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1. Document Control Procedure
1.1 Purpose
To ensure all IMS documents are controlled, current, and accessible.
1.2 Scope
Applies to all policies, procedures, forms, templates, and records.
1.3 Responsibilities
¢ Quality & Environmental Lead: maintains master document register
e All staff: use only approved documents
1.4 Procedure
1. Documents are drafted and reviewed by the Quality & Environmental Lead.
2. The Managing Director approves new or revised documents.
3. Alldocuments mustinclude:
o Version number
o Issue date
o Owner
o Approval signature
4. Obsolete documents are removed from circulation and archived.
5. The Document Register is updated after each change.
1.5 Records
¢ Document Register

e Approved document versions
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2. Records Management Procedure
2.1 Purpose
To ensure records are accurate, secure, and retained appropriately.
2.2 Procedure
1. Records must be legible, identifiable, and retrievable.
2. Electronic records are stored on secure, access-controlled systems.
3. Retention periods follow legal and contractual requirements.
4. Disposal of records must be secure (shredding or certified destruction).
3. Internal Audit Procedure
3.1 Purpose
To verify conformity with ISO 9001, ISO 14001, and internal requirements.
3.2 Procedure
1. Annual audit schedule created by the Quality & Environmental Lead.
2. Auditors must be independent of the area being audited.
3. Audit findings are recorded as:
o Conformities
o Opportunities forimprovement
o Nonconformities
4. Corrective actions are assigned and tracked.

5. Audit results are reviewed during management review.



4. Corrective Action Procedure

4.1 Purpose

To eliminate causes of nonconformities and prevent recurrence.

4.2 Procedure

1.

2.

3.

4.

5.

Nonconformity identified (audit, complaint, incident).
Root cause analysis conducted (5 Whys or Fishbone).
Corrective action agreed and implemented.
Effectiveness reviewed after implementation.

Actions recorded in the Corrective Action Log.

5. Nonconformity Management Procedure

5.1 Procedure

1.

2.

3.

4.

5.

Identify and record the nonconformity.
Contain the issue immediately if required.
Notify relevant stakeholders.

Raise a corrective action if systemic.

Close out once verified.

6. Customer Feedback & Complaints Procedure

6.1 Procedure

1.

Feedback logged upon receipt.

Complaints acknowledged within agreed timescales.
Investigation conducted by relevant manager.
Corrective actions implemented if required.
Customer updated and complaint closed.

Trends reviewed monthly.
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7. Recruitment Delivery Procedure
7.1 Purpose
To ensure consistent, compliant recruitment services.
7.2 Procedure
1. Capture client requirements (job brief, SLA, framework terms).
2. Source candidates using approved channels.
3. Conduct compliance checks:
o Rightto Work
o DBS (if required)
o References
o Qualification verification
4. Submit candidates to client.
5. Confirm assignment details with candidate.
6. Monitor performance and client satisfaction.
8. Supplier Evaluation & Control Procedure
8.1 Procedure

1. Suppliers assessed before approval (cost, quality, compliance, environmental
performance).

2. Approved suppliers added to Supplier Register.
3. Annual performance reviews conducted.

4. Poor performance triggers corrective action or removal.
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9. Risk & Opportunity Management Procedure
9.1 Procedure
1. Risks and opportunities identified through audits, reviews, and operations.
2. Eachrisk assessed for likelihood and impact.
3. Controls implemented to reduce risk.
4. Register reviewed quarterly.
10. Environmental Aspects & Impacts Procedure
10.1 Procedure

1. Identify activities that interact with the environment (energy, waste, travel,
procurement).

2. Assess significance using a scoring matrix.
3. Implement controls for significant aspects.
4. Review annually or after major changes.
11. Environmental Legal Compliance Procedure
11.1 Procedure
1. Maintain a Legal Register of applicable environmental legislation.
2. Conduct annual compliance evaluations.
3. Address any gaps through corrective actions.
12. Waste Management Procedure
12.1 Procedure
1. Segregate waste (general, recycling, confidential).
2. Use licensed waste carriers.
3. Maintain waste transfer notes.

4. Review waste volumes annually.
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13. Energy & Resource Management Procedure
13.1 Procedure
1. Monitor energy usage (electricity, heating).
2. Promote energy-efficient behaviours.
3. Maintain equipment to reduce consumption.
4. Review usage trends annually.
14. Emergency Preparedness & Response Procedure
14.1 Procedure
1. Identify potential environmental emergencies (spills, leaks, fire).
2. Maintain emergency response plans.
3. Train staff annually.
4. Testresponse plans where applicable.
15. Sustainable Procurement Procedure
15.1 Procedure
1. Prefer suppliers with environmental credentials.
2. Consider lifecycle impacts of purchases.
3. Review supplier sustainability performance annually.
16. IMS Governance & Responsibilities Procedure
16.1 Procedure
1. The Managing Director provides strategic direction.
2. The Quality & Environmental Lead maintains the IMS.
3. Department managers ensure compliance within their teams.

4. All staff follow procedures and report issues.
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17. Operational Planning & Control Procedure
17.1 Procedure
1. Plan processes to meet quality and environmental requirements.
2. Maintain documented workflows.
3. Monitor performance through KPls.
4. Implement controls for significant environmental aspects.
18. Management Review Procedure
18.1 Procedure
1. Conduct annual management review.
2. Review:
o Auditresults
o KPIs
o Customerfeedback
o Environmental performance
o Risks and opportunities
o Resource needs
3. Record decisions and actions.
19. Training, Competence & Awareness Procedure
19.1 Procedure
1. Identify training needs.
2. Provide training and maintain records.
3. Assess competence through observation or testing.

4. Ensure staff understand IMS policies and responsibilities.
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20. Communication & Stakeholder Engagement Procedure
20.1 Procedure
1. Identify internal and external communication needs.
2. Use appropriate channels (email, meetings, website).
3. Ensure communication is timely and accurate.

4. Maintain records of key communications.



