


QUALITY MANUAL 
  
 
 
 
 

 
 

C:\DATA\Data2\Admin\Quality\Official docs\QualityManual.Aug2008.doc                Page 1 

1. SCOPE ......................................................................................................................................................... 2 

2. EXCLUSIONS............................................................................................................................................... 2 

3. QUALITY POLICY ........................................................................................................................................ 2 

4. RESPONSIBILITIES..................................................................................................................................... 3 

4.1 Management ............................................................................................................................................. 3 

4.2 Supervisors ............................................................................................................................................... 3 

4.3 Operatives................................................................................................................................................. 3 

4.4 Quality  Management System Representative .......................................................................................... 3 

5.  PROCEDURES ........................................................................................................................................... 4 

5.1 Project Proposal (QMS1) .......................................................................................................................... 4 

5.2 Project Planning (QMS2a)  and Materials Handling (QMS2b)................................................................... 5 

5.2.a Project Planning................................................................................................................................. 5 

5.2.b Materials Handling ............................................................................................................................. 6 

5.3 Project Realisation (QMS3)....................................................................................................................... 7 

5.4 Staff Development (QMS4) ....................................................................................................................... 8 

5.5 Supplier Selection Process (QMS5) .......................................................................................................... 9 

5.6 Non-Conformance Record and Actions (QMS6) ..................................................................................... 10 

5.7 Document Control (QMS7)...................................................................................................................... 11 

5.8 Internal Audit Procedure (QMS8) ............................................................................................................ 13 

5.9 Management Review (QMS9) ................................................................................................................. 14 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



QUALITY MANUAL 
  
 
 
 
 

 
 

C:\DATA\Data2\Admin\Quality\Official docs\QualityManual.Aug2008.doc                Page 2 

1. SCOPE 

 
1.1 The installation of synthetic resin surface coating products including floor, wall, roof and decorative 

applications. 
 
 
2. EXCLUSIONS 
 
2.1 7.3 Design & Development. No design requirement.  Resin capability is outlined and manufactured by 

suppliers and we install in accordance with the technical guidance.  
2.2 7.6 Control & Monitor of Measuring Devices.  No calibration and measuring devices. 
2.3 All Asbestos related work (surveys and removals) is excluded from this policy. These are subject to 

different regulations and requirements and are audited by HSE. 
 
 
3. QUALITY POLICY 
 
3.1 We recognize that a quality installation of synthetic resin surface coatings is of the highest importance to 

our clients and that long term business success is dependent upon client satisfaction.  
 
3.2 It is our policy to ensure continual improvement in the company’s quality management system.  This will 

be achieved through: 
 

• Complying with all statutory and regulatory requirements, particularly health and safety. 
 

• Our commitment to meet the requirements of ISO 9001:2000. 
 

• Communicating effectively with clients to understand their needs and ensure clients  have 
 adequate information to enable them to make appropriate decisions. 

 
• Planning in advance to minimise inconvenience to client’s personnel and activities. 

 
• Setting and measuring quality objectives and carrying our regular reviews. 

 
• Ensuring availability of resources. 

 
• Ensuring all personnel are appropriately trained or supervised and provided with appropriate 

 information. 
 

• Sourcing products from approved suppliers. 
 

• Ensuring the quality policy is publicity available and communicated throughout the  company. 
 
 
 
 
 
   
Signed ………………………………………………………… 
  
 For and on behalf of Oasis Environments Limited 
  
Date July 2008…………………………………….… 
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4. RESPONSIBILITIES 
 

4.1 Management 
 

Management shall be responsible for the following matters: 
 

• To ensure appropriate resources are available; 
• To ensure personnel are trained and provided with suitable information; 
• To liaise with clients to discuss their requirements; 
• To ensure clients understand the different products available and that the agreed product will 

 match their requirements; 
• To agree timescales; 
• To ensure all personnel are clear in their understanding of pursuance of quality; 
• To ensure quality objectives are set, measured and reviewed; 
• To investigate all complaints or client dissatisfaction and resolve;  
• To ensure appropriate site machinery, tools, equipment and consumables are available. 

 
4.2 Supervisors 
 
 The responsibilities of site supervisors shall be: 

 
• To set a good example; 
• To ensure work areas are kept clear; 
• To review each stage of the project and ensure a high standard has been achieved; 
• To ensure young or inexperienced workers are shown correct methods of work; 
• To report any failings or defects to management; 
• To report any major deviations from the issued Method Statement to management. 

 
4.3 Operatives 
 
 Operatives have a duty: 

 
• To seek guidance on any matters on which they are unsure; 
• To maintain work areas in a clean, safe and tidy manner; 
• To report any defects in equipment or materials to management/supervisors; 
• To use the appropriate tools and equipment for the task; 
• To make suggestions whereby working arrangements can be improved; 
• To follow and incorporate guidance given.  

 

4.4 Quality  Management System Representative 
 
The QMS representative has a duty: 
 
• To maintain and update the Quality File, including the Quality Manual; 
• To maintain the job files and ensure all documentation is in place; 
• To make suggestions whereby procedures or documentation can be improved; 
• To ensure the client has been contacted to ensure their satisfaction prior to invoicing; 
• To attend Management Reviews and audits and contribute as appropriate; 
• To ensure non-conformances are closed off within timescales and liaise with management to ensure 

this occurs; 
• To carry out other tasks as appropriate in the pursuance of continual quality improvement and 

compliance with requirements of ISO9001. 
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5.  PROCEDURES 
 
5.1 Project Proposal (QMS1) 
 
5.1.1 The process the company will follow when quoting for new work: 
 

• The quotation stage is essential to ensure clients’ requirements are understood and all factors have 
been included. 

 
• The company will arrange to visit site to determine layout, all factors have been included and 

discuss options with clients to determine their requirements.  
 
• Where a specification has already been prepared to ensure all aspects of the specification are 

included. 
 
• To regularly review unsuccessful tenders and feed information into improvement programme. 
 
• Client understanding of the flooring process and expected finish is essential as each floor is in situ 

applied and not off the shelf.  
 
• The company must ensure that they make themselves aware of expected timescales. 

 
 

REVIEW SPECIFCIATION

Regularly review ‘Quote & Letter’ record 
book to review unsuccessful tenders 
following up relevant outstanding quotes. 

Annotate Quote & Letter Book. 

    Is there a formal specification?       

                 NO           YES 

Initial client contact: New or Existing 

Site visit to determine options and 
discuss with client their requirements. 

Outline specification and provide client 
with quotation.  Use ‘RESIN QUOTE’ 
form. Proof-read prior to sending.

Make note of quote in ‘Quote & Letter’ 
record book. Each quote to be allotted 
consequential number.

File copy of quote with all pertinent 
details in Quotes Pending file. 

Management to sign and 
date spec once reviewed.  

Save quote under quote number in 
C: DATA/Data1/Admin/Quotes

If non-standard application, 
refer to technical expertise of 
manufacturers. If standard application, create 

specification using known products. 

If appropriate, a test piece can be 
arranged for the client to ensure 
correct interpretation of client 
requirements.
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5.2 Project Planning (QMS2a)  and Materials Handling (QMS2b) 

  
5.2.1 The process the company will follow when planning new work: 
 

• Upon receipt of order/instruction the company will order material to ensure adequate delivery time.  
 

• Adequate material should be arranged.  This is done on receipt of instruction as there is usually a 
 lead-in period. 

 
• A record of materials ordered should be kept. 

 
• Timescales should be confirmed and planned. 

 
• Offer substrate testing, subject to an analytical fee, for client approval. 

 
• A suitable SSOW and site outline will be written. 

 
• Non-special materials include sand/cement etc. All resins will be special. 

 

5.2.a Project Planning 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

CLIENT CONTACT

Review of details found in Quotes 
Pending file. 

Create Job File. 

Include in Job File a 
“Job Notes” Sheet. 

Review job against standard 
Method Statement. Adjust as 
appropriate and clearly identify any 
critical tasks and ensure  operative 
awareness, particularly for non-
standard products. The MS must 
reflect desired practice and be 
properly communicated. Save in 
DATA/Data1/Admin/Quotes. Form a 
Men’s Job File.  

Send copy of MS, SDS and 
technical data sheets to client. 
Covering letter should state 
commencement date and duration. 

Annotate job notes 
sheet any important 
conversations/ 
actions. These notes 
to be handwritten. 

Relocate copy of quote 
from Quotes Pending 
file to job file. 

Record details in Job Log 
Datasheet. 
(DATA/Data2/Admin/Quality/ 
JobLog/JobLog.xls) 

The MS states that no allowance 
has been made for substrate 
testing. If required, a sample should 
be taken and sent to Envirochem 
for analysis. 

Follow QMS2b 
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5.7 Document Control (QMS7) 

 
 
 
5.7.1 

  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 

Requirement for amending document 
or developing new document. 

Approve draft. 

Check if suitable.

Amend official documents with latest file 
reference. Save document in 
DATA/Data2/Admin/Quality/Official Docs
 

Archive paper copy and file in 
appropriate ‘Archived Docs’ folder.

Amend official documents list 
(DATA/Data2/Admin/Quality/ 
OfficialDocs) and save with latest file 
reference. 

Print new official documents list and 
new document and file paper copies 
in the appropriate section of Quality 
File.

Issue the new version to appropriate 
persons. 
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5.7.2 External Document Control: 
• External documents are to include manufacturers SDS and technical data sheets. 

 
 
 
 
 

 
 

 

Safety Data Sheets (SDS) and Technical 
Data Sheets (TDS) are obtained from 
suppliers for the standard product range. 

They will be saved in 
C:DATA/Data2/Admin/Quality/ Official 
Docs/External Docs under 
ProductName.Date.doc. The date is to be 
when the document was last revised, 
which may be 2000 or before. The official 
external document list will be created and 
maintained. 

Non-standard SDS and TDS 
will be obtained as required, 
i.e. downloaded directly from 
the suppliers’ web site. 

An e-mail will be sent to all approved 
suppliers requesting notification of any 
changes to the SDS/TDS. 

At 6 monthly intervals to audit SDS and 
TDS to ensure the versions in use are the 
current ones. 

Record results of audit on the ‘TDS/SDS 
Checklist’ 

Product folders will be 
created that contain SDS and 
TDS for standard products. 
Each supervisor will be 
given one. 

Should there be changed to 
any of the TDS/SDS (either 
picked up at audit or e-
mailed by supplier) the folder 
should be updated. 

Put non-standard TDS/SDS 
in men’s job file. 
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5.8 Internal Audit Procedure (QMS8) 
 

 

Refer to Audit & MR schedule.

Prepare for Audit by scheduling a meeting. 
An independent person (consultant) should 
be present along with management and the 
QMR. 

Carry out audit using audit checklists. 

Record details onto audit checklists along 
with any comments made, documents 
sampled etc. Save as AC.date.doc

Is all in order? 

Record any non-
conformances in the NC 
Log and follow QMS6 as 
appropriate. 

Complete schedule and 
file.

Complete schedule and 
file

Yes No 
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5.9 Management Review (QMS9) 
 

Refer to Audit & MR schedule. 

Prepare for Management Review by 
scheduling a meeting. Management 
and QMR should be present (at a 
minimum). Refer to previous MR 
minutes prior to meeting in order to 
collate appropriate information. 

Carry out Management Review 
using ‘MR Agenda’ form and minute 
all appropriate information. Save 
minutes as MRminutes.Date.doc

Is all in order? 

Record any non-
conformances in NC Log 
and follow QMS6 as 
appropriate. 

Complete schedule and 
file.

Complete schedule and 
file. 


