QC 21 Non Conformance Report
	Date
	11/11/2021

	Issue id
unique identifier 
	241919

	BSI Ref (if applicable) 
unique identifier 
	2128198-202111-N7

	Responsibility
Person Overall responsible 
	Derek Lamb

	Non-Conformance
statement of the problem 
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Category—[Fire

Area/process: | Human Resources, Competence, Awareness and Training

Statement of | Human resource and trining process was not fully effective as annual
non- ‘appraisal record (to determine training needs / qualification) was not
conformance: | seen to be demonstrated through Intrastats records.

Human resources
Personnel performing work affecting product quaity shall be competent
on the basis of appropriate education, training, skils and experience.
“The organization shalldocument the process(es) for establishing
e ‘competence, providing needed training, and ensuring awareness of

personnel.
“The organization shall:

2) determine the necessary competence for personnel performing work
affecting product quality;

b) provide training or take other actons to achieve o maintain the
necessary competence;

ra 2 making excellence a ha

bsi. —

) evaluate the effectiveness of the actions taken;

) ensure that is personnel are aware of the relevance and importance
of theiractivities and how they contribute to the achievement of the
qualty objectives;

) maintain appropriate records of education, trining, skils and
‘experience (see 4.2.5).

NOTE The methodology used to check effectiveness is proportionate to
the risk associated with the work for which the training or other action is
being provided.

“Training VOP 02 Personnel and Responsibity, Staff and Staffing Issue,
training, Roles and Tasks Ver. Control 73529, 29, 10. 2021. (procedure
requires performing annual appraisa to determine training needs or
Objective qualfication)

Evidence VOP 12 training Ver. 31024, 30. 09. 2019

Phip Crossley and Robert Connor 2020 appraisal records (were paper
based as part o personnel file and uncontrolled record)

Correction/containment

Corrective action





 

	Investigation By:
Person responsible 
	Derek Lamb

	Root Cause Analysis Investigation Issue id
(if applicable)
	We could not demonstrate the carrying out of appraisals, to assess and review staff, in our system. 
We have always done these separate from the Intrastats system as the details discussed can be sensitive. 

	Corrective Action By:
Person responsible 
	Helen lamb

	Corrective Action 
Issue ID (if applicable):
Relevant Immediate Corrective action (if applicable) 
	No immediate corrective action. This will require some time to create a new system. 

	Time Scale for Immediate Corrective Action
Time for completion of all identified actions 
	N/A

	Corrective Action:
Relevant and Proportionate Corrective Action
	We will make a secure area in our internal Intrastats system, that we know the staff cannot access, but can be retrieved when needed. 
Write a system that we can use to record and assess staff performance and effectiveness in a uniform manner. Which we can then produce reports on, that can show people competency.
We will standardise and formalise the appraisal system, as we have previously done them in an informal manner. 
The HR Controller will do training on Appraisal and how best to carry them out. To make sure any problems are kept to a minimum.


	Time Scale for Corrective Action
Time for completion of all identified actions 
	3 months from now, 13th February 2022

	Risk Review 
Confirm action does not have negative affects and/or risks to any other part of the ISO system 
	There are some risk to implementing a structured more formal Appraisal. It may creates a negative atmosphere or cause extra stress between colleagues in the work place. 
To combat this we will make the system as regulated, structured and fair as possible. To try and eliminate any natural biases or feelings of stress. 


	Follow-up future issue id
(Effectiveness verification)
	242091


	Effectiveness verification
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