QC 21 Non Conformance Report
	Date
	11/11/2021

	Issue id
unique identifier 
	241922

	BSI Ref (if applicable) 
unique identifier 
	2128198-202111-N9 

	Responsibility
Person Overall responsible 
	Derek Lamb

	Non-Conformance
statement of the problem 
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	Investigation By:
Person responsible 
	Derek Lamb

	Root Cause Analysis Investigation Issue id
(if applicable)
	We did not have a procedure for control and monitoring the upload and update of online documents. e.g. the Website, Webshop or online external databases. 
Web site updates are controlled in the same way as Leaflets, though a Marketing Index List,
Leaflets got Final approval as they are uploaded to the Document Index, As the Website functions differently there is no document to upload to trigger the control and monitoring of the changes.
During Root Cause Analysis, and reviewing the  Marketing Index List, It has also been found that final approval of Email Mailshot  are also missing final approval log, so any fix for 2128198-202111-N9 needs to include a fix for tasks marked as ‘Email Mailshots’  in the  Marketing Index List.


	1Corrective Action By:
Person responsible 
	Derek Lamb

	Corrective Action 
Issue ID (if applicable):
Relevant Immediate Corrective action (if applicable) 
	1. 
We will update VOP 01 Documentation and Records, to state that we will review and monitor any documents to be uploaded or updated online. 
2.
Update the Task Label for signing off of Web updates, and Email Mailing templates, from
Complete Job to be Signed Off
to
Complete Job to be Signed Off (Marketing Director, or Company Director only).


	Time Scale for Immediate Corrective Action
Time for completion of all identified actions
	7 days from now, 20th November 2021

	Corrective Action:
Relevant and Proportionate Corrective Action
	Update the Marketing Index List so the Final task in any Jobid, can ONLY be signed off by a marketing director or Company Director based on the access rights of the system.
Build a Review Screen to filter completed 100%  Marketing Index List jobs tagged as Web Edits or Email Mailshot.Have to be filled in by the updater and reviewed by Marketing controller.  A log of the amendment will be kept and reviewed by the Documentation and Records Controller regularly. All updates will be reviewed by a director to ensure correct and up to date data and information is available. 


	Time Scale for Corrective Action
Time for completion of all identified actions 
	30 days from now, 13th December 2021

	Risk Review 
Confirm action does not have negative affects and/or risks to any other part of the ISO system 
	This process will improve the system and the documentation monitoring so we have found there to be no risk to this update or new processes. 


	Follow-up future issue id
(Effectiveness verification)
	

	Effectiveness verification
	

	Closed By:
	

	Closed on
	


