Fix-a-Form International Ltd 



QMS & EMS POLICY MANUAL

Q1 COMPANY PROFILE

In 1982 Fix-a-Form International Limited was established as part of the Denny Bros Group to create worldwide availability of Fix-a-Forms through locally manufacturing licensees throughout the world.

The company has two main areas of activity:

1) Designing, manufacturing, and supplying specialist ‘converting equipment’ 
2) Licencing intellectual property & trademarks and providing associated marketing, sales training, and technical support.

The company employs 10 staff and operates from a modern factory unit in Bury St Edmunds, Suffolk.

The team consists of mechanical engineers, fitters, machinists, electrical service technicians, management, and administration staff.
The company undertakes special projects and provides breakdown support.

Q2 QUALITY POLICY

The policy of Fix-a-Form International Limited (FFI) is to work closely with its Licensees to develop specialist equipment from concept to commissioning and beyond, which meet their expectations, are delivered on time, fully operational and compliant with relevant requirements.

This policy is supported by the Directors of FFI and is implemented by the following:-

· Working closely with Licensees to interpret their requirements correctly.

· Communicating requirements to staff effectively and unambiguously.

· Providing a suitable infrastructure and work environment.

· Recognising the value of its employees by seeking to train and develop workforce skills.

· Setting and monitoring objectives and targets for continual improvements.

· Providing a quality assurance system based on the minimum requirements of ISO 9001:2015
By adhering to this policy FFI intend to maintain long term stability and growth, encouraging further business from existing and new Licensees thus providing security and job satisfaction to all its employees.
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Q3 ENVIRONMENTAL POLICY

Fix-a-Form International Limited (FFI) is committed to ensuring continual improvement to the nature, scale, sustainability and environmental impact of its activities, products, and services. The company is committed to compliance with current environmental legislation and regulations, the protection of the environment, the prevention of pollution, and with all other relevant compliance requirements.

FFI is committed to an environmental management system (EMS) which is compliant as a minimum to ISO 14001:2015.  The purpose of the EMS is to demonstrate continual improvement of the company’s performance with regards to its environmental objectives and targets, and that it is fully communicated to all the company’s employees and to relevant interested parties.
Signed






Signed

A H Denny






C M Jones
Chairman






General Manager









Q4.1 SCOPE 
The Scope of registration for both ISO 9001 and ISO 14001 is:

‘The design, manufacture, installation and servicing of specialist label converting equipment.’

Q4.2 BOUNDARIES OF THE QMS/EMS
The boundaries for the QMS is the Fix-a-Form International Limited (FFI) business located at Kempson Way, Bury St Edmunds and the relevant Licensee sites.  Denny Bros Ltd is both sister company to FFI and a Licensee.  Willowbridge Labels and Richard Ching & Son Ltd are a sister companies to FFI. All the companies operate independently but share common Directors and common ownership under Denny Bros Holdings Ltd.  Some common functions exist, for example Accounts, however all three businesses are operated independently.
The boundaries for the EMS is the FFI business located at Kempson Way, Bury St Edmunds, however this does not extend to relevant Licensee sites except Denny Bros Ltd where it shares some waste arrangements, and it shares a common energy and water supply with both Denny Bros Ltd and Willowbridge Labels Ltd.  It also shares common Emergency procedures across the Kempson Way site.
Condor Tool & Die Ltd, operates from the Kempson Way site is owned by FFI however it is not included with the QMS or EMS.
Q4.3 APPLICABILITY OF THE QMS/EMS
All clauses of ISO 9001:2015 and ISO 14001:2015 are considered to be applicable to the QMS and EMS operated by Fix-a-Form International Limited
Q5 QMS & EMS DESCRIPTION
This management system shall be recorded and maintained in accordance with the requirements of BS EN ISO 9001:2015 and BS EN ISO 14001:2015 requirements in a single document comprising four sections as detailed below
1. Sections beginning with Q denote Policy Manual documents. The Policy Manual is intended to provide staff and Licensees with essential information about Fix-a-Form International Limited. 

2. Sections beginning with QAP denote procedures which are largely related to Quality Assurance.  These Procedures form the bulk of the document, and detail the purpose, scope and responsibility for each procedure.  Procedures are written in flowcharts wherever possible to aid clarification and reduce document size.  Sections beginning with EMS denote procedures which are largely related to Environmental Management.  There may be some overlap between QMS and EMS as should be expected within an integrated system.
3. Documents beginning with S followed by 2 digits denote Forms.  Forms used in the management system are contained at the rear of the manual, and copies as required are retained at point of use.  

4. Sections beginning with WI denote Work Instructions.  Where a greater level of detail than is normally recorded in a Procedure becomes necessary, a Work Instruction has been written.  

Fix-A-Form International Ltd (FFI) works as a small team producing a highly technical and complex product.  Effective Communication is achieved by formal documentation, regular meetings as required for each machine build, and using notice boards to display information.  

The effectiveness of the management system is confirmed by a planned system of internal audits and management review.  The focus of the management system is to demonstrate continual improvement in the label converting equipment designed, manufactured, installed and serviced by FFI.
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MANAGEMENT PROCEDURES
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