QUALITY OBJECTIVES AND PLANNING TABLE

ADMINISTRATION, HUMAN RESOURCE AND PLANNING TABLE

	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	1
	To carry out post-EIA monitoring at least once a year on on-going projects

	Post-EIA monitoring is carried out for all on-going projects


	Manpower

Office Vehicle

Office facility – GPS, Camera, computer, fax, telephone, photocopy machine
	Section Head- Compliance and Enforcement SECO

ECO

AECO

EA


	Monitoring Report is prepared and submitted after every visit to the project site
	Statistical data on post-EIA monitoring

Number of post-EIA  Monitoring Report submitted by the staff

	2
	To evaluate all environmental reports, except for reports on mega or sensitive projects, within 90 working days; 


	Reports received will be evaluated within the stipulated time period
	Manpower

Office facility – computer, fax, telephone, photocopy machine
	Section Head- Environmental Regulation SECO

ECO

AECO
	Upon approval of the reports
	Statistical data on EIA Reports received and approved

	3

	To evaluate the Environmental Monitoring Report (EMR) within 15 working days;

	Reports received will be evaluated within the stipulated time period


	Manpower

Office facility – computer, fax, telephone, photocopy machine
	Section Head- Compliance and Enforcement SECO

ECO

AECO


	Upon completion of the evaluation of the reports
	Statistical data on number of EMR received and evaluated


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	4
	To investigate public complaints relating to environmental issues and to produce the investigation report within twelve (12) working days for appropriate follow-up action;


	Public complaints will be investigated within the time period.
	Manpower

Office Vehicle

Office facility – GPS, Camera, computer, fax, telephone, photocopy machine
	Section Head- Compliance and Enforcement SECO

ECO

AECO

EA


	Upon completion of the Investigation Paper (IP) 
	Investigation Paper is prepared for the public complaints received by the NREB

Action taken based on the recommendation made in the IP



	5
	To process and make payment within fourteen (14) days upon receipt of complete bills and claims from the NREB’s clients and staff;


	All bills and claims received are processed for payment within the time period
	Manpower

Office facility – System, computer, photocopy machine


	Sr AO

Accountant

AO

AAO

AA (F)


	Upon completion of payment within the time period of 14 days
	Statistical data on payment



	6
	To process applications for open burning permit within twelve (12) working days;


	All applications received for open burning permits are processed for approval within the time period
	Manpower

Office Vehicle

Office facility – GPS, Camera, computer, fax, telephone, photocopy machine


	Section Head- Environmental Regulation 

ECO

AECO
	Application for permit is decided whether it is approve or not approve 
	Statistical data on number of open burning permits processed by the NREB




	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	7
	To process applications for registration of new EIA Consultant within fourteen (14) working days; 


	All applications received for registration of new EIA Consultant will be processed within the time period


	Manpower

Office facility – computer, fax, telephone, photocopy machine


	Section Head- Environmental Regulation 

ECO

AECO
	Application for new EIA Consultant is decided whether the appointment to become EIA Consultant is  approve or not approve
	Statistical data on number of new EIA Consultant 

	8
	To process applications for renewal of registration of EIA Consultant within four (4) working days.


	All applications received for renewal of registration of new EIA Consultant will be processed within the time period


	Manpower

Office facility – computer, fax, telephone, photocopy machine


	Section Head- Environmental Regulation 

ECO

AECO
	Application for renewal of EIA Consultant is decided whether the appointment to renew the registration as an EIA Consultant is  approve or not approve
	Statistical data on number of application to renew the appointment as an EIA Consultant 


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	1
	To ensure that the management review meeting is conducted effectively and the quality system is continuously reviewed and improved 

(Management Review Meeting)


	To conduct MRM at least twice a year
	Manpower

Office facility – computer, fax, telephone, photocopy machine
	CEQ

DC

All Sections Heads

AO

Internal Quality Auditor
	After each meeting is conducted based on notice of meeting
	MRM Minutes

	2
	To ensure that all the quality documents used in the Quality System are approved, up-dated and properly controlled

(Document and Data Control)


	To manage the quality documents in line with the requirements of the quality management system
	Manpower

Office facility – computer, fax, telephone, photocopy machine
	Sr AO

AO

AA (C/O)
	When action is taken on the request:

a. To document new procedure; or

b. To amend existing procedure/

record


	New procedure is documented and distributed to the Document Holder; or

Quality Procedure is amended and distributed to the Document Holder

	4
	To provide guidelines for purchasing and acquisition of goods and services 

(Purchasing)


	Purchasing is made either through direct purchase, quotation, tender or  waiver of quotation/tender

	Manpower

System


	Sr AO

Accountant

AO

AAO

AA (F)


	Upon delivery of goods or completion of services 
	Signing of acknowledgement receipt of goods/services in the service order


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	5
	To provide guidelines for continual improvement in order to rectify the non-conformance and to be proactive in detecting and preventing non-conformance in the Quality System. 

(Corrective Action)


	To make correction on the none conformance based on the  IQA findings, directive given by the management, decision made during meetings, etc.
	Manpower

Office facility – computer, fax, telephone, photocopy machine
	All respective officer 
	When action is taken on the corrective action by the respective officer
	Upon verification by the auditor/Section Head/Management Representative

	6
	 To examine whether work process is implemented as documented in the quality system.

 To provide feedbacks to the management on the effectiveness of the quality system implementation.

(Internal Quality Audit)


	Audit will be conducted twice a year on the quality management system practices 
	Manpower

Office facility – computer, fax, telephone, photocopy machine
	Management

IQA
	When audit  is conducted based on the notice of meeting
	Audit Final Report will inform on the result of the audit and findings will be reported as Minor, Major or Observation.

	7
	To provide guidelines to control the Quality Records related to the quality system Quality Record

(Control of Quality Record)
	To control the quality records – files, documents, reports related to the quality system
	Manpower

Filing System

Storage Room 
	Sr AO

AO

AAO

AA(C/O) 
	Upon satisfactory processing of request to retrieve files/records or to distribute letter/reports to the customers


	Feedback from staff on the internal service provided by Registry Unit

	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	8
	To provide guidelines on training for capacity building of the NREB’s staff 

(Training)


	To train staff and to meet the required training hours
	Manpower

Training Budget

TNA
	Sr AO

AO

AAO

AA (C/O) 
	Upon meeting the required training hours
	Statistical data based on Training Log and training record



	9
	Provides the guidelines on the handling of public complaints to ensure these complaints are efficiently and effectively dealt with and corrective actions (if any) are undertaken. 

(Handling Public Complaint) 

	To investigate public complaints and taking necessary action to address/solve the complaint 
	Manpower
Budget

Office facility- transport, GPS and Camera

PPE
	Section Head – Compliance and Enforcement

SECO

ECO

Investigation Officer

AECO

EA
	Upon completion of investigation and preparation of Investigation Paper
	Investigation paper is prepared and action taken to resolve the complaint; or
Case being referred to SAG for prosecution



	10
	To ensure the accuracy and reliability of measuring or testing equipment is maintained and fit for use
(Calibration of Equipment)


	To calibrate the equipment according to the manual
	Manpower – skill in performing the calibration

Equipment

Budget
	SECO

ECO

SAECO

AECO

EA

Lab Assistant 
	Each time after the equipment has been calibrated and fit for use
	Record of calibration must be updated for the respective equipment


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	11
	To prepare data which is vital to assess, control, improve and monitor work processes 

(Statistical Data)


	Statistical data of the respective quality objectives is prepared for information and monitoring of performance

	Manpower

Office facility – computer, fax, telephone
	Section Heads- Environmental Regulation, Enforcement and Compliance, Monitoring and Reporting and Administration, Human Resource and Finance Sections
SECO

ECO

AO

Accountant

Sr AAO

AAO

AA (Finance)

 
	Upon submission of statistical data to SAO and the frequency is half yearly (Jan-June) and (July-Dec) 
	Data is compiled and tabled in the Management Review Meeting


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	12
	Review on customer’s satisfaction and quality objectives are carried out for continual improvement to the implementation of the quality management system
(Review of customer’s satisfaction)


	Review on customer’s satisfaction will be carried to NREB’s customers – Board Members, Government Departments, EIA Consultant, etc. 


	Manpower

Office facility – computer, fax, telephone
	Section Heads- Environmental Regulation, Enforcement and Compliance, Monitoring and Reporting and Administration, Human Resource and Finance Sections

SECO

ECO

AO

Accountant

Sr AAO

AAO

AA (Finance)

 
	Upon submission of survey data to SAO and the frequency is half yearly (Jan-June) and (July-Dec) 
	Survey Data is compiled and report tabled in the Management Review Meeting



	13
	To ensure all the non-conforming products are identified and prevent against unintended use and rectified for conformance
(Control of Non-Conforming Product)


	All non-

conforming products will be handled in accordance to the requirements of the procedure
	Manpower

Office facility – computer, fax, telephone
	Sr AO

AO

Sr. AAO

AAO

AA (Finance)
	The supplier has taken action to rectify or replace the product which do not conform to the requirements


	Vendor Corrective Action Request form shall be completed by the supplier when action has been taken on the non-conformance


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	14
	To register the EIA Consultants for both new and its renewal with NREB
(Registration of EIA Consultant)


	Application by the EIA Consultant will be processed within the stipulated time period:

a. New – 14 working days

b. Renewal – 4 working days


	Manpower

Office facility – computer, fax, telephone
	Section Head – Environmental Regulation

ECO

AECO


	EIA Consultant has been informed on the result of the application
	Statistical data on the approval of the application

Official letter sent to the EIA Consultant to notify on the approval

	15
	A process for risk management which includes risk identification risk controls and risk monitoring and reporting
(Risk Management)


	To ensure that when risk being encountered it shall be handled in accordance to the Risk Management procedure – PK-NREB-014

(MA)


	Manpower

Office facility – computer, fax, telephone
	All staff of NREB Headquarters 
	Risk is being handled according to the List of Issues and Interested Parties Table
	Statistical data on risk 

Report on action taken when risk occured


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	1
	To determine whether a proposed development project is a prescribed activity requiring environmental impact assessment (EIA)
(Screening)


	To screen whether EIA is required or otherwise for a proposed development project as stipulated under the First Schedule of the Natural Resources and Environment (Prescribed Activities) Order, 1994. 
The screening process is applicable only if the Project Proponent refers the project proposal to the NREB. 

	Manpower

Office facility – computer, fax, telephone, photocopy machine
	CEQ

Section Head - Environmental Regulation Section
ECO 

AECO
	A letter will be issued to the project proponent to inform on the decision.
	Letter issued to the project proponent.

	2
	To determine the depth and coverage of an EIA Study. 
(Scoping)

	Scoping Meeting will be organised upon receipt of TOR for an EIA study from Project Proponent or their EIA Consultant.  
The depth and coverage for the EIA study will be determined during the Scoping Meeting   

	Manpower

Office facility – computer, fax, telephone, photocopy machine
	Section Head - Environmental Regulation Section

ECO 

AECO


	Letter is issued to the Project Proponent or EIA Consultant to inform on the decision of the Scoping Meeting
	Letter to project proponent/EIA Consultant

Minutes of Scoping Meeting

	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	3
	To record and register the Environmental Impact Assessment (EIA) report received from the Project Proponent or their EIA Consultant.

(Receipt and Registration)


	EIA Reports received will be recorded and registered 
	Manpower

System


	Sr AO

Accountant

AO

AA (F)


	EIA Report received is in order and Letter of “Acknowledgement Receipt of EIA Report” is issued to the Project Proponent/EIA Consultant.

“Progress of EIA Report Evaluation Form” is filled


	Letter of Acknowledgement issued to the Project Proponent or EIA Consultant

	4
	To evaluate and review the EIA reports submitted to the NREB

(Evaluation and Review)

	EIA report is sent to every review panel member for evaluation.

Ground Truthing will be conducted to assess the project site
	Manpower

Office Vehicle

PPE

Office facility – GPS, Camera, computer, fax, telephone, photocopy machine


	Section Head - Environmental Regulation Section

ECO 

AECO


	Ground Truthing has been conducted and report is submitted to Section Head

Decision is made either Review Panel Meeting is required or otherwise 
If, RPM is required, action is taken on the decision made during the meeting

  
	Ground Truthing Report

Minutes of RPM


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	5
	Preparation and issuance of the EIA report approval
(Approval)
	EIA report approval will be prepared and issued to the project proponent/EIA Consultant
	Manpower

Office facility – computer, fax, telephone, photocopy machine


	Section Head - Environmental Regulation Section

ECO 

AECO


	EIA Report Approval document is finalised for issuance to the Project Proponent.


	EIA Report Approval Condition is prepared for every EIA Report received by theNREB

	6
	To provide guidelines for compliance monitoring to verify compliance with the Terms and Conditions of the EIA Report Approval issued by the NREB in respect of environmental protection and enhancement

(Compliance and Monitoring)

	Site inspection will be carried out upon receipt of the EIA/EMP Report Approval Document from ER Section and for on-going projects
	Manpower

Office Vehicle

PPE

Office facility – GPS, Camera, computer, fax, telephone, photocopy machine


	Sr AO

Accountant

AO

AAO

AA (F)


	Site Inspection Report is prepared and submitted to the Section Head for decision.
Action taken based on the findings of the report
	Acknowledgement Letter, Reminder or Directive Letter in the Project File.



	7
	To provide guidelines to ensure compliance with the Terms and Conditions of the EIA Reports Approval issued by the NREB to project proponents.

(Enforcement of the Non-Compliance with the Terms and Conditions of the EIA Reports Approval)

	· To prepare Offer to Compound Offence if the follow-up action is to issue compound to Project Proponent/
Offender and to deliver by registered mail or by hand
	Manpower

Office Vehicle

Office facility – computer, fax, telephone, photocopy machine


	CEQ

DC

Section Head – Compliance and Enforcement

SECO

ECO

Investigation Officer


	Project proponent has make payment to the Offer to Compound 
	Compound Record – receipt issued to acknowledge payment


	NO
	OBJECTIVE
	What Will Be Done
	What Resources Required
	Who Will Be Responsible
	When Will Be Completed
	How To Evaluate Result

	7
	To provide guidelines to ensure compliance with the Terms and Conditions of the EIA Reports Approval issued by the NREB to project proponents.

(Enforcement of the Non-Compliance with the Terms and Conditions of the EIA Reports Approval)

	· To prosecute as per guidelines in the  Environmental Investigation Manual if the decision is to prosecute

	Manpower

Office Vehicle

Office facility – computer, fax, telephone, photocopy machine


	CEQ

DC

Section Head – Compliance and Enforcement

SECO

ECO

Investigation Officer


	IP is prepared and submitted to SAG Chamber
	Number of IP prepared and submitted to SAG Chamber
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