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Ultimate Recruitment (Midlands) Ltd
Integrated Management System (IMS) Manual

1ISO 9001:2015 (Quality) + ISO 14001:2015 (Environmental)

1. Organisation Overview

Company: Ultimate Recruitment (Midlands) Ltd

Industry: Recruitment & Workforce Management

Services: Temporary staffing, permanent recruitment, compliance checks, onboarding,
workforce planning, and client support

Locations: Midlands-based operations with remote working capability

Ultimate Recruitment (Midlands) Ltd delivers compliant, reliable, and environmentally
responsible recruitment services. This Integrated Management System (IMS) ensures
consistent quality, environmental protection, legal compliance, and continual
improvement.

2. Purpose of the IMS Manual

This manual defines the structure, processes, and governance of the Integrated
Management System (IMS) used by Ultimate Recruitment (Midlands) Ltd.
It demonstrates conformity with:

¢ 1S0 9001:2015 Quality Management Systems
¢ 1S0O 14001:2015 Environmental Management Systems

It provides a framework for delivering high-quality services while minimising
environmental impact.

3. Scope of the IMS

The IMS covers all recruitment, onboarding, compliance, workforce management, and
support activities undertaken by Ultimate Recruitment (Midlands) Ltd.
It applies to:

¢ Allemployees, contractors, and temporary workers
e Alloperational locations, including remote working environments

e Allclient and candidate interactions
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e Allenvironmental aspects arising from office operations, travel[ ocurement,

waste, and digital systems

No exclusions are claimed from either standard.

4. Normative References
¢ 1SO 9001:2015 Quality Management Systems — Requirements

¢ 1SO 14001:2015 Environmental Management Systems — Requirements

5. Terms & Definitions
¢ IMS: Integrated Management System
¢ QMS: Quality Management System
¢ EMS: Environmental Management System
¢ MD: Managing Director
¢ Quality & Environmental Lead: Responsible for maintaining the IMS
e Aspect: Element of activities that can interact with the environment
¢ Impact: Change to the environment resulting from an aspect

¢ Nonconformity: Failure to meet a requirement



6. Context of the Organisation

6.1 Understanding the Organisation and Its Context
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Internal and external issues affecting quality and environmental performance include:

¢ Regulatory changes

¢ Client expectations

o Labour market conditions

¢ Environmental legislation

¢ Technology and digital systems

e Internal capacity and competence

A combined SWOT and PESTLE analysis is reviewed annually.

6.2 Needs and Expectations of Interested Parties
Key interested parties include:

o Clients

o Candidates

¢ Employees

¢ Regulatory bodies

e Suppliers

e Localcommunities

e Auditors and framework assessors

Their needs are monitored through feedback, KPls, audits, and contractual

requirements.

6.3 Determining the Scope

Defined in Section 3.

6.4 IMS Processes

The IMS includes documented processes for:
¢ Clientrequirement capture

¢ Candidate sourcing and vetting
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Compliance checks (RTW, DBS, references)

Assignment fulfilment

Workforce management

Environmental controls (waste, energy, travel, procurement)
Internal audits

Corrective actions
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7. Leadership
7.1 Leadership & Commitment
Top management ensures:
¢ Alignment of the IMS with strategic direction
e Integration of quality and environmental requirements into operations
e Availability of resources
¢ Promotion of a culture of quality and sustainability
7.2 Customer Focus
We ensure:
¢ Understanding of client requirements
¢ Delivery of compliant, reliable services
¢ Monitoring of satisfaction and feedback
7.3 Quality & Environmental Policy
Ultimate Recruitment maintains:
¢ A Quality Policy aligned with ISO 9001
e An Environmental Policy aligned with ISO 14001
Both are controlled documents and communicated to all staff.
7.4 Roles, Responsibilities & Authorities
¢ Managing Director: overall accountability
¢ Quality & Environmental Lead: maintains IMS, audits, corrective actions
¢ Recruitment Consultants: follow processes, maintain compliance

¢ Administrators: manage documentation and records
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8. Planning

8.1 Risks & Opportunities

Risks and opportunities are recorded in the Integrated Risk & Opportunity Register,
including:

¢ Compliance failures
¢ Candidate shortages
e Technology failures
e Environmental impacts
¢ Waste generation
¢ Energy consumption
e Supplier performance
8.2 IMS Objectives
Objectives include:
Quality Objectives
¢ Improve client satisfaction
¢ Reduce onboarding errors
¢ Improve fulfilment rates
¢ Enhance process efficiency
Environmental Objectives

e Reduce energy consumption

Increase recycling rates

Reduce business travel emissions

¢ Promote sustainable procurement
Objectives are measurable and reviewed annually.
8.3 Change Management

Changes to processes, systems, or structure are planned and documented.



9. Support
9.1 Resources
Resources include:
¢ Competent staff
e |T systems
¢ Compliance tools
e Environmental controls
¢ Training programmes

9.2 Competence

Training needs are identified through:

e Appraisals

e Audit findings

e Legislative changes
9.3 Awareness
Staff are aware of:

e TheIMS policies

e Theirrole in quality and environmental performance

¢ Consequences of nonconformity

9.4 Communication

Internal and external communication is controlled and documented.

9.5 Documented Information
Documents are controlled through:
e \Version control
e Access permissions

e Retention schedules
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10. Operation
10.1 Operational Planning & Control
Processes are planned, documented, and monitored.
10.2 Client Requirements
Client requirements are captured through:
e Job briefs
e SlAs
¢ Framework agreements
10.3 Environmental Aspects & Impacts
A documented Aspects & Impacts Register identifies:
e Energyuse
¢ Waste generation
e Travel emissions

¢ Procurementimpacts

Controls are implemented to reduce significant impacts.

10.4 Control of Externally Provided Processes
Supplier performance is monitored, including:
e Payroll providers
o DBSservices
e Training providers
e Waste contractors
e |IT and cloud service providers
10.5 Delivery of Services
Key processes include:
¢ Candidate sourcing
¢ Vetting and compliance
¢ Assignment fulfilment

¢ Workforce management
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e Client communication

10.6 Release of Services

Services are released when compliance checks are complete.

10.7 Control of Nonconforming Outputs

Nonconformities are recorded and corrective actions implemented.
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11. Performance Evaluation
11.1 Monitoring, Measurement, Analysis & Evaluation
KPls include:
Quality KPIs

¢ Fulfilment rates

¢ Compliance accuracy

o Client satisfaction

¢ Complaints
Environmental KPIs

e Energy usage

¢ Waste and recycling rates

e Travel emissions

e Supplier sustainability performance
11.2 Internal Audit
Integrated audits are conducted annually or more frequently if required.
11.3 Management Review
Management reviews cover:

e Auditresults

e KPIs

¢ Risks and opportunities

e Customer feedback

¢ Environmental performance

e Resource needs
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12. Improvement
12.1 Nonconformity & Corrective Action
Corrective actions include:
¢ Root cause analysis
e Process updates
e Staff training
12.2 Continual Improvement
The IMS is continually improved through:
o Feedback
e Audits
e Dataanalysis
¢ Innovation

¢ Environmental performance improvements
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