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. 

Updates to the website are initiated in the same way as leaflets, though a Marketing Index List. Leaflets were getting final approval, as they are uploaded to the Document Index. 

As the website functions differently there is no documents to upload, to trigger the control and monitoring of the changes.

During this Root Cause Analysis, and reviewing of the Marketing Index List. It has also been found that final approval of email mailshot, is also missing a final approval log.
So any corrective action for this non conformance 2128198-202111-N9 also needs to cover, tasks marked as ‘Email Mailshots’ inside the Marketing Index List as well.


	Corrective Action By:
Person responsible 
	Derek Lamb

	Corrective Action 
Issue ID (if applicable):
Relevant Immediate Corrective action (if applicable) 
	We will update VOP 01 Documentation and Records, to state that we will review and monitor any documents to be uploaded or updated online. 
We will update the title of the sub task, 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
	We will update the Marketing Index List so the final task in any Job ID, can only be signed off by a Marketing Controller or Company Director and controlled with the access rights in the system.
We will build a review screen to filter 100% completed Marketing Index List jobs, tagged as web edits or email mailshot. Which will show who has signed off the job. 
We will log the amendments, which will be kept and be available for review, by the Documentation and Records Controller regularly. 
To prevent this happening again the system will be programmed to only allow the Marketing Controller or Company Director to sign off the job / update. 


	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 or negative affect from this update or associated new processes, on the system, other processes or products. 


	Follow-up future issue id
(Effectiveness verification)
	

	Effectiveness verification
	

	Closed By:
	

	Closed on
	


