to individual members of staff in accordance 
with their role and responsibilities. 
 

2.  Appropriate methods for internal communication are used according to the nature and 
required distribution of the information. 
 

3.  Whenever communications relating to an environmental issue are received from an 
external interested party, it is passed to the Environmental Manager in the first 
instance.  Other members of senior management may be required to provide input into 
investigating and responding to the issue. 
 

4.  External interested parties may include the following: 
 
a) Suppliers and sub-contractors 
b) Customers 
c) Regulatory bodies 
d) Enforcement agencies 
e) The general public 
 

5.  The details of all external communications of an environmental nature are recorded on 
an Environmental Correspondence Form. 
 

6.  The response to external communications may be verbal or in writing dependant on the 
nature and urgency of the issue.  In all instances, the outcome of the consideration of 
the communication and response is recorded on the Environmental Correspondence 
Form.  All Environmental Correspondence Forms are then passed for review at the 
Health, Safety and Environmental Management Review. 
 

7.  Emergency planning communications are undertaken and procedures agreed in 
accordance with the procedures set out in Section 4.4.7. 
 

8.  Records of all environmental communications received are one of the elements 
addressed during Management Review. 
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4.4.4 Documentation 

 
 STATEMENT/PROCEDURES 

 
1.  The Environmental Management System is defined in the following documents: 

 
a) This Environmental Manual 
b) Environmental System Organisational Chart 
c) Environmental System Policy Statement 
d) Environmental and other Risk Assessments 
e) Environmental Method Statements 
f) The Organisation’s library of environmental legislation and regulation and related 

publications 
g) ISO 9001 : 2000 Quality Management System 
h) The Organisation’s Health & Safety Management System 
 

2.  These documents may be held as hard copy or in electronic format. 
 

3.  The Organisation’s environmental objectives are defined in the Environmental Policy. 
 

4.  Effective measurement of the defined objectives is achieved by application of all 
relevant procedures set out in Sections 4.5 and 4.6 of this Manual relating to 
monitoring and evaluating compliance with the Organisation’s environmental 
performance and analysing non-conformance issues. 
 

5.  Effective review of the defined objectives is an integral part of the Environmental 
Policy review as required by the procedures set out in Section 4.6 (Management 
Review). 
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4.4.5 Control of Documents 

 
 STATEMENT/PROCEDURES 

 
1.  The Managing Director has approved this Environmental Manual and the associated 

documents referred to in Section 4.4.4 Environmental Management System 
Documentation and shall approve all subsequent issues. 
 

2.  The only controlled copy of the Environmental Manual and the associated documents 
are those held on the Organisation’s computer system and are maintained by the 
Environmental Manager. 
 

3.  All hard and any other electronic copies are by definition uncontrolled. 
 

4.  Proposed changes to the Environmental Manual and associated documents are 
identified during the day to day activities as well as more formally during the 
Management Review process described in Section 4.6. 
 

5.  Proposed changes are reviewed and, if appropriate, adopted by the Environmental 
Manager after taking into account all of the relevant information. 
 

6.  When adopted, changes are made to the controlled copy of the Environmental Manual 
and any associated documents and the appropriate personnel are notified of the change. 
 

7.  The integrity of the computer system and the data held on it is maintained by running 
background virus protection software and the maintenance of effective and regularly 
updated Firewalls. 
 

8.  The Organisation’s computer system is regularly backed up to the main server with a 
copy securely stored off-site. 
 

9.  Any archived copies of the Environmental Manual and associated documents are 
clearly identified as such and physically or electronically segregated in order to prevent 
their inadvertent use. 
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4.4.6 Operational Control 

 
 STATEMENT/PROCEDURES 

 
1.  Operational control is maintained by the use of procedures set out in: 

 
a) This Environmental Manual 
b) Environmental Method Statements 
c) The schedule of current relevant environmental legislation and regulations 
d) Training Programmes 
e) Environmental Assessments 
f) The Organisation’s ISO 9001 : 2000 Quality Management System 
g) The Organisation’s Health and Safety Policy 
 

2.  As part of initial induction and ongoing training, staff are made aware that they are 
responsible for reporting environmental observations and suggestions to the 
Environmental Manager. 
 

3.  The Organisation has prepared documented procedures for key areas of its operations, 
services and activities, providing detailed instructions in order to ensure compliance 
with the Environmental Management System.  A copy of these documents is issued to 
relevant staff and all other interested parties. 
 

4.  Whenever it is considered relevant to the goods or services required, a copy of the 
Organisation’s Environmental Policy is issued to all suppliers and sub-contractors.  In 
addition, when appropriate, suppliers and sub-contractors are made aware of the 
Organisation’s position relating to the environment, in particular with regard to: 
 
a) Prevention and/or mitigation of all forms of pollution 
b) Recycling of materials 
c) Waste management 
d) Materials sourced from sustainable and/or renewable resources 
e) Support for environmental protection 
 

5.  Suppliers and sub-contractors are subject to a review of their environmental 
performance as part of the approval process before being appointed as preferred 
suppliers. 
 

6.  A regularly updated schedule of preferred suppliers is maintained by the Organisation. 
 

7.  Before a new supplier is added, the Organisation’s selection and approval procedure is 
followed. 
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4.4.6 

Operational Control (continued) 
 

 
 

 
The selection of suppliers is based on the consideration of some or all of the following 
criteria: 
 
a) Historical Usage 
b) Quality of product or service 
c) Environmental friendly products 
d) Specialist supplier 
e) Recommendation 
 

8.  When the chosen criteria have been met, the supplier’s name is added to the List of 
Preferred Suppliers maintained by Purchasing 
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4.4.7 Emergency Preparedness and Response 
 

 STATEMENT/PROCEDURES 
 

1.  The potential for, and response to, potential accidents and emergency situations are 
identified during the preparation of the Environmental Programme undertaken as a 
component of the Environmental Management System, that is set out in this 
Environmental Manual. 
 

2.  Whenever the potential for accidents and emergency situations is identified, the 
Environmental Risk Assessment defines the Method Statement to prevent or mitigate 
any adverse environmental impact of the occurrence. 
 

3.  As far as is practicable, accident and emergency response procedures are periodically 
tested by the Organisation.  A record of the testing is maintained on file. 
 

4.  A Health & Safety File is maintained with master copies of all related documents.  The 
file is made freely available to staff and copies of individual procedures are placed at 
appropriate locations. 
 

5.  Following any incident that requires an emergency response or action, an 
Environmental Non-compliance Report is completed showing all environmental 
implications as applicable and actions taken to rectify the issues. 
 

6.  Existing procedures are reviewed and revised following any unexpected incident 
having a significant environmental impact. 
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4.5 Checking 
 

4.5.1 Monitoring and Measurement 
 

 STATEMENT/PROCEDURES 
 

1.  At present the Organisation has not identified, and considers that it is unlikely to set or 
have imposed, any objectives and targets that require monitoring by fine tolerance 
measuring instruments. 
 

2.  The Management Review process continuously monitors this situation.  Should such 
requirements become applicable the Organisation will develop, document and 
implement appropriate procedures for inclusion in this Environmental Manual. 
 

3.  Whenever the requirement for such measurements is identified, a suitable supplier will 
be sourced to provide any testing services and calibration will therefore be the 
responsibility of the supplier. 
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4.5.2 Evaluation of Compliance 

 
 STATEMENT/PROCEDURES 

 
1.  The Environmental Manager ensures that a regular review of the Organisation’s 

compliance with its legal requirements is carried out and appropriate records are 
maintained. 
 

2.  Management Review activities include a review of all significant findings identified 
during such compliance reviews. 
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4.5.3 Non-conformity, Corrective Action and Preventive Action 
 

 STATEMENT/PROCEDURES 
 

1.  Non-conformances relating to the Environmental Management System are brought to 
the attention of a member of the Environmental Team. 
 

2.  Such non-conformances are investigated in order to identify their cause. 
 

3.  Corrective action is taken to rectify the results of the non-conformance appropriate to 
the magnitude of the problem and commensurate with the environmental impact 
encountered. 
 

4.  Corrective or preventive action may take the form of retraining, disciplining, 
amendment of elements of the Environmental Action Plan and/or this Environmental 
Manual. 
 

5.  Following any incident that requires an emergency response or action, an 
Environmental Non-compliance Report is to be used to record all environmental 
implications as applicable to the nature of the incident. 
 

6.  A record of the incident including details of the corrective and preventive action taken 
is kept on an Environmental Non-compliance Report, that is clearly identified as 
‘Environmental’ and its cause and effect are subject to Management Review in addition 
to routine monitoring. 
 

7.  The collective actions taken to prevent recurrence of non-conformances, and 
Environmental Non-compliance Reports generated, are regularly reviewed with all 
significant observations reported to Environmental Management Review Meetings in 
order to identify any trends and to determine the effectiveness of preventive measures 
taken. 
 

8.  Revised procedures are developed and implemented as considered appropriate and are 
reviewed accordingly. 
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4.5.4 Control of Records 
 

 STATEMENT/PROCEDURES 
 

1.  The following records and similar documents are kept for a minimum of two years in 
order to demonstrate conformance to the requirements of BS EN ISO 14001 : 2004: 
 
a) Environmental Management Review records 
b) Communications of an environmental nature from, and responses to, external 

interested parties 
c) Monitoring and measurement records 
d) Non-conformance records 
e) Corrective and preventive action records 
f) Environmental Audit records 
g) Environmental Risk Assessments 
 

2.  The Organisation’s storage system, both in electronic and hard copy, ensures that all 
environmental records and similar documents are adequately protected, remain legible 
and identifiable.  Records are stored and maintained in a manner to make them readily 
retrievable, in facilities that provide an environment to minimise deterioration or 
damage and to prevent loss. 
 

3.  Environmental records are reviewed annually by the Environmental Manager and those 
retained in excess of the specified retention period are either archived or may be 
disposed of. 
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4.5.5 Internal Audit 

 
 STATEMENT/PROCEDURES 

 
1.  There are a programme and up to date procedures to check (audit) that the 

Environmental Management System: 
 
a) Reflects the Organisation's requirements for environmental management  
b) Reflects the requirements of the International Standard 
c) Is being properly operated and maintained up to date 
 
The results of all Environmental Audits are passed to management. 
 
The Environmental Audit programme reflects the: 
 
a) Environmental importance of the activity concerned 
b) Results of previous Environmental Audits 
 
Environmental Audit procedures address: 
 
a) The audit scope 
b) Audit frequency 
c) Audit methodologies 
d) Responsibilities and requirements for conducting audits and reporting results 
 

2.  An Environmental Audit programme is maintained by the Environmental Manager 
ensuring that every section of the Environmental Management System is verified at 
least annually. 
 

3.  More frequent Environmental Audits may be organised by the Environmental Manager 
depending on the importance of the activities being audited. 
 

4.  Internal Environmental Audits are carried out according to the following procedures: 
 

5.  At the beginning of every month, the Environmental Manager consults the 
Environmental Audit programme and establishes which, if any, parts of the 
Environmental Management System are to be audited during the coming month. 
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4.5.5 Internal Audit (continued) 

 
6.  A member of staff, wherever possible independent of the activity to be audited, is 

appointed by the Environmental Manager. 
 

7.  The auditor refers to this Manual and determines the activities to be audited. 
 

8.  The auditor selects a representative number of records to be audited on a random basis. 
 

9.  The auditor advises any personnel concerned that an Environmental Audit is being 
undertaken and answers any questions they may have regarding the audit. 
 

10.  The auditor examines the records selected in order to determine whether the activities 
identified above have been carried out correctly. 
 

11.  Objectives, targets and Method Statements are checked in order to confirm that they 
are consistent with the Organisation’s Environmental Policy Statement including its 
commitment to: 
 
a) Prevent pollution 
b) Control resource usage 
c) Support environmental protection 
d) Achieve continual improvement 
 

12.  The Environmental Audit record and all other documents relating to internal audits are 
passed to the Environmental Manager. 
 

13.  The Environmental Audit record and all other documents relating to internal 
Environmental Audits are retained for inspection by QMS Quality Management 
Systems at the annual external Environmental Audit. 
 

14.  All issues arising from the internal Environmental Audit requiring immediate attention 
are discussed with the appropriate personnel and a record kept on an Environmental 
Audit Report or Management Information Report as appropriate. 
 

15.  The Environmental Manager ensures that the Environmental Audit results are 
discussed at the next Management Review. 
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 4.6 Management Review 
 

 STATEMENT/PROCEDURES 
 

1.  An Environmental Management Review is carried out at not greater than quarterly 
intervals.  If appropriate, a corrective and preventive action plan is formulated. 
 

2.  Environmental Management Review meetings may be held as a component of other 
Management System Reviews. 
 

3.  Specific items included on the agenda of every Management Review are: 
 
a) The continuing relevance of the Environmental Programme 
b) Changing environmental aspects and impacts of the Organisation’s activities 
c) Internal feedback 
d) Results of the monitoring and measurement of achievement of environmental 

objectives, targets and programmes 
e) Communications relating to environmental issues received from external interested 

parties 
f) Changing Government Policy and National, EU and International environmental 

legislation, regulation and directives 
g) The availability of new technology 
h) The effectiveness of corrective and preventive actions 
i) Environmental Audit findings 
 

4.  Records of the findings of the Management Review and any planned action are kept for 
a minimum period of two years as part of the Organisation’s environmental record 
system. 
 

5.  Records made available at Management Reviews include: 
 
a) Record of previous Management Reviews 
b) Communications from external interested parties 
c) Monitoring and measurement records 
d) Environmental Non-compliance Reports 
e) Corrective and preventive action records 
f) Environmental Audit records 
g) Environmental Correspondence Forms 
h) CoSSH Assessments 
 

6.  A detailed record is kept of the proceedings of the Management Review and the record 
and/or appropriate extracts thereof are circulated to all appropriate members of the 
Organisation. 
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Revision and Amendment Register 
 
 

DATE PAGE 
NUMBER 

PROCEDURE 
NUMBER 

REVISION DETAILS ISSUE 
NUMBER 

19/09/08 17  Change in H&S Manager 1 
19/09/08 18  Change in H&S Committee 

Structure 
 

13/02/09 19  Change in H&S Committee 
Structure 

2 

06/03/09 Title Page  Addition of C(DM)2007 to title 2 
06/03/09 13 4.3.1 Addition of points 4.3.7 to 4.3.10 2 
06/03/09 17  Change to Structure Chart 2 
06/03/09 19 4.4.2 Change of wording to point 3 2 
06/03/09 20 4.4.2 Addition of points 6 and 7 2 
06/03/09 22 4.4.3 Addition of point 7 2 
06/03/09 26 4.4.6 Additional / amended wording 

to point 1 
2 

30/03/09   Removed the Scope definitions 
from each section 

2 

30/03/09 9  Updated the OH&S Policy 2 
10/02/11 9  Updated the OH&S Policy 3 
10/02/11 13 4.4.1 Updated the Structure Chart 3 
10/02/11 14 4.4.1 Updated the H&S Committee 3 
10/02/11   General updates of job titles 3 
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1 SCOPE 

 
 OHSAS 18001 specifies requirements for an OH&S Management System, to 

enable an organisation to control its OH&S risks and improve its performance.  
It does not state specific OH&S performance criteria, nor does it give detailed 
specifications for the design of a management system. 
 
The OHSAS specification is applicable to any organisation that wishes to: 
 
a) Establish an OH&S Management System to eliminate or minimise risk to 

employees and other interested parties who may be exposed to OH&S risks 
associated with its activities 

 
b) Implement, maintain and continually improve an OH&S Management 

System 
 
c) Assure itself of its compliance with its stated OH&S policy 
 
d) Demonstrate such compliance to others through self or third party 

determination 
 
e) Seek certification/registration of its OH&S Management System by an 

external organisation 
 
All the requirements of the OHSAS Standard are intended to be incorporated 
into any OH&S Management System. 
 
The extent of the application will depend on such factors as the OH&S policy of 
the organisation, the nature of its activities and the risks and complexity of its 
operations.  The specification is intended to address OH&S rather than product, 
property and services safety. 
 

 
 

2 REFERENCE PUBLICATIONS 
 

 OHSAS 18002: 2000, Guidelines for the implementation of OHSAS 18001. 
 
International Labour Organisation : 2001, Guidelines on Occupational Health 
and Safety Management Systems (OSH-MS). 
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3 TERMS AND DEFINITIONS 

 
 ACCEPTABLE RISK 

A risk that has been minimised to a level acceptable to the Organisation taking 
into account any legal obligations and the requirement of the Organisation’s 
OH&S Policy. 
 
AUDIT 
Systematic independent, documented examination to determine whether 
activities and related results conform to planned arrangements and whether these 
arrangements are implemented effectively. 
 
CONTINUAL IMPROVEMENT 
Repeated process of enhancing the OH&S Management System to achieve 
improvements in overall OH&S performances, in accordance with the 
organisation’s OH&S policy. 
 
Note — The process need not take place in all areas of activity simultaneously. 
 
CORRECTIVE ACTION 
Action to eliminate the cause of an actual or potential non-conformity. 
 
DOCUMENT 
Information and its supporting medium. 
 
HAZARD 
Source, situation or act with a potential for harm in terms of injury or ill health 
to employees, customers or other humans, or a combination of these. 
 
HAZARD IDENTIFICATION 
Process of recognising that a hazard exists and defining its characteristics. 
 
ILL HEALTH 
Identifiable, adverse physical or mental condition brought on or exasperated by 
a work activity or work related situation. 
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 INCIDENT 

Event at work that gave rise to an injury, ill health or fatality or an event had the 
potential to lead to any such occurrence. 
 
Note 1— An incident where no ill health, injury, damage or other loss occurs is 
also referred to as a “near miss” or similar.  The term “incident” includes “near 
misses” and similar phrases. 
 
Note 2— An emergency situation is a particular type of incident. 
 
INTERESTED PARTIES 
Individual or group concerned with or affected by the OH&S performance of an 
organisation either within or outside the workplace. 
 
NON-CONFORMITY 
Any deviation from work standards, practices, procedures, regulations and/or 
management system requirement. 
 
OCCUPATIONAL HEALTH AND SAFETY (OH&S) 
Conditions and factors that affect, or could affect the well-being of employees, 
temporary workers, contractor personnel, visitors and any other person in the 
workplace. 
 
OH&S MANAGEMENT SYSTEM 
 
Part of the overall management system that facilitates the management of the 
OH&S risks associated with the business of the organisation.  This includes the 
organisational structure, planning activities, responsibilities, practices, 
procedures, processes and resources for developing, implementing, achieving, 
reviewing and maintaining the organisation’s OH&S policy. 
 
OH&S OBJECTIVES 
Goals, in terms of OH&S performance, that an organisation sets itself to 
achieve. OH&S objectives must be consistent with the OH&S Policy and where 
possible should be quantified. 
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 OH&S PERFORMANCE 

Measurable results of the OH&S Management System, related to the 
organisation’s control of health and safety risks, based on its OH&S policy and 
objectives. 
 
OH&S POLICY 
A formal expression by top management of its overall intentions and direction of 
the Organisation’s OH&S performance. 
 
ORGANISATION 
Company, operation, firm, enterprise, institution or association, or part thereof, 
whether incorporated or not, public or private, that has its own functions and 
administration. 
 
Note — For organisations with more than one operating unit, a single operating 
unit may be defined as an organisation. 
 
PREVENTIVE ACTION 
Action to eliminate the cause of a potential non-conformity or potential incident. 
 
PROCEDURE 
Specified way to carry out an activity or process. 
 
RECORD 
Document stating results achieved or providing evidence of activities performed. 
 
RISK 
Combination of the likelihood and consequence(s) of a specified hazardous 
event occurring including the severity of the injury or ill health that resulted or 
could result from the incident. 
 
RISK ASSESSMENT 
Overall process of estimating the magnitude of risk and deciding whether or not 
the risk is acceptable. 
 
WORKPLACE 
Any location where work activities that are controlled by the Organisation takes 
place. 
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4 OH&S MANAGEMENT SYSTEM ELEMENTS 

 
4.1 GENERAL REQUIREMENTS 

 
 Statement/Procedures 

 
1.  Sunray Engineering Limited (the ‘Organisation’) has defined its OH&S 

Management System that is described in this Occupational Health and Safety 
Management System Manual. 
 

2.  The Organisation has determined its scope of certification.  This is included in 
its OH&S Policy and is recorded on its ISO 18001 Certificate. 
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4.3 PLANNING 

 
4.3.1 Hazard identification, risk assessment and determining controls 

 
 Statement/Procedures 

 
1.  As part of the initiation of the OH&S Management System, a complete review 

of the Organisation’s activities both at Head Office and on site was undertaken 
during which the OH&S hazards relating to its activities were identified.  
Detailed risk assessments were conducted of all identified hazards and recorded 
in the form of Risk Assessments. 
 

2.  In identifying hazards, account is taken of: 
 
a) Routine and non routine activities 
b) All personnel including sub-contractors, visitors and other interested parties 
c) All facilities including those provided by others 
 

3.  Generic Risk Assessments are provided to assist with the assessment of high 
frequency operations.  These are included in the Installation Information Pack 
and the Company Handbook to aid the development of a standardised approach 
to risk control. 
 

4.  A library of existing generic Risk Assessments is maintained electronically by 
the Health & Safety Officer and is updated whenever changes are identified. 
 

5.  Site Specific Risk Assessments are undertaken by operational personnel prior to 
the commencement of the work.  This allows for the implementation of 
additional control measures to safeguard personnel and members of the public.  
A form for this is included in the Installation Information Pack. 
 

6.  Site Specific Risk Assessments and Site Specific Method Statements are 
provided to the customer prior to commencement of works on site. 
 

7.  Appropriate training is provided to ensure that all employees working on site are 
able to identify and minimise risks to their own safety and the safety of others. 
This training includes Asbestos Awareness, PASMA, CSCS and any other 
training and courses identified as appropriate from time to time. 
 

8.  Site Specific Questionnaires are sent to customers prior to work on site 
commencing to gather appropriate information about hazards and risks on site 
along with any Risk Assessments already established by the customer. 
 
 

9.  The Company and it operatives undertake to comply with all Health and Safety 
requirements laid down by customers on site. 
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10.  The Company Data Pack is reviewed on a regular basis to ensure that it contains 
relevant and up to date information to provide the customer with relevant hazard 
and risk management information. 

 
 

4.3.2 Legal and Other Requirements 
 

 Statement/Procedures 
 

1.  The initial and all subsequent OH&S Management System reviews include a 
review of all existing and anticipated legislation and regulations that have, or 
may have, an impact on any of the Organisation’s activities. 
 

2.  All relevant new legislation and regulations are reviewed as part of day to day 
management activities and more formally during Management Reviews, in order 
to establish their relevance with regard to the Organisation’s activities. 
 

3.  The Organisation reinforces its awareness of legal requirements by actively 
maintaining regular contact with its appointed Health and Safety Advisor. 
 

4.  A library of applicable legal documents is maintained electronically and is 
updated as required.  The Organisation maintains membership to the Kent 
Health and Safety Group, including attendance of regular meetings. 
 

5.  Any applicable new information is copied to all relevant personnel in the form 
of Safety Memos and Installation Information Packs are updated accordingly. 
 

6.  New and amended legislation and regulations are assessed for their OH&S risk 
implications, which in turn may result in new or amended Method Statements. 
 

 
 

4.3.3 
 

Objectives and Target Programme(s) 
 

 Statement/Procedures 
 

1.  Quantifiable Health and Safety objectives are agreed at Health and Safety 
meetings.  Minutes are kept of these meetings. 
 

2.  For each objective, a programme for its achievement is agreed and designated 
responsibilities and authorities are assigned to follow up and action. 
 
 

3.  As part of the agenda of every Health and Safety meeting, progress toward the 
achievement of every objective is reviewed. 
 

4.  Whenever necessary, the OH&S programme is amended to address changes to 
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the activities or operating conditions of the Organisation. 
 

5.  Health & Safety meeting minutes are circulated to all attendees, senior 
management and the Managing Director. 
 

 
 

4.4 IMPLEMENTATION AND OPERATION 
 

4.4.1 Resources, Roles, Responsibility, Accountability and Authority 
 



13896/GP/KF Issue 3                February 2011 

                                                                                                                                                                                                                    
 

 Page 13 of 27       BS OH&S 18001: 2007 

Structure Chart 
 
The following charts are management structures relating to OH&S matters and not necessarily to other management functions and 
responsibilities. 
 
 
 
 
 
 
 
 

MANAGING DIRECTOR 
Company Strategy 
Customer Liaison 

H & S Management Review Team Member 

ACCOUNTS MANAGER 
Health & Safety Manager 
Environmental Manager 

Purchasing 
Environmental Non-compliance 

Control of records 
Recycling 

Supplier Approval 
Document Control 

OPERATIONS MANAGER 
Control of Operations 

Risk Assessments 
Training 

Health and Safety 
H&S Committee Member 

QUALITY 
Inspection 

Risk Assessments 
Method Statements 

Legislation 
Control of Records 

Reporting 
Document Control 

 

WORKS MANAGER 
Planned Maintenance 

Production 
Emergency Preparedness 

Control of Records 
Recycling 

Waste Disposal 
Inspection 

IT MANAGER 
Control of Records  
Equipment Review 

Recycling 
Back Ups 

ACCOUNTS/ADMIN 
Control of Records 

Recycling 
 

STORES 
Recycling 

Chemicals Control, 
Gas Control 

Control of Records 
Issue of Material 

PURCHASING 
Supplier Approval 

Recycling 
Control of Records 

BOARD OF DIRECTORS 
H & S Management Review Team Members 

SPECIAL PROJECTS 
Health and Safety 
Quality Assurance 
Customer Liaison 

Certification Body Contact 
H & S Management Review Team Member 

PRODUCTION 
CONTROL 

Work Schedules 
Planning Resources 
Control of Records 

H & S 

COMMERCIAL MANAGER 
Customer Liaison 

Customer Complaints 
Feedback 

Promoting H & S Issues 
Control of Records 

Recycling 

SALES ADMIN 
Control of Records 

Recycling 

INSTALLATION/OPERATIVES 
Control of Records 

Recycling 
Disposal of Waste 

HEALTH & SAFETY 
COMMITTEE 

Review of Health & 
Safety 

Control of Records 
 

EXTERNAL 
OCCUPATIONAL 

HEALTH & 
SURVEILLANCE 
Control of Records 

FIRST AIDERS 
Control of Records 
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THE HEALTH AND SAFETY COMMITTEE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
Terms of reference: To report any risks or hazards that could cause injury or harm to employees whilst within the workplace.  Any risks 
or hazards are to be reported directly through the Line Management Structure Chart and/or through first aiders and Safety 
Representatives.

MANAGING DIRECTOR 
DAVID EVANS 

 

WORKS SAFETY 
REP 

PAT ANNANDALE 
LOCATION 

INDUSTRIAL 
WORKSHOP 

H&S / ENVIRONMENTAL MANAGER 
KARL DAVIES 

MEETING ATTENDEES 
DAVID EVANS 
KARL DAVIES 

DAMIAN KERRY 
IAN WILSON 

PAT ANNANDALE 
PAUL BOURNE 

MICHAEL DAVIS 
ADAM DREVER 

 

WORKS SAFETY 
REP 

PAUL BOURNE 
LOCATION 

ENGINEERING 
OFFICE 

OPERATIONS 
MANAGER 

DAMIAN KERRY 
LOCATION 

WORKS OFFICE 
INDUSTRIAL 

BUILDING 

WORKS MANAGER 
IAN WILSON 

LOCATION 
WORKS OFFICE 

INDUSTRIAL 
BUILDING 

WORKS SAFETY 
REP 

MICHAEL DAVIS 
LOCATION 
SECURITY 

WORKSHOP 

OFFICE SAFETY 
REP 

ADAM DREVER 
LOCATION 

SALES  
OFFICE 

APPOINTED FIRST AIDERS 
LOUISE COCKLE [SALES] 

ROB WOOD [SECURITY WORKSHOP] 
MARTIN SPINK [ENGINEERING OFFICE] 
PAUL BOURNE [ENGINEERING OFFICE] 

PAUL FENSOME [INDUSTRIAL WORKSHOP] 
SHAUN WARD [INSTALLATIONS] 

OCCUPATIONAL 
HEALTH ADVISOR 
HILIARY BAKER 

TELEPHONE 
07788 665242 
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4.4.2 Competence, Training and Awareness 

 
 Statement/Procedures 

 
1.  A comprehensive programme of OH&S training, including the content of 

Method Statements, is maintained and takes the form of: 
 
a) New employee induction training 
b) Site Induction training  
c) Internal training by more experienced staff 
d) External approved training providers 
e) Review of Role Profiles 
 

2.  In each instance trainees are made aware of: 
 
a) The OH&S Management Policy and System, including their own 

responsibilities with regard to their operation and implementation 
b) The OH&S hazards, actual or potential, of their work activities and the 

benefits of improved personal performance 
c) Their roles and responsibilities in achieving conformance with the 

requirements of the OH&S Management System, including emergency 
preparedness and response requirements 

 
3.  A record of all OH&S training is kept on each individual’s training record.  A 

copy of relevant certification is included in the Company Data Pack prior to the 
commencement of any work on site. 
 

4.  OH&S training records include details of: 
a) Trainee’s name 
b) Trainee’s job title 
c) Course title 
d) Copies of certificate or card, as applicable 
e) Date 
f) Expiry 
 

5.  Following site induction training, a record of induction is noted on the Site Work 
Job Sheet and is signed off by the client and the engineer following completion 
of the work. 
 

6.  Training requirements are reviewed on a regular basis to ensure that they meet 
current requirements. 
 



13896/GP/KF Issue 3          February 2011 

                                                                                                                             
 Page 16 of 27  BS OH&S 18001: 2007 

7.  Additional training is provided for employees who work on customers sites. This 
training covers CSCS, PASMA, Manual Handling, Asbestos Awareness, First 
Aid and any other appropriate training course as identified from time to time. 
 

 
 

4.4.3 Communication, Participation and Consultation 
 

 Statement/Procedures 
 

1.  A Health & Safety Committee regularly meets and comprises: 
 
a) The Health, Safety & Environmental Manager 
b) The Operations Manager 
c) The Works Manager 
d) The nominated Workforce Safety representative 
e) The nominated Office representative 
f) Any other invited party 
 

2.  The Health, Safety & Environmental Manager also represents the Organisation 
at the Kent Health and Safety Group committee meetings, as required, to allow 
for input into new and existing issues and to provide feedback to the 
Organisation on any developments, changes or improvements that may be 
required. 
 

3.  Matters addressed at the Health and Safety Committee include: 
 
a) New legislation and regulations 
b) Compliance with current legislation and procedures 
c) Housekeeping 
d) Safety Inspection Checklist Review 
e) Environmental health and safety 
f) Staff training 
g) Accidents and incidents 
 

4.  As part of induction training, all employees are informed as to who is the 
nominated employee OH&S representative and the identification and role of the 
OH&S Manager.  This is detailed within the H&S Committee Structure Chart on 
page 21 of the OH&S Management Manual. 
 

5.  Channels of OH&S communication are illustrated in the structure and 
responsibility chart shown in Section 4.4.1. 
 
 

6.  Appropriate methods of communicating OH&S information and instruction are 
used including: 
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a) Circulation of written Method Statements 
b) E-mail 
c) Memoranda 
d) Letters 
e) Safety Memos 
f) Health and Safety Committee meeting minutes 
 

7.  Relevant Health and Safety information is made available to customers upon 
request in the form of a Company Data Pack. This pack contains all the 
information required to conform to the Construction (Design and Management) 
Regulations 2007 in respect of Section 8.3 of these regulations. 
 

 
 

4.4.4 Documentation 
 

 Statement/Procedures 
 

1.  The core elements of the OH&S Management System and their interaction are 
described in this Manual. 
 

2.  In addition to this Manual, the following documents are critical to the 
effectiveness of the OH&S Management System: 
 
a) The Health & Safety Policy 
b) The ISO 9001: 2008 Quality Management System 
c) The ISO 14001: 2004 Environmental Management System 
d) The Company Handbook 
e) The Installation Information Pack 
f) Risk Assessments 
g) Method Statements 
h) Initial Site Survey Questionnaires 
i) Safety Inspection Checklists 
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4.4.5 Document and Data Control 

 
 Statement/Procedures 

 
1.  The following documents are controlled: 

 
a) This OH&S Management Manual 
b) The ISO 9001: 2008 Quality Manual 
c) The ISO 14001: 2004 Environmental Manual 
d) The Company Handbook 
e) The Health and Safety Policy 
f) Installation Information Packs 
g) Generic Risk Assessments 
h) Generic Method Statements 
i) Risk Assessments 
j) Method Statements 
 

2.  The Managing Director has approved this OH&S Management System Manual 
and the associated documents referred to in Section 4.4.4 OH&S Management 
System Documentation and shall approve all subsequent issues. 
 

3.  The only controlled copy of the OH&S Management System Manual and the 
associated documents are those held on the Organisation’s computer system and 
are maintained by the Health, Safety & Environmental. 
 

4.  All hard and any other electronic copies are by definition uncontrolled. 
 

5.  Proposed changes to the OH&S Management System Manual and associated 
documents are identified during the day to day activities as well as more 
formally during the Management Review process described in Section 4.6. 
 

6.  Proposed changes are reviewed and, if appropriate, adopted by the Health, 
Safety & Environmental Manager after taking into account all of the relevant 
information. 
 

7.  When adopted, changes are made to the controlled copy of the OH&S 
Management System Manual and any associated documents and the appropriate 
personnel are notified of the change. 
 

8.  Maintenance of the Installation Information Packs ensures that the most recent 
version of site relevant documents is available at all locations where operations 
essential to the effective functioning of the OH&S system are performed. 
 

9.  All electronic data is backed up to the main server and a copy of backups is 
securely stored.  The Organisation utilises a recognised Anti-virus Protection 
software package which updates regularly. 
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10.  An electronic library of applicable legal documents is maintained by the Health, 

Safety & Environmental and is updated accordingly. 
 

11.  Superseded and amended publications are replaced and destroyed or archived in 
order to ensure that the most up-to-date edition is in the library.  Any archived 
documents and data are segregated and clearly identified to prevent their 
unintentional use. 
 

 
4.4.6 Operational Control 

 
 Statement/Procedures 

 
1.  Operational control of activities associated with the Organisation’s identified 

hazards is maintained by the use of procedures contained in: 
 
a) This OH&S Management System Manual 
b) The ISO 9001: 2008 Quality Manual 
c) The ISO 14001: 2004 Environmental Manual 
d) The Company Handbook 
e) The Health and Safety Policy 
f) Risk Assessments 
g) Method Statements 
h) The Company Data Pack 
i) Planned Maintenance Schedule 
j) Safety Inspection Checklists 
k) Maintenance Request Forms 
l) Corrective Action Request Forms 
m) Site Specific Risk Assessments 
 

2.  Plant, equipment and machinery are subject to maintenance and inspection at 
regular intervals.  Records of these inspections are maintained in the Planned 
Maintenance File.  Inspections are recorded on the Work Equipment Inspection 
Report and any issues are followed up accordingly. 
 

3.  Any equipment that requires maintenance is noted on a Maintenance Request 
Form and passed to the Works Manager for actioning. 
 

4.  The workplace is subject to Health and Safety inspections that are recorded on a 
Safety Inspection Checklist. 
 

5.  Vehicles are subject to regular inspection in line with the manufacturer’s 
guidance, and suitable records are maintained on file. 
 

6.  All portable electrical appliances are tested in accordance to the current PAT test 
requirements by an approved supplier.  Records are maintained of all equipment 
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tested and stickers are attached to show test status of the equipment. 
 

7.  All Personal Protective Equipment is supplied by the Organisation and each 
operative is required to complete the Daily Personal Protective Equipment 
Checklist to evidence receipt of suitable PPE to enable them to carry out the 
work in a safe manner. 

 
 
 

 

4.4.7 Emergency Preparedness and Response 
 

 Statement/Procedures 
 

1.  Potential accident and emergency situations are included in the hazard 
identification process described in Section 4.3 (Planning and associated 
sections) and appropriate Risk Assessments and Method Statements prepared to 
minimise the relevant risks. 
 

2.  All such incidents are recorded on an Accident Report including such 
information as: 
 
a) Details of the incident and those involved 
b) Date 
c) Location 
d) Injury 
e) Actions taken 
f) Sign Off 
 
The Health, Safety & Environmental Manager is immediately notified of the 
incident and this triggers any required investigation, follow up and subsequent 
corrective/ preventive actions. 
 

3.  Following notification of an incident the Health, Safety & Environmental 
Manager and the Operations Manager carry out an investigation into the cause 
of the incident and if considered necessary, the incident is identified as 
reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 [RIDDOR]. 
 

4.  In the event of an incident being identified as reportable to RIDDOR the F2508 
forms are completed on-line. 
 

5.  Fire alarms are tested periodically by a supplier on the Approved Supplier’s 
List.  In addition, fire drills are undertaken and recorded to ensure that all 
personnel are aware of the evacuation procedures in place in the event of an 
emergency. 
 

 



13896/GP/KF Issue 3          February 2011 

                                                                                                                             
 Page 21 of 27  BS OH&S 18001: 2007 

 
4.5 

 
CHECKING 

4.5.1 Performance Measurement and Monitoring 
 

 Statement/Procedures 
 

1.  Objectives and targets are established as a result of hazard identification and risk 
assessment activities.  Whenever quantifiable targets are identified and agreed, 
the means of monitoring and measuring their achievement is included in that 
section of the relevant Health & Safety Risk Assessment. 
 

2.  Responsibility for monitoring the level of achievement in reaching the identified 
targets is assigned to a member of senior management.  The Health & Safety 
Risk Assessment relating to the activity is marked with the name of the person 
responsible. 
 

3.  Whenever monitoring activities identify significant deviation from the 
objectives and targets defined in the Health & Safety Risk Assessments, a 
Health & Safety Non-compliance Form is raised and used to record and control 
the occurrence. 
 

4.  Health and Safety Inspections are carried out by the Health, Safety & 
Environmental Manager, the Management Team and the Health Safety 
Committee to evidence conformity to the requirements as set out in the Risk 
Assessments and Method Statements.  These inspections are recorded on a 
Safety Inspection Checklist. 
 

5.  Any issues that arise are communicated to the Works Manager and subsequently 
actioned to address the issues raised. 
 

6.  Monitoring equipment that requires any form of calibration is hired from an 
approved supplier.  The equipment is identified as calibrated and it is the 
responsibility of the supplier to re-calibrate the equipment. This is monitored by 
the Purchasing Manager. 
 

7.  Whenever considered necessary, the Organisation will request from the supplier 
any copies of calibration records to verify the equipment’s test status. 
 

8.  As a result the need for checking and calibration in this respect is not currently 
considered applicable. 
 

9.  Continuing inapplicability is established during the course of routine OH&S 
Management Review. 
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4.5.2 Evaluation of Compliance 
 

 Statement/Procedures 
 

1.  The initial and all subsequent OH&S Management Reviews and Management 
System audits include a compliance review of all existing Health and Safety 
Risk Assessments, legislation and regulations that have been identified as having 
an impact on any of the Organisation’s activities. 
 

2.  Any areas of non-compliance identified are treated as non-conformances and are 
processed in accordance with the procedures defined in Section 4.5.3. 
 

 
 

4.5.3 Incident Investigation, Non-conformance, Corrective Action and Preventive 
Action 
 

 Statement/Procedures 
 

1.  The responsibilities and authorities for handling and investigating  
non-conformance; taking action to mitigate any impacts caused and for initiating 
and completing corrective and preventive action are defined in the OH&S 
structure chart set out in Section 4.4 Implementation and Operation. 
 

2.  Accidents are reported to the line manager of the individual concerned and are 
recorded on an Accident Report including such information as: 
 
a) Details of the incident and those involved 
b) Date 
c) Location 
d) Injury 
e) Actions taken 
f) Sign Off 
 
The Health, Safety & Environmental Manager is immediately notified of the 
incident and this triggers any required investigation, follow up and subsequent 
corrective/preventive actions. 

3.  Following notification of an incident, the Health, Safety & Environmental 
Manager and the Operations Manager investigates the incident and completes a 
Health & Safety Non-compliance Form to achieve the following aims: 
 
a) Evidence review of the Accident Report 
b) Carry out full investigation into the incident 
c) Determine any medical treatment that may have been administered or sought 
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d) Determine any contributory factors to the incident 
e) Identification and implementation of Corrective and Preventive Actions 
f) Final review by the Organisation’s Health & Safety Officer 
 
If considered necessary, the incident is identified as reportable under the 
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 
[RIDDOR].  The F2508 form is completed in accordance to RIDDOR 
requirements. 
 

4.  Any incident identified without causing injury or damage but had the potential 
to cause injury or damage is recorded on the Health and Safety [Risk] Form.  
This is passed to the Health, Safety & Environmental Manager for review and 
investigated as considered necessary.  Once reviewed and actioned the person 
raising the original report is updated with any feedback and the report completed 
to show this has taken place. 
 

5.  A programme of corrective or preventive action taken to eliminate the causes of 
actual and potential non-conformances is recorded on the Corrective Action 
Request Form and the details are circulated as follows: 
 
a) Board of Directors 
b) Health and Safety Committee 
c) Supervisory staff 
d) Relevant employees 
e) Installation Information Packs 
 

6.  As a result of accidents, incidents and near misses, revised or additional Method 
Statements may be evolved. 
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4.5.4 

 
Control of Records 
 

 Statement/Procedures 
 

1.  The following records are kept for a minimum period of five years in order to 
demonstrate effective implementation of the OH&S Management System: 
 
a) Risk Assessments 
b) Method Statements 
c) OH&S training files 
d) OH&S Management System Audit reports 
e) OH&S Management Review records 
f) H&S Inspection Reports 
g) Planned Maintenance records 
h) Portable Appliance Test records 
i) Accident Report Forms 
j) Corrective Action Request Forms 
k) Health and Safety Committee meeting minutes 
l) Vehicle records 
m) CoSHH Assessments 
n) H&S Non-compliance Forms 
o) Health & Safety [Risk] Forms 
p) Maintenance Request Forms 
q) Installation Information Pack 
 

2.  The Health, Safety & Environmental Manager is responsible for: 
 
a) Identifying and specifying the records that are subject to control 
b) Nominating individuals responsible and accountable for every record 
c) Specifying the contents of records (through procedures) 
d) Record disposal 
 

3.  The Organisation’s storage system, both in electronic and hard copy, ensures 
that all Health and Safety related records and similar documents are adequately 
protected, remain legible and identifiable.  Records are stored and maintained in 
a manner to make them readily retrievable, in facilities that provide an 
environment to minimise deterioration or damage and to prevent loss. 
 

4.  Health and Safety records are reviewed annually by the Health, Safety & 
Environmental Manager and those retained in excess of the specified retention 
period are either archived or may be disposed of. 
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4.5.5 Internal Audit 

 
 Statement/Procedures 

 
1.  An OH&S Management System Audit Programme is maintained by the Health 

& Safety Officer ensuring that every section of the OH&S Management System 
is verified at least annually. 
 

2.  More frequent OH&S Management System Audits may be organised by the 
Health, Safety & Environmental Manager depending on the importance of the 
activities being audited. 
 

3.  Internal OH&S Management System Audits are carried out according to the 
procedures set out below. 
 

4.  At the beginning of every month, the Health, Safety & Environmental Manager 
consults the OH&S Management System Audit Programme and establishes 
which, if any, parts of the OH&S Management System are to be audited during 
the coming month. 
 

5.  A member of staff, wherever possible independent of the activity to be audited, 
is appointed by the Health, Safety & Environmental Manager. 
 

6.  The auditor refers to the OH&S Management System Manual and determines 
the activities to be audited. 
 

7.  The auditor selects a representative number of records to be audited on a random 
basis. 
 

8.  The auditor advises any personnel concerned that an OH&S Management 
System Audit is being undertaken and answers any questions they may have 
regarding the audit. 
 

9.  The auditor examines the records selected in order to determine whether the 
activities identified above have been carried out correctly. 
 

10.  The auditor keeps a record of the process and the findings of the OH&S 
Management System Audit. 
 

11.  The OH&S Management System Audit record and all other documents relating 
to internal audits are passed to the Health, Safety & Environmental Manager. 

12.  The OH&S Management System Audit record and all other documents relating 
to internal OH&S Management System Audits are retained for inspection by 
QMS Quality Management Systems at the annual external OH&S Management 
System Audit. 
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13.  All issues arising from the internal OH&S Management System Audit requiring 
immediate attention are discussed with the appropriate personnel and a record 
kept on an OH&S Management System Audit Report or Management 
Information Report as appropriate. 
 

14.  The Health, Safety & Environmental Manager ensures that the OH&S 
Management System Audit results are discussed at the next Management 
Review. 
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4.6 

 
MANAGEMENT REVIEW 
 

 Statement/Procedures 
 

1.  OH&S Management Reviews take place at not more than quarterly intervals. 
 

2.  All meetings are minuted and the minutes are kept as part of the OH&S record. 
Copies of the minutes are circulated as appropriate. 
 

3.  Specific items included on the agenda of every Management Review are: 
 
a) The continuing suitability of the OH&S Policy and the possible need for 

changes to the Organisation’s policy and objectives 
b) Effectiveness of the OH&S Management System 
c) Previous OH&S Management Review records 
d) OH&S Internal Audit findings 
e) OH&S External Audit findings 
f) Changes in the Organisation’s operational environment that could affect the 

OH&S System, including requirements for additional or revised resources, 
Risk Assessments or procedures  

g) Analysis of OH&S performance measurement and monitoring [Safety 
Inspection Checklists] 

h) Staff welfare, feedback and safety issues  
i) Review of emergency response and accident procedures 
j) The Organisation’s legal obligations 
k) Corrective and preventive actions - Accidents, incidents and near misses 
l) OH&S training needs 
Any other matters 

4.  Records of the findings of the Management Review and any planned actions are 
kept for a minimum period of two years as part of the Organisation’s OH&S 
Management System records. 
 

5.  Records made available at Management Reviews include: 
 
a) Record of previous Management Reviews 
b) Monitoring and measurement records 
c) Non-conformance records 
d) Corrective and preventive action records 
e) OH&S Management System Audit records 
 

6.  A detailed record is kept of the proceedings of the Management Review and the 
record and/or appropriate extracts thereof are circulated to all appropriate 
members of the Organisation. 
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3. AMENDMENTS & DISTRIBUTION 
 

3.1. Original Issue 
 

3.1.1. This manual has been issued to comply with the requirements of ISO 9001:2000. Where appropriate the content 
reflects the previous manual ISO: 9001:1994 with additional information to achieve the requirements of the latest 
standards.  

 
This manual differs from the previous in that while it describes various company processes, procedures have been 
moved to a separate QUALITY PROCEDURES MANUAL.  
 
WORKING DOCUMENTS also have been moved to a separate manual to allow more flexibility in the changing of 
the documents.  
 
This document has been compiled with a view to controlling its distribution by the use of the manual as an 
electronic document. This enables the use of hyperlinks to enable easy movements to related documentation. A 
printed copy will however be retained.  
 

3.2. Distribution 
 
This copy is the only authorised copy. For general view of the quality manual please use electronic copy. 
 

3.3. Amendments 
 
 
Original Issue Date …            08.10.03 
 
Added scope paragraph      4.1.2     10.08.04. 
Changed paragraph relating to ‘Scope’    4.1.2     22.02.05 
Re-written Design & Development   7.3, 7.3.1, 7.3.2, 7.3.3, 7.3.4, 7.3.5, 7.3.5, 7.3.6, 7.3.7.  25.02.05  
Changed Works Manager Reference to Works Administrator  6.3.2     12.04.06 
Changed Works Administrator to Works Manager – All Locations      11.05.07 
Added Purchasing Assistant     5.4.5.4     11.05.07 
Re-Written and Up-Dated           07.10.08 
Brochures, Leaflets & Instructions Removed From Quality System    07.05.09 
Reference To Job Descriptions Removed         06.09.10 
Up-Dated            01.10.10 
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4. QUALITY MANAGEMENT SYSTEM 
 

4.1. General Requirements 
 

4.1.1. Sunray has an established Quality System that has identified the processes required to ensure that their products 
meet the required standard. 

4.1.2. The scope of Sunray’s Quality System covers all areas within the business from Sales forecast’s for our products, 
cascaded down through the Sales process - 4 to contract review process - 5 and finally to process control to 
despatch - 6.  

4.1.3. To demonstrate the interaction between the processes, a Work Instruction/Process Chart Manual is maintained.  
4.1.4. The systems are monitored and checked for effectiveness through a program of audits and regular reviews.  
4.1.5. The company manages and reviews its resource requirement to ensure that both commercial and quality objectives 

are met.  
4.1.6. The company measures the effectiveness of its quality system through monitoring levels of non-conformance and 

customer complaints. 
4.1.7. The company implements actions to ensure that planned results are achieved and the systems are continually 

improved.  
 

4.2. Documentation 
 

4.2.1. Within this manual, the company states its overall quality policy and general objectives. 
4.2.2. The company maintains procedures necessary to achieve its quality goals and which are required by the 

international standard. 
4.2.3. The company maintains and controls documents through its Document Control Procedure to ensure effective 

planning and operation of its processes.  
4.2.4. The company maintains a Drawing Control Procedure to ensure adequacy of information before use.  
4.2.5. The company maintains Quality Records necessary to demonstrate adherence to the company quality system and 

as required by the international standard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

            
 



QUALITY MANUAL  
 

 

Issue Date: 1ST October 2010   
 

 QAM 

5. MANAGEMENT RESPONSIBILITY 
 

5.1. Management Commitment 
 

5.1.1. The Company Management is committed to a policy of continuous improvement and will monitor its 
effectiveness through the regular audits and reviews 

5.1.2. Meetings with all employees will be held on a regular basis during which quality, resource, welfare and other 
relevant issues are communicated. 

5.1.3. Quality achievement in terms of non-conformance, purchased items and customer complaints. 
5.1.4. All employees will be issued with a copy of the Quality Policy and inducted into the Quality System within one 

week of joining the Company. 
 
 

5.2. Customer Focus 
 

5.2.1. The Company has established a feedback from its customers. This information will be used to improve its service 
and products 

 
 

5.3. Quality Policy 
 

5.3.1. Sunray Engineering Limited manufacture steel doorsets and louvre assemblies for general, fire and/or security 
applications. 

5.3.2. It is the policy of Sunray Engineering Limited that all products are manufactured under the control of the 
Company’s Quality System so that they comply with the customer’s order. 

5.3.3. The objectives for quality are to achieve customer satisfaction by preventing Non-Conformities. 
5.3.4. Our customers expect and need timely delivery of correct products in good condition and it is the Company’s 

objective to provide this service. 
5.3.5. It is mandatory that all staff adhere to the Quality System as described in the Quality Manual. 
5.3.6. The Quality System is designed to meet the requirements of BS EN ISO 9001: 2008. 
5.3.7. All staff will be inducted into the Quality System and how it affects their function within one week of joining the 

Company. 
5.3.8. All Staff will be given a copy of this Quality Policy and its issue recorded. 

 
 
 
 

Signed: 
 

 
David Evans 
Managing Director 
 
Date: 20TH September 2010 
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5.4. Planning 
 

5.4.1. The company will set its quality objectives in respect of achieving the required standard.  
5.4.2. The objectives will be set and reviewed on a regular basis through the management review meeting. 
5.4.3. The objectives will be published and communicated throughout the company. 
5.4.4. The objectives will be measurable and in line with the company quality policy.  
 

5.5. Responsibility and Communication 
 
5.5.1. The company maintains a management structure which is reviewed regularly to ensure continuing effectiveness.  
5.5.2. The following basic structure covers main management functions and is not exhaustive. 
5.5.3. The company maintains an Organisation Chart the contents of which will be reviewed from time to time to ensure 

continuing effectiveness. 
5.5.4. Management Positions and responsibility 

 
5.5.4.1. Managing Director: Responsible to the Board of Directors for all aspects of the Company’s management 
5.5.4.2. Quality Manager: reports to the Managing Director and is responsible for the maintenance of the Quality System. 

It is also a function of the Managing Director to raise awareness of the quality standard throughout the 
organisation. 

5.5.4.3. Works Manager: Responsible to the Operations Manager for the administration of the works 
5.5.4.4. Purchasing Manager: Responsible to the Operations Manager for the placing of purchase orders. 
5.5.4.5. Sales Manager: Responsible to the Managing Director for the running of the sales function. 
5.5.4.6. Accounts Manager: Responsible to the Managing Director for the compilation and maintenance of the Company 

accounts function.  
5.5.4.7. Quality Engineer: Responsible to the Quality Manager for the maintenance of the Quality and Inspection 

standards throughout the Company.           
5.5.4.8. Team Leader: Responsible to the Works Manager for discipline on a day to day basis. 
5.5.4.9. Sales Administrator 1: Responsible to the Sales & Marketing Manager for sales administration functions for EDF 

products. 
5.5.4.10. Sales Administrator 2: Responsible to the Sales & Marketing Manager for sales functions for Security products 

and assisting with the IT systems across the Company 
5.5.4.11. Sales Administrator 3: Responsible to the Sales & Marketing Manager for sales administration functions for 

Non EDF products. 
5.5.4.12. Works Office Administrator: Responsible to the Works Manager for recording and updating all administration 

within the Works   function. 
5.5.4.13. Workshop Operative: Report to the Workshop Team Leader. 
 
5.5.5. Communication will be maintained through management meetings, regular workshop and staff meetings and 

notice boards. Management will ensure that relevant commercial and quality issues are communicated to all 
employees.  

 
5.6. Management Review Meetings 
 

5.6.1. Management review meetings are held on a regular basis during which quality issues are discussed as appropriate. 
5.6.2. Minutes will be taken and these will be deemed as quality records. 
5.6.3. Inputs to the review will include: 

5.6.3.1. Results of Audits 
5.6.3.2. Customer Feedback 
5.6.3.3. Process Performance and product conformity 
5.6.3.4. Status of prevention and corrective actions 
5.6.3.5. Follow up actions from previous reviews 
5.6.3.6. Changes that could affect the quality system 
5.6.3.7. Recommendations for improvements 
 
5.6.4. Outputs from the review will include 

5.6.4.1. Improvement in the effectiveness of the quality management system and its processes 
5.6.4.2. Improvement of product related to customer requirements 
5.6.4.3. Resource needs 
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6. RESOURCE MANAGEMENT 
 

6.1. Provision of Resources 
 

6.1.1. Resource requirements will be identified and reviewed to ensure adequate resources are available to ensure 
customer requirements are met and to maintain the company’s quality system.  

 
6.2. Human Resources 
 

6.2.1. Staff will be qualified on the basis of education, training and/or experience as required to perform the task.  
6.2.2. The company maintains a Training procedure to record review and assess training and training needs.  

 
6.3. Infrastructure 
 

6.3.1. The company maintains regular inspections of its premises and commissions repair/renewal as required.  
6.3.2. The Works Manager is responsible for maintaining a matrix showing service/ and or maintenance dates of all 

company production and handling equipment 
6.3.3. Regular Health & Safety walks are held during which any dilapidation including checking of asbestos related 

products may be identified. 
6.3.4. Electrical equipment is inspected on a regular basis and repaired as necessary 
6.3.5. Maintenance request forms are available to all staff should they wish to report any matters of maintenance. 
6.3.6. The company uses outside contractors to carry out maintenance and repair of its computer systems. 
6.3.7. Regular back ups are taken to ensure the continuing integrity of the company’s data. 
6.3.8.  Transport of company products is carried out by subcontractors who have been approved through the company’s 

Supplier Approval Procedure.  
 

6.4. Work Environment 
 

6.4.1. The company maintains the work environment conducive to production of product to the required standard. 
6.4.2. Reviews and staff meetings are held in order that employees communicate observations or suggestions for 

improvement for work environment or equipment. 
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7. PRODUCT REALISATION 
 

7.1. Planning of Product Realisation 
 

7.1.1. All products are controlled during production through a Process Control Procedure 
7.1.2. Job sheets are issued which are checked against customer requirement through the Contract Review Procedure 
7.1.3. The company maintains drawings of standard product. 
7.1.4. The job sheets and production related documentation are retained as a record of production and inspection. 
7.1.5. Where applicable, products are marked with a trace number. This process is described within the Product 

Identification and Traceability Procedure 
 

7.2. Customer-Related Processes 
 

7.2.1. To ensure that customers requirements are met in full, the company maintains a Contract Review procedure which 
ensures that that the customers requirements can be met in terms of: 

7.2.1.1. Commercial Consideration 
7.2.1.2. Material Planning 
7.2.1.3. Available Resources 
7.2.1.4. Technical Capability 
7.2.2. Customer Communication  

7.2.2.1. The company maintains a range of printed product information which is sent to customers and potential 
customers on request 

7.2.2.2. The company maintains a Web Site – www.sunraydoors.co.uk  which contains information about its products.  
7.2.2.3. Through the company Contract Review procedure, the company offers quotations prior to the processing of a 

sales order.   
7.2.2.4. The company operates a system of customer questionnaires to obtain feedback in terms of its products.   
7.2.2.5. The company maintains a Customer Complaints procedure to assess non conforming items which reach the 

customer. 
 

7.3. Design & Development 
 

7.3.1. The Company will plan the development of new products identifying the appropriate stages within the design 
process. 

 
(a) The design and development stage planning is initiated by the Management Review Meeting 

  (b) This review covers verification and validation appropriate to each design development stage. (WI-09) 
  (c) The Managing Director has main responsibility for the design and development process. 
 
7.3.2. Design and Developments Inputs 
 
  The Company will consider the following in terms of design and development process. 
 
  (a) Customer requirements, product improvements and corrective action. 
  (b) Any effect on current statutory of certification accreditation. 
  (c) Taking into account any historical information and based on similar designs. 
  (d) Consideration given to people skills, production and manufacturing capability. 
 
7.3.3. Design & Development Output 
   

The outputs of design & development will be recorded to enable verification against the design and 
development input and is approved before release. 

  
(a) Meets the Customers requirements, product improvements or corrective action highlighted on the input. 
(b) The outputs must provide the purchasing, production and manufacturing information required to satisfy     
the input. 
(c) The output must recognise and refer to the acceptance criteria and  
(d) Identify the characteristics of the products that are essential for its safe and proper use to ensure no 
detrimental actions are taken to compromise the product. 
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7.3.4. Design & Development Review 
   

The Company will review the design & development at appropriate stages (covered and minuted at the 
Management Review) to ensure the products manufactured satisfy the criteria to which they are used for. 

 
(a) The results of design and development actions taken will be evaluated against requirements needed and 
will be maintained as Quality Records. 
(b) Problems will be highlighted with actions delegated to ensure the problems are addressed. 

 
7.3.5. Verification of actions being carried out will be recorded and kept as Quality Records. 
 
7.3.6. Design & Development validation will be carried out firstly for in-house validation by delegated Sunray personnel 

and secondly by outside certification bodies in the case of fire resistance or Security products. 
 
7.3.7. Design & Development changes that are deemed necessary will be reviewed (Management Review) verified and 

validated as appropriate and approved before implementation and any know on effects to products in the field will 
be recorded with actions to resolve. 

 
7.4. Purchasing 
 

7.4.1. The company maintains a Purchasing Procedure which covers the following: 
7.4.1.1. That approval is obtained for products where appropriate 
7.4.1.2. That approval is obtained for suppliers where appropriate.  
7.4.1.3. That personnel who carry out the procedure are qualified according to the company’s requirements.  
7.4.1.4. That the products are adequately defined prior to their communication to the supplier.  
7.4.2. The company maintains a Goods Arrival and Goods Inwards Inspection procedure to ensure that purchased items 

conform to the stated requirements.  
 

7.5. Product and Service Provision 
 

7.5.1. Control of production and service provision 
7.5.1.1. The company maintains a Process Control procedure which ensures: 

7.5.1.1.1. That the production information adequately describes the processes required. 
7.5.1.1.2. Work instructions are available 
7.5.1.1.3. Suitable equipment is used for production. 
7.5.1.1.4. Measuring and monitoring devices are available 
 

7.5.2. Validation of processes for production and service provision. 
7.5.2.1. The company sells products which carry certification in respect of Fire resistance and Security. The standards for 

these products are maintained through test and assessment with appropriate accredited bodies.  
7.5.3. Identification and Traceability 

7.5.3.1. The company maintains a procedure for Product Identification and Traceability 
7.5.4. Customer Property 

7.5.4.1. Items supplied by customers for inclusion in supplies will be labelled with the customer's name and a description 
of the item(s) for which they are to be used.  Should this product be lost, damaged or is otherwise unsuitable for 
use, the customer will be informed and the discrepancy recorded.  This record is deemed to be a Quality Record 

7.5.5. Preservation of Product 
7.5.5.1. The company maintains a Preservation of Product procedure. 
  

7.6. Control of Monitoring and Measuring Devices.  
 

7.6.1. The company maintains a procedure to ensure the Control of Inspection Measuring Test Equipment 
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8. MEASUREMENT ANALYSIS AND IMPROVEMENT 
 

8.1. General  
 

8.1.1. The company monitors achievement of its quality objectives through review of non-conformance and where 
deemed appropriate the corrective or preventative action is taken.  

 
8.2. Monitoring & Equipment 
 

8.2.1. The company monitors Customer Satisfaction by recording customer feedback, canvassing customer views on 
products and service.  

8.2.2. Internal Audit 
8.2.3. The company maintains an Internal Audit procedure to ensure that : 

8.2.3.1.1. The quality management system conforms to the company’s quality plan 
8.2.3.1.2. The quality management system complies to the International Standard 
8.2.3.1.3. The quality management system is implemented and maintained.  

8.2.4. Monitoring and measurement of processes.  
8.2.4.1. Through In Process Inspection and the collection of inspection data on the job sheets the company monitors the 

quality process.  
8.2.4.2. Where non conformances occur, these are reviewed along with any appropriate Corrective Action 
8.2.4.3. Results of non conformance are published to all staff.  
8.2.5. Monitoring and Measurement of Product. 

8.2.5.1. All products are inspected prior to dispatch in accordance with the Final Inspection Procedure. 
8.2.5.2. All inspections whether intermediate or final are recorded on the product job sheet.  
 

8.3. Control of Non-Conforming Product 
 

8.3.1. The company maintains a procedure for the Control of Non-Conforming Product which ensures that: 
8.3.1.1. Action is taken to ensure that the non-conformance does not re-occur.  
8.3.1.2. Any non-conforming product, sub assembly or material is either removed from circulation or is given a 

concession for use by the appropriate authority.  
8.3.1.3. Action is taken to prevent use of non-conforming product, sub assembly or material for its original use or 

application.  
 

8.4. Analysis of Data 
 

8.4.1. The company will collect and analyse data in respect of the performance of the following: 
8.4.1.1. Customer satisfaction through a planned follow up of delivery of product.  
8.4.1.2. Conformity to finished product, sub assembly or manufacturing process.  
8.4.1.3. Trends of data which may indicate an opportunity to instigate preventative action 
8.4.1.4. The performance of its suppliers.  

 
8.5. Improvement 
 

8.5.1. Through continuing review of its processes, the company will instigate wherever appropriate a philosophy of 
Continual Improvement. 

8.5.1.1. The company will continually improve the effectiveness of the quality management system through the use of the 
procedures and policies contained within or referred to in this manual.  

8.5.2. Corrective Action 
8.5.2.1. The company maintains a procedure for the instigation and implementation of Corrective Action. 
8.5.2.2. Corrective Actions will be raised where appropriate from review of non-conformities including customer 

complaints. 
8.5.3. Preventative Action 

8.5.3.1. The company maintains a procedure for the instigation and implementation of preventative actions.  
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