Non conformance review up to June 18 
This is an overview of any problems we have had in the last 6 months. 

When doing sales orders please remember to read the memo and include any relevant parts on the sales order / checking screen. 

Any memos or written notes that you add or amend must be dated and initialled. 

Don’t forget the free line when putting orders on. In the last few months we have had a few where this has been missed. So for example a sensor when putting on MX300 or AX300 and a probe for VM2160 and VM2500. 

We had an order that we received in May and was put on the system, but when we looked the paperwork had not been filed. When you put an order on it must be filed in the ORD files. Do not leave them lying around and make sure they doesn’t get lost. 

All areas in the company should be left tidy. Please do not leave paperwork, stock leaflets etc. lying around, or in a mess. Whether its booking in stock, moving items around, paperwork, ORDs or waste. 

Please be considerate when using the kitchen, bathrooms and other areas and remember we don’t have a cleaner. We should all be doing our bit where we can. 

When picking stock please pick it in serial number  / date order. Don’t forget to remove any waste or boxes.

Credit card slips must be secured at all times. Please follow the procedures for the handling and processing of them.

GDPR – General Data Protection Regulation has become a big deal and everyone will have been confronted with emails and letters about it. 

In summary it means that if anyone has any information on you, that meant you could be identified from it, they need to be able to prove that this information is kept and processed appropriately and securely. 

We only have private information, for example names, departments, company addresses, emails and telephone numbers.  Anyone taking, processing or using this information has to be aware that it is private and must be treated as such. Paperwork should not be left on desks when you are not there, addresses and other information should be shredded when no longer needed. Care should always be taken to protect the information from customer, supplier and other members of staff. If in doubt treat it as private. Your job it to make sure the information someone gives you is looked after and used appropriately.  

Credit card details are covered by a different set of laws and regulations.  

There is a system in place for the logging of error. We ask that you use it as it helps with the BSI standard compliance. You can log an error relating to an ORD on the active list, log an error relating to an Invoice on the invoice search page and all other can be added to a confidential issue under the Non Conformance heading and sent to me. 

Everyone is doing a brilliant job and I cannot thank you enough for your continued help and work. 

