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STOCK CONTROL

This procedure defines the system in operation within the company for the control of all goods being received, their subsequent movement to storage / production, and their subsequent packing and despatch. It is the responsibility of the Stock Control Supervisor to ensure that this procedure is adhered to. It is the responsibility of the goods-in operative and office staff to ensure that the procedure is complied with.

GOODS - INWARDS
Upon receipt of goods from suppliers and / or customers, they are first checked for correctness to documentation and complete in quantity; then the details are entered into the goods-in book and the carrier’s paperwork is stamped as “Unchecked”. They are then placed in the quarantine / holding area until such time as they are ready for processing. When carriers use electronic signatures, or no delivery note is left, a photocopy of the carriers G.R. paperwork is taken. Where no paperwork exists then the goods-in book requires a signature by the carrier.

Repairs products received cannot be processed until such time as an order number is received. When this number is received the information is entered onto “Opera” and also into “Lotus Approach”, the repairs are then placed together with the appropriate paperwork into plastic bags and prioritised into the appropriate duckets.

These duckets are then forwarded to the appropriate department for further processing (either Design or Repair).

Where product is received and requires inspection, then it will be placed in the quarantine area, and Q.A. informed so that the relevant inspections / tests can be performed. Stock, and proprietary, items are booked in, in the same way, and all information entered onto “Opera” and the goods forwarded to the relevant storage area for stock allocation. Where goods have been received and found to be incorrect then they will be quarantined and dealt with accordingly.

HANDLING & STORAGE

All products are handled in such a manner as to prevent any damage. Suitable boxes, duckets, trays and protective mediums are available in sufficient quantities to assure safe handling. All staff will be adequately instructed, by supervision, in all aspects of handling product safely and securely.

Products received back from hospitals will all be treated as if no decontamination certificate has been received. Therefore all such products will be handled with care using disposable gloves until it is in a suitable and appropriate sealed bag for movement to the repair department.

Each department has its own unique storage facilities, which are under the control of the relevant supervisor; all storage areas are identified and kept tidy so as to maintain product uniqueness. All products, wherever stored, are stored so as to separate types, styles etc. and do not allow product mixing, contamination etc. All goods in stores are used / supplied on F.I.F.O. basis, and reference to shelf life can be taken from such as; Product Labelling, COSHH data sheets etc.

Hazardous materials are stored in the dedicated “Metal Cupboard” and each material type has an accompanying COSHH data sheet, which is available to the First-aider and others who may need to know.

Office and stationary materials are all stored on the appropriate shelving in the main office area.

Oxygen is maintained at a level of “6” cylinders, with one at a time being used.

· There are “2” bottles on the bank – One in use.

· There are “2” spare bottles, of which one may have been used.

· There are “2” bottles in reserve and should normally never be used unless there is a week of intense Oxygen Use.

When there are “2” empty bottles in the rack, the Stock Person will re-order a further “2” bottles. Full cylinders will still have the seal intact, empty or in use cylinders will have the seal completely removed.

STOCK CONTROL & PICKING / PACKING

Upon receipt of the copy invoice, for production work, from the sales desk, the Stock Controller will print off the relevant Works Order. From this, the appropriate kits will be issued from stock, and placed in an appropriate coloured ducket. This ducket, together with all the relevant paperwork, will then be forwarded to Production. Completed Production will be entered into the books as stock and treated as such for picking purposes.

Upon receipt of the copy invoice, and / or the repaired product from the sales desk, the Stock Controller will ensure that all the items are picked, or ready, and that the paperwork is correct to the actual product codes and serial numbers. The stock record sheet will be manually updated with the relevant details. The relevant information is also entered onto the picking list. At this stage, the details must be entered onto each individual line (block information can be “Dittoed”. The stock books are to be checked regularly, for correctness.

Products received from the repairs department will be have been cleaned by production operatives, with an appropriate cleansing agent, wrapped and boxed (individually) prior to being checked.

Once all the items on the picking list have been checked and signed for, then the stock person will ensure that they have been safely wrapped and packaged in an appropriate envelope, box, carton etc., and that they are secure form opening during transit. The delivery note is attached to the appropriate package, together with any other relevant shipping documents; the stock person will then ensure that the final packaged product is forwarded to the correct relevant area for courier despatch.

The Stock Controller will ensure that all relevant departments and personnel have completed their postal requirements by approximately 4.30 pm every day so as to enable delivery to the post office by last post. Post will separated into its relevant categories and “Franked” accordingly. It will then be bagged and posted prior to 5.00pm.

Finished products are moved into stores in white duckets to indicate they are stock items. Once in stores they are under the same controls as purchased proprietary items, as such they are protected in the same way. Finished product that is being withdrawn for sale to customers is packaged in accordance with the relevant procedure and any packaging material is sufficient to ensure the safety of the product. No packaging material can have an adverse affect on the product being packed. This has all been sourced at the design and development stage.

DELIVERY

Where required, specific couriers will be contacted to arrange for a collection time for goods being despatched. At all other times, the company’s recognised courier is used. The appropriate delivery / shipping documents are completed and the goods are moved to the despatch shelf near the goods-out doors, in time for the couriers collection.
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