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1.
Objective

This procedure is to provide instructions for continual improvement to rectify the non-conformance in the Quality System.
2.
Scope


This procedure is applicable to corrective actions taken at the NREB Headquarters.

3.
Definition

CORRECTIVE ACTION is any action taken to rectify non-conformance of the Quality System.

IMPROVEMENT TEAM is a group of 4 to 10 officers appointed by the relevant Section Head to solve and analyze problems affecting their work or workplace and develop solutions or corrective actions in a logical manner. 


RELEVANT OFFICER is an officer from the particular section related to the non-conformance issue/matter. 


SECTION HEAD is a person who is in-charge of a Section. In the absence of Section Head, Secondary Responsible Officer will take charge of the Section. 

4.
Abbreviation

i. AHRF
-

Administration, Human Resource and Finance 

ii. DC
-

Deputy Controller

iii. EEP
-
 
Environmental Education and Publicity 

 

iv. MRM
-

Management Review Meeting

v. NREB
-

Natural Resources and Environment Board
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5.
Details of Procedure
	No.
	Action


	Responsibility

	a.
	Ascertain all aspects of non-conformance based on the following factors :-

i. Recommendation from staff through employee suggestion. Refer PK-NREB-011(MA).
ii. Customer’s comment and suggestion. Refer PK-NREB-011(MA). 

iii. Quality Audit Report (Non-conformance raised by auditors). Refer PK-NREB-005(MA).
iv. Feedback from media

v. Management decision (directive or feedback from SMM/MRM )


	Section Head (AHRF)

Section Head

Section Head

Section Head (EEP)

Section Head 



	b.
	Appoint relevant officer(s) to identify the cause of non-conformance.
 
	Section Head

	c.
	Fill in the Corrective Action Form (Appendix II) 

Note: The non-conformance(s) raised by auditors has been dealt with in the Non-Compliance Report (NCRs). As such Corrective Action Form is not required to be filled.

	Relevant Officer(s)

	d.
	Suggest corrective actions. Determine risks and opportunities during this planning stage, if there is any. Forward to Section Head for further evaluation and comment.

	Relevant Officer(s)

	e.
	Evaluate and comment on the proposed corrective actions. Forward to DC for decision.

	Section Head

	f.
	Review and decide the recommendation for corrective actions. If the actions are major, agreement from CEQ will be sought.


	DC
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	No.
	Action


	Responsibility

	g.
	Implement and record the results of the corrective action within the agreed time frame.
	Relevant Officer(s)

	h.
	Monitor and report the status of the corrective action in the MRM. 


	Section Head


6.
Quality Record

	No.
	Name of Record
	Retention Period
	Location



	a.

b.

c.

d.

e.

f.
	Suggestion from employee

Record on customer’s complaints

Suggestion from customers

Newspapers cutting

Minutes of the Management Review Meeting

Quality audit report
	5 years
	20th Floor

(Administration, Human Resource & Finance Section)




7.
Appendices

i. Appendix I
-
Flow Chart for Corrective Actions

ii. Appendix II
-
Corrective Action Form
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