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COMPANY OVERVIEW

See Company Website for details
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QUALITY, H&S & ENVIRONMENTAL

POLICY STATEMENT & OBJECTIVES

It is the Quality, H&S & Environmental Policy of Metropex Group Ltd who recognise the need to conduct their activities in a safe and environmentally responsible manner to achieve the following statement’s objectives:-

_________________________________________________________________________________

By informed choice to control the processes of Metropex Group Ltd the Director accepts overall responsibility for determining this policy 

Metropex Group Ltd objectives are:

· To establish and maintain a Quality, H&S & Environmental continuous improvement plan.

· To achieve  agreed contractual requirements, defined legislation and pollution reduction

· To maintain Quality, H&S & Environmental compliance throughout the company by awareness training.

· To limit the environmental impact of its activities by waste & material handling & reduction methods.

· To investigate & report any quality, H&S or environmental complaints or incidents in a responsible manner. 

· To record, monitor and publish, if required, statistics related to environmental improvement target achievement

· To provide suitable resource to ensure Metropex Group Ltd meets all its obligations in respect to Quality, environment and Health and Safety.

· To prevent pollution in any form from its activities. 

SIGNED: 
Paul Jarvis
                 
DATED : 
1st February 2010
DIRECTOR

_________________________________________________________________________________

To ensure achievement of these intentions, Metropex Group Ltd  has implemented a Quality, H&S & Environmental Management system throughout their operations, which is mandatory for all employees and is designed to comply with the requirements of  :-

ISO 9001:2008, ISO 14001:2004 & OHSAS 18001:2007

The company's Quality, H&S & Environmental Manual defines its Quality, H&S & Environmental system principles and compliance with the above ISO standards. When working on Network Rail Controlled Infrastructure, all Group and Company standards will be complied with.
The Quality, H&S & Environmental Control Procedures Manual and associated work records define the processes implemented, to ensure compliance with both the company's quality and legislative requirements, the British Standards 
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ISO 9001/14001/OHSAS 18001

Section  4.1.    GENERAL REQUIREMENTS

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Full Documented System

_____________________________________

COMPLIANCE SUMMARY 

The documented QEHS Management System, encompassed within the QEHS Manual and Procedures Manual, meets this element of the standard. 

The QEHS Manual overviews the system and its compliance with the standard and the Procedures Manual includes all the appropriate procedure detail, the process disciplines and determines the sequence and interaction to ensure effective operation and control. In addition, all disclaimed elements of the standards are detailed with explanations.

Incorporated within the procedures as well as the operational controls and availability of adequate resources and facilities are all the monitoring and feedback mechanisms allied to customer feedback and continual improvement initiatives. These are reviewed and recorded periodically by analysis of key measures to maintain consistency of service and products and continual improvement.
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ISO 9001/14001/OHSAS 18001

Section  4.2.      DOCUMENTATION REQUIREMENTS

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary  :

______________________________

QEHS PROCEDURE(S)

Section 1.4.   

Business / Quality Objectives

Section 4.1.   

Approval / issue / modification 

Section 4.2.   

Reference and Work documentation & Data Control

Section 4.3.
 
Legislative compliance

Section 10.1
 
Quality Records Listing
_____________________________________
COMPLIANCE SUMMARY

All QEHS Manual and QEHS Procedures Manual and working / reference documentation (listed in Quality Records procedure) are maintained as controlled documents.

Procedure 1.4 defines the method of identifying, documenting and implementing QEHS objectives and monitoring and recording progress.

Document Control Procedures define the mechanism for generation, amendment, approval and issue including responsibility for each activity, recording of controlled copyholders and self-explanatory forms to support the process of generation and change. Each section, page and form is uniquely identified and dated to support the control process and when document content is updated so is the date reference.  

The working documentation which forms a significant part of the control and recording process in all aspects of the services offered is identified by both QPF (Quality Procedure Forms) and PM (Proc. Manual Quality, H&S and Environmental Control ) and are all listed under Quality Records. They are protected by the storage environment and retained in an easily retrievable system with storage units at various office locations related to the activities they have recorded, for a minimum of 2 years, at which time they are disposed of by shredding.

Reference documentation is also listed in the Quality Records procedure, where it is appropriate or necessary to the operational activities of the company and updating methods are put in place to ensure that up to date data is maintained.

Data control of electronic records is also maintained through the procedures by daily back-up taken off-site to retain data integrity with strategic data controlled by password.
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ISO 9001/14001/OHSAS 18001 

Section  5.1
MANAGEMENT COMMITMENT

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   1.1.     
QEHS Policy

Section   1.4.

Business / Quality Objectives

_____________________________________

COMPLIANCE SUMMARY 

The above procedures incorporate the company's QEHS principles and QEHS improvement objectives, clarify responsibility at each stage, including nominating a QEHS Manager, to communicate and implement them to ensure understanding, commitment and achievement is attained. This includes all legislative requirements as well as meeting the customers’ needs.

The Quality, H&S & Environmental Policy Statement, generated by the MD and illustrated in the Procedure Manual and QEHS Manual defines both the companies intentions for quality attainment and improvement against objectives based on the customer’s requirements and its link to compliance with ISO 9001: 2008 and ISO 14001 : 2004 & OHSAS 18001:2007. The procedures define how they are communicated to all employees to gain full support and commitment.
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ISO 9001/14001/OHSAS 18001 

Section  5.2
CUSTOMER FOCUS

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   1.4.

Business / Quality Objectives

Section   1.5.

Data Trend Analysis

Section   1.6.

Customer Satisfaction Monitors

Section   6.4.

Continual Improvement

Section   8.1

Continual Improvement feedback – NCF/CPA’s

_____________________________________

COMPLIANCE SUMMARY 

These procedures ensure the focus of meeting or exceeding the customer’s needs are achieved by monitoring from contract review, processing through to delivery, installation and service support, key aspects of performance achievement.

Specific Quality and/or Environmental improvement objectives are identified based on improving customer service levels and the business needs and documented as an improvements plan which is actioned and reviewed on a continual basis and as part of management reviews.

Trends are established as part of these criteria through trend analysis data with any negative feedback from non-conformance report analysis.
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ISO 9001/14001/OHSAS 18001 
Section  5.3
QEHS POLICY

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   1.1.     
QEHS Policy

_____________________________________

COMPLIANCE SUMMARY 

The above procedures incorporate the company's quality principles and quality improvement commitment, clarify responsibility at each stage, including nominating a QEHS Manager, to communicate and implement them to ensure understanding, commitment and achievement is attained. This includes all legislative requirements as well as meeting the customers’ needs.

The QEHS Policy Statement, generated by the MD and illustrated in the Procedure Manual and Quality Manual defines both the companies intentions for quality attainment and improvement against objectives based on the customer’s requirements and its link to compliance with ISO 9001: 2008, ISO 14001 : 2004 & OHSAS 18001 : 2007. The procedures define how they are communicated to all employees to gain full support and commitment.
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ISO 9001/14001/OHSAS 18001 

Section  5.4
PLANNING

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   1.4.

Business / Quality Objectives

Section   2.1

QEHS System & Planning

_____________________________________

COMPLIANCE SUMMARY 

Specific improvement objectives for both quality and the environment are identified based on improving customer service levels and the business needs and documented as an improvements plan, which is actioned and reviewed on a continual basis and as part of management reviews.

These procedures ensure the focus of meeting or exceeding the customer’s needs is achieved by monitoring from contract review and production through to delivery, and service support, key aspects of performance achievement.  

QEHS objectives and customer requirements are planned through the controlled procedures to ensure consistent and continually improving service levels are achieved and maintained.
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ISO 9001/14001/OHSAS 18001 

Section  5.5
RESPONSIBILITY & AUTHORITY

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   1.2.     
Responsibility / Authority

_____________________________________

COMPLIANCE SUMMARY 

Responsibility for ensuring adequate human resources are available for all management, inspection,  operational and improvement / customer satisfaction activities lies with the MD with responsibility defined for main principle compliance with each procedure following this concept by illustrating individual responsibility at each stage of a procedure with the corresponding action defined along side it.

The system procedures clarify responsibility at each stage, including nominating a QEHS Manager, to communicate and implement them to ensure understanding, commitment and achievement is attained. This includes all legislative requirements as well as meeting the customers’ needs.

Communication is through training, meetings and a networked computer system with information available to all staff.
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ISO 9001/14001/OHSAS 18001 

Section  5.6
MANAGEMENT REVIEW

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   1.3.     
Management Review

_____________________________________

COMPLIANCE SUMMARY 

Periodic recorded Management Review meetings are carried out against a defined agenda, which includes all the key performance parameters; achieve monitoring compliance with the system and its effectiveness. 

These monitor all key feedback mechanisms through a controlled agenda format, verify corrective action effectiveness, maintain the QEHS Improvement process and review the suitability of the QEHS Policy Statement and system.

Actions from the meetings are defined and followed up based on minutes which record the review process
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ISO 9001/14001/OHSAS 18001 

Section  6.
RESOURCE MANAGEMENT
(6.1 / 6.2 / 6.3 / 6.4)

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   1.2.     
Responsibility / Authority

Section   1.4.

Business / Quality Objectives

Section 12.1

Recruitment & Training

_____________________________________

COMPLIANCE SUMMARY 

Responsibility for ensuring adequate human resources are available for all management, inspection,  operational and improvement / customer satisfaction activities lies with the MD and management  team. 

The business planning discipline incorporates responsibility for the infrastructure and work environment and is addressed through business planning and the needs of the business.

The recruitment and training procedure covers the important aspect of training, from induction training, verifying competence / skill and qualifications against the job requirements, through to reviewing understanding and commitment to the company's QEHS policy and QEHS improvement initiatives.

Encouragement in generating QEHS improvement suggestions is also a key element of both training and ongoing development.

A training record is generated to record each individual’s qualifications, confirm induction training and the review, understanding and acceptance of the QEMS procedures.

These, together with any quality feedback (good and/or bad) will be reviewed at selected Management Review meetings or personal assessment reviews so ongoing monitoring of competence and training needs can be achieved and actions implemented to improve overall QEHS standards.       
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ISO 9001/14001/OHSAS 18001

Section  7.
PRODUCT REALISATION

(7.1 / 7.2)

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   3.1.     Contract Review 

____________________________________

COMPLIANCE SUMMARY 

The above procedure meets the requirements of this element of the standard by ensuring all enquiries are recorded and copies retained of clients requirements. Tender responses and quotation copies are issued as required with the items all meeting current legislative requirements in terms of quality, environmental aspects and safety in use.

All aspects are reviewed at the initial stage to establish whether the temps required can be supported in the timescale required. All elements are reviewed to establish if the requirement can be achieved from available capacity and capability, if appropriate, and on receipt of order confirmation the details are recorded with key parameters used to measure performance. Environmental impact aspects are encompassed within the acceptance review to ensure the most environmentally acceptable approach is taken with regard to both materials used and processes carried out.

Any verbal orders are recorded and "read-back" to the client to verify correct recording with computerised contracts raised to support it on acceptance. Should any subsequent changes be agreed then they are documented and all involved are notified to minimise the risk of non-conformances.

On completion of any checks the order is processed in line with the process control procedure and the clients requirements.

The process also incorporates details of communication mechanisms and contacts
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ISO 9001/14001/OHSAS 18001

Section  7.3
DESIGN & DEVELOPMENT

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

NA
____________________________________

COMPLIANCE SUMMARY 

There are no procedures to cover this element as the company do not design anything
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ISO 9001/14001/OHSAS 18001

Section  7.4
PURCHASING

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary  :

______________________________

QEHS PROCEDURE(S)

Section 5.1.   Supplier Approval 

Section 5.2.   Purchasing System

_____________________________________

COMPLIANCE SUMMARY

The procedures define both a mechanism for approving suppliers and maintaining their status / performance, including generating a controlled  "approved supplier list”.  It utilises a supplier quality questionnaire as an option for review with performance records as part of the approval process with the option of requesting supplier audits for resolution of concerns / corrective actions or agreeing certificates of conformity if appropriate.

Management Review meetings will routinely be the mechanism for monitoring an overview of supplier performance periodically to determine re-evaluation, though specific negative quality issues are addressed via the Non - Conformance / Corrective action procedure. 

The purchasing system defines the detail elements necessary to ensure clear information is given to the "approved supplier" following review and authorisation by defined persons who are responsible for verifying purchase order details agree with required specification(s) where appropriate (including controlling subsequent agreed changes). 
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 ISO 9001/14001/OHSAS 18001 

Section  7.5.4.   CUSTOMER PROPERTY

 Compliance with this section / element of ISO 9001/14001/OHSAS 18001is achieved by implementing the QEHS Procedures identified below, preceding the compliance summary : 

______________________________

QEHS PROCEDURE(S)

Section 3.       Contract Review 

Section 6.       Process control 

_____________________________________

COMPLIANCE SUMMARY

Handling and control of temps personnel record information (i.e. qualifications, medical info etc..) is supported, in line with the process control procedures in line with current data protection legislation. 

The process follows the same control mechanisms as above procedures with any issue re. any PPE equipment or materials issued, referred to with the temp to agree resolution.
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ISO 9001/14001/OHSAS 18001

Section  7.5.3.   IDENTIFICATION & TRACEABILITY

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary  :

______________________________

QEHS PROCEDURE(S)

Section 3.1
Contract Review 

Section 5.       
Purchasing             

Section 6.       
Process control 

_____________________________________

COMPLIANCE SUMMARY

The above procedures encompass the product identification and traceability control necessary to meet the requirements of this element of the standard.  

From receipt of clients specified requirements through the Contract Review procedure, details of the clients order requirement is identified against temp labour requirements through the process control stages, including all the inspection elements.

This reference is maintained for any purchase requirements in support of the order processing and follows on through to supply of the temps, as required, together with the associated documentation. 
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ISO 9001/14001/OHSAS 18001 

Section  7.5.1.
CONTROL OF PROCESSES

Section 7.5.2.
VALIDATION OF PROCESSES – N/A

Section 7.5.5.
PRESERVATION OF PRODUCT

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary  :

______________________________

QEHS PROCEDURE(S)
Section 6.     
Process Control

_____________________________________

COMPLIANCE SUMMARY

The above procedures encompass the control necessary to meet the requirements of these elements of the standard. 

The process control procedure defines the process from Contract Review with the customer to identify their temp. labour requirements and processing it to meet the required specification, in a timescale to meet the client’s requirements.

All the pertinent control mechanisms of inspection and testing and status control  are in place for supplying temps to meet the client’s service requirements, ensuring any equipment monitoring aspects are met, and status recording is carried out with inspection records maintained.  This includes monitoring compliance with Non-Conformance’s recorded and actioned against that procedure, as appropriate. 

Customer complaints are recorded, investigated, actioned and filed following the Non-Conformance procedure and monitored at Management Review meetings.

Special processes are not applicable.   
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ISO 9001/14001/OHSAS 18001 

Section  7.6
 CALIBRATION

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary  :

______________________________

QEHS PROCEDURE(S)

Section 7.1.    Calibration of inspection, measuring and test equipment 

_____________________________________

COMPLIANCE SUMMARY

The above procedure encompasses the review and control mechanisms to ensure that all equipment requiring control to accurately measure or test what it is expected to verify, is listed and controlled.

The calibration control defines the requirements for the equipment needing to be calibrated.  It covers listing and identifying the equipment, referencing to a national standard and how it will be achieved, the frequency of calibration checks, who is responsible for maintaining compliance and how the equipment is identified as being in a current state of compliance. 

Line Management maintain control of this activity with a list of the equipment in question on which the calibration details are recorded as well as the physical identification on the equipment. 
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 ISO 9001/14001/OHSAS 18001 

Section  8.3
CONTROL OF NON-CONFORMING PRODUCT

Section 8.5.2.
CORRECTIVE ACTION

Section 8.5.3.
PREVENTIVE ACTION

Compliance with these sections / elements of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary.  

______________________________

QEHS PROCEDURE(S)

Section   8.1.     
Continual Improvement Feedback 

Non - Conformance and Corrective / Preventive Action

_____________________________________

COMPLIANCE SUMMARY 

The above procedure encompasses both non-conformance and corrective / preventive actions to ensure that all aspects are addressed.

Cross reference throughout the procedures is made in relation to evoking this procedure should a Non - Conformance be identified. The procedure defines responsibility and the progressive steps to establish the problem, the cause, the short term solution, if appropriate and the longer term investigation to take steps to prevent a reoccurrence.

The procedure is also supported by a Non - Conformance / Corrective Action form which illustrates the necessary information to be recorded and relevant agreed resolutions to resolve the issue(s) including time scales.

Copies of all recorded Non - Conformances / Corrective actions are issued to the Quality Manager for inclusion in subsequent Management Review meetings to support the overview review and confirm that the agreed actions have been closed out and reviewed all aspects.  The feedback analysis is also used to improve the service levels offered to customers and links into Quality and/or Environmental improvements.
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ISO 9001/14001/OHSAS 18001 

Section  8.2.2.  INTERNAL AUDITS

Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS Procedure(s) identified below, preceding the compliance summary  :

______________________________

QEHS PROCEDURE(S)

SECTION 10.

Section 11.1.   Internal Quality  & Environmental Audits 

_____________________________________

COMPLIANCE SUMMARY

The above procedure covers the important aspect of internal monitoring of compliance with the defined procedures in a structured and co-ordinated way so that all aspects of the system and hence the "standard" are reviewed at least once a year. 

All company internal auditors will have recorded training to carry out effective audits on the system and will be independent of the areas they are auditing or external qualified auditors will be utilised.

An audit plan form has been generated to record the elements of the system to be audited, when they will be audited, who will be auditor(s) and auditee(s) and the frequency of audit for those elements and guidance notes are also generated to supplement training and for reference.

An Internal Audit form has also been generated to support recording of the audit, which can be used to establish an initial checklist for each area relating to key aspects or can be completed as part of the audit. Its completion involves recording who the auditor(s) and auditee(s) are, which area(s) or element(s) have been audited and when. Also recording of what has been checked and the results, referenced against the relevant in - house procedure and identified for any non-conformances if they occur. 

Completed copies are issued to the Quality Manager for inclusion in subsequent Management Review meetings as well as being circulated to all relevant personnel.                                                  
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 ISO 9001/14001/OHSAS 18001 

Section  8.
MEASUREMENT, ANALYSIS & IMPROVEMENT

(8.1 / 8.2.1. / 8.2.3. / 8.2.4 / 8.4 / 8.5)

 Compliance with this section / element of ISO 9001/14001/OHSAS 18001 is achieved by implementing the QEHS procedure(s) identified below, preceding the compliance summary. 

______________________________

QEHS PROCEDURE(S)

Section   1.5.
Data Trend Analysis

Section   1.6.
Customer Satisfaction Monitors

Section   6.4.
Continual Improvement

Section   8.1
Continual Improvement feedback – NCF/CPA’s

___________________________________

COMPLIANCE SUMMARY

The above procedures encapsulate the requirements of the elements of the standard listed above it. From planned quality improvements against specific initiatives through agreeing and monitoring key performance measures from contract review and through process control and all the associated procedures the data is recorded.

This is then analysed and presented in various formats for review to establish whether targets are being maintained or improvements achieving the planned benefits.

Feedback is taken from all key points of the process and from customer feedback, is analysed and reviewed and where appropriate is actioned to monitor and gauge success of improvement initiatives, related to customer satisfaction, products and services through the associated processes and suppliers.
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