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1.0  INTRODUCTION

1.1 General

This Quality Manual is written based on the requirements of MS ISO 9001:2015 Standard. It incorporates information on inter-alia, the organizational information of the NREB, its quality system and the principles involved in the implementation of the quality system.  The NREB’s quality system consists of 4 major types of documents i.e. Quality Manual, Quality Procedures, Work Instructions and relevant supporting documents.

1.2 Purpose

The quality manual is to provide information on the following:-

i.
Introduction on the setting up of the Natural Resources and Environment Board (NREB), Sarawak;

ii.
Quality system implemented by the NREB; and

iii.
Principles of each of the activities carried out in the EIA Process and Management Activities.
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1.3 Sections of Quality Manual

The Quality Manual is divided into eight main sections as follows:

i.
Section 1.0 
- Introduction

ii.
Section 2.0 
- Organizational Information

iii.
Section 3.0 
- Quality System

iv. Section 4.0 
- Context of the Organisation

v. Section 5.0 
- Leadership

vi. Section 6.0 
- Planning

vii. Section 7.0 
- Support

viii. Section 8.0 
- Operation

ix. Section 9.0 
- Performance Evaluation

x. Section 10.0 
- Improvement
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1.4 Quality Manual Control

The NREB Quality Manual is only valid for implementation upon approval by the Controller of Environmental Quality, Sarawak.  It is a control document and to be distributed to the Document Holders whose names are listed in the Distribution Control List.  None of the sections in this document can be extracted or amended without any directive from the authorized person who approved the documents.

2.0 ORGANISATIONAL INFORMATION

2.1 Background of the NREB

The Natural Resources and Environment Board (NREB), Sarawak was established on 1st February 1994 pursuant to Section 3(1) of the Natural Resources and Environment Ordinance, 1993 (Cap. 84 - Laws of Sarawak) 1958 Ed.
The administration of the NREB is divided into a policy body and a management body.
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The policy body consists of 13 ex-officio members drawn from the State Government Departments and a representative from the Federal Government i.e., the Director-General of the Department of Environment, Malaysia.  The Chairman of the Board is the Chief Minister of Sarawak and the Secretary of the Board is the Controller of Environmental Quality who is also the Principal Administrative Officer of the management of the NREB.

The management body is responsible for the execution of the policy decisions made by the policy body.  It also exercises all the functions and duties entrusted to the NREB under the Ordinance.

2.2 Functions of the NREB 

The functions of the NREB, as provided under Section 5 of the Natural Resources and Environment Ordinance 1993 (Cap. 84 - Laws of Sarawak) are broadly summarized as follows:

1.
To determine the mode and manner whereby the exploitation and utilization of the natural resources in the State will not damage, pollute or cause adverse impact on the environment;

2.
To determine and take necessary measures including the issuance of such directive or order to any Environmental Authority or to any other person to prevent, abate or stop the pollution of waters in the rivers or catchment areas;
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3.
To control, stop or prohibit the destruction of vegetation for the protection of natural resources, rivers and other environmental elements of the State;

4.
To liaise with and make representation to the National Environmental Council or relevant Ministry at the Federal level to determine the standards for control of environment and the enforcement of relevant rules;

5. To provide rules, guidelines and directions for the protection and enhancement of the environment relating to land use, protection of source of water supply, exploitation of aquatic life and plants in rivers and foreshore and any other matters over which the State exercise legislative authority or powers;

6. To provide information and education to the public regarding the protection and enhancement of the environment; and

7. To direct any Environmental Authority or any person to undertake environmental monitoring and auditing of any prescribed activities.

Appendix I shows the organisational structure of the NREB by functions.
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2.3 Objective of the NREB

The NREB is established to protect and enhance the environmental quality of the state towards achieving sustainable and balanced development in Sarawak.

2.4 Vision and Mission

2.4.1
THE NREB’s VISION STATEMENT

“A Clean, Green and Healthy Sarawak”.

2.4.2
THE NREB’S MISSION STATEMENT

“We strive to develop a community that advocate environmental stewardship to achieve clean, green and healthy Sarawak”.
2.5 Organisational Structure

The NREB Headquarters is divided into six (6) main sections i.e. Planning and Development, Compliance and Enforcement, Environmental Regulation, Monitoring and Reporting, Environmental Education and Publicity, and Administrative, Human Resource and Finance Sections. The NREB also has established NREB Offices in Kuching, Betong, Mukah, Sibu, Bintulu, Miri, and Limbang. The NREB is now placed under the supervision of the Ministry of Resource Planning and Environment (MRPE) effective 30 September 2011.
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At present, the list of post and staff of NREB is as per Appendix II.  The staffs are categorised various groups i.e. Professional and Management Group, Support Group I and Support Group II. The organizational structure of the NREB by designations is illustrated in Appendix III.
2.6 Organisational Activities

                  2.6.1
Main Activities


The main activities carried out by the NREB are as 
follows:

1. Management of Environmental Impact Assessment (EIA) Process

Section 11A(1) of the Natural Resources and Environment Ordinance (NREO) stipulates the statutory requirement for Environmental Impact Assessment (EIA) for development activities having impacts on the environment. Hence, the Natural Resources and Environment (Prescribed Activities) Order was enacted in 1994 to cause mandatory EIA requirement for the following activities:
· Agriculture development;

· Forest harvesting/logging;
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· Development of commercial, industrial and housing estates;

· Activities which may pollute inland water or affect sources of water supply;

· Fisheries and activities which may endanger marine or aquatic life, plants in inland waters or erosion of riverbanks;

· Extraction and removal of rock materials and mining; 

· Facilities for disposal and treatment of waste; and

· Any other activities which may damage or have an adverse impact on quality of the environment or natural resources of the State.

2. Enforcement of Environmental Rules and Regulations


The NREB enforces the regulatory requirement of the NREO to ensure that development activities comply with the EIA approval conditions, environmental directives, orders, rules and regulations issued by the NREB. This activity also include investigation and enforcement such as issuing directives, reminders, warnings, show cause, stop work order and compounding of offences.
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3. Environmental Monitoring and Reporting


The task is related to monitoring and reporting of the general state of environmental quality of air, water, solid waste, etc. All open dumps and sanitary landfills in Sarawak are also monitored by the NREB. The environmental data obtained from these activities will be stored in the database to establish key environmental indicators and trends of environmental quality in Sarawak.

4. Planning and Development Projects


The NREB plan, coordinate and implement various environmental studies, pilot projects and development projects funded by the State and Federal under the Five Year Malaysia Plan. The outcomes of these projects enable the NREB to formulate environmental guidelines, environmental goals and standards for the State. However, this activity is not within the scope of implementation for this quality system.

	Department:

Natural Resources and Environment Board Sarawak


	Quality Manual for the Management of Environmental Impact Assessment (EIA) Process
	Document No.: MK/NREB/001

Revision No.: 0


5. Environmental Education and Awareness


Environmental education and awareness activities carried out by the NREB are important to enhance public perception towards environmental protection and conservation of natural resources. The activities include environmental education and awareness campaigns, environmental workshops, environmental talks and dialogues with various stakeholders, distribution of environmental information, and establishment of environmental clubs at secondary and primary schools, as well as participating in exhibition. However, this activity is not within the scope of implementation for this quality system.

The activities carried out by the various sections in the 
NREB are outlined in Appendix IV.

2.7 NREB Interested Parties

The NREB interested parties are as per Appendix V attached. 
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3.0 QUALITY SYSTEM

3.1 Scope of Implementation

The Natural Resources and Environment Board implements the Quality System of the EIA Process based on the MS ISO 9001:2015 Standard.  The core process of this Quality System is “The Management of Environmental Impact Assessment (EIA) Process.”  This quality system is practiced at the NREB Headquarters located at 18, 19 and 20th Floor, Menara Pelita, Petra Jaya, 93050 Kuching, Sarawak. It is not applicable to the NREB regional and sub regional offices.  “However, if the EIA activities need to be carried out at the NREB Offices, these activities are subject to the MS ISO 9001:2015 quality system practices.”

The essential process in EIA for this Quality System involves determining the scope of coverage of EIA study, submission of EIA report to the NREB by the consultants/project proponents, evaluation and review of the EIA Report and approval by the NREB. The process also involved monitoring and enforcement to ensure compliance to the terms and conditions of the EIA Report approval. 

3.2 Quality Policy

“To continuously enhance the effectiveness and efficiency of the quality system implementation including the commitment to satisfy applicable requirements in line with the quality management system for the management and protection of the environment”. 
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3.3 Quality System

The NREB has identified the Management of Environmental Impact Assessment (EIA) Process as its core activity.  Process Mapping of the NREB in relation to its core activity is as per Appendix VI. The management of EIA Process can be divided into seven (7) main activities as follows:

1.
Screening - This is the starting process of the EIA whereby it determines whether a proposed development project is a prescribed activity which require EIA. 

2.
Scoping - Scoping activity is to determine the depth and coverage of an EIA Study. This activity is to be carried out between the Project Proponents, NREB panel members and the EIA Consultants. 

3.
Receipt and Registration – This activity is to process and register the EIA reports received from the project proponents or their EIA Consultant. 

4.
Evaluation and Review - The process involves evaluation and review of the EIA reports submitted to the NREB by the Review Panel Meeting. 

5.
Approval – This activity is for the preparation and issuance of the EIA approval.
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6. Compliance Monitoring - This activity is to ensure that the project proponents comply with the Terms and Conditions of the EIA Report approval and any directives issued by the NREB concerning environmental protection and enhancement.

7. Enforcement of the Non-Compliance of the Terms and Conditions of the EIA Approval - This activity is to follow up on the report of non-compliance of the terms and conditions of the EIA approval by conducting investigation which will result either to issue compound or prosecution.

3.4 Flow chart of EIA Process

The flow chart of the EIA Process is shown in Appendix VII of this Quality Manual.

3.5 List of Quality Procedures, Works Instructions and Supporting Documents

The Master List of Quality Documents for the EIA Process and Management Activities is as per Appendix VIII and List of Work Instructions and Supporting Documents is as per Appendix IX.
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4.0 CONTEXT OF THE ORGANISATION

4.1 Understanding the organisation and its context

Each Section in NREB shall determine external and internal issues that are relevant to its purpose and its strategic direction that affects its ability to achieve the intended results of its Quality Management System (Refer to Risk Management Table as per Appendix X). 

Each Section shall monitor and review these external and internal issues twice a year during Management Review Meeting (MRM) or Senior Management Meeting (SMM). 

Relevant Document:

	PK-NREB–014(MA) 
	-
	Risk Management


4.2 The NREB shall determine the following in order to determine the 
needs and expectations of the interested parties:

1. The interested parties that are relevant to the Management  of EIA Process; and

2. The requirements of these interested parties that are relevant to the quality management system.
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Each Section shall determine and identify the interested parties and the requirements of their interested parties as per Appendix X. NREB shall monitor and review information about these interested parties and their relevant requirements twice a year.  

Relevant Document:

	PK-NREB–014(MA) 
	-
	Risk Management


4.3 Determining the scope of the quality management system

The Natural Resources and Environment Board implements the Quality System of the EIA Process based on the MS ISO 9001:2015 Standard.  The core process of this Quality System is “The Management of Environmental Impact Assessment (EIA) Process.”  This quality system is practiced at the NREB Headquarters located at 18, 19 and 20th Floors, Menara Pelita, Petra Jaya, 93050 Kuching, Sarawak. It is not applicable to the NREB Offices.  “However, if the EIA activities need to be carried out at the NREB Offices, these activities are subject to the MS ISO 9001:2015 quality system practices.”
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The essential process in EIA for this Quality System involves determining the scope of coverage of EIA study, submission of EIA report to the NREB by the consultant/project proponent, evaluation and review of the EIA Report and approval by the NREB. The process also involved monitoring and enforcement to ensure compliance to the terms and conditions of the EIA Report approval’

Relevant Documents:

	PK-NREB-001(EIA)
	-
	Screening

	PK-NREB-002(EIA)
	-
	Scoping

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB–006(EIA) 
	-
	Compliance Monitoring

	PK-NREB–007(EIA)
	-
	Enforcement of the Non-Compliance of the Terms and Conditions of the EIA Report Approval
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4.4 Quality management system and its processes

To ensure that the Quality Management System of the EIA process is properly documented, effectively implemented and monitored in line with the MS ISO 9001:2015 Standard, the NREB shall also address the risk and opportunities. 

Relevant Document:

	PK-NREB–014(MA) 
	-
	Risk Management


5.0 LEADERSHIP

5.1 Leadership and Commitment

5.1.1 Leadership and Commitment

The management of the NREB affirms its commitment to ensure that the implementation of the quality system conforms to the principles of MS ISO 9001:2015 Standard and will be responsible for the following:

a.
Establish the quality policy and quality objectives of 
the NREB;
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b.
Taking accountability for the effectiveness of the quality management system, 

c.
Communicate with all the NREB’s staff on its quality system implementation and the importance of meeting customer needs;  

d. 
Review the effectiveness and suitability of the quality system for continual improvement;

e. 
Ensure the availability of the required resources for the quality system implementation;
f.
Promoting the use of the process approach and risk-based thinking;
g.
Ensuring that the quality management system achieves its intended results;

h.
Engaging, directing and supporting persons to contribute to the effectiveness of the quality management system; and

i.
Supporting other relevant management roles to demonstrate their leadership as it applies to their areas of responsibility.

	Department:

Natural Resources and Environment Board Sarawak


	Quality Manual for the Management of Environmental Impact Assessment (EIA) Process
	Document No.: MK/NREB/001

Revision No.: 0


5.1.2 Customer Focus

The management of the NREB is committed to:

a. Ensure that customer, applicable statutory and regulatory requirements are determined and are met with the aim of ensuring customer’s satisfaction; and

b. The risks and opportunities that can affect conformity of products and services and the ability to enhance customer satisfaction are determined and addressed. 

5.2 Policy

5.2.1 Developing the Quality Policy

The NREB establish, implement and maintain a quality policy as follows:

“To continuously enhance the effectiveness and efficiency of the quality system implementation including the commitment to satisfy applicable requirements in line with the quality management system for the management and protection of the environment”. 

The above policy will provide a framework for setting quality objectives.
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5.2.2 Communicating the Quality Policy

The NREB quality policy shall:

a. be available and be maintained as documented information;

b. be communicated, understood and applied within the organisation; and

c. be available in the NREB’s website for information of relevant interested parties.
5.3 Organisational roles, responsibilities and authorities

5.3.1
The Top Management of the NREB shall ensure that the Section Head is responsible for the following:

a. ensuring the quality management system implemented by NREB conforms to the requirements of the MS ISO 9001:2015 Standard;
b. ensuring the processes are delivering their intended outputs;

c. reporting on the performance of the quality management system and on opportunities for improvement during the Management Review Meeting;

d. ensuring the promotion of customer focus throughout the organisation; and

e. ensuring the integrity of the quality management system is maintained when changes to the quality management system are planned and implemented.
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5.3.2
The respective Section Head will be responsible for the relevant processes including to monitor and report on the implementation of the quality system and to ensure the promotion of customer focus throughout the organization. 

5.3.3
Section Head shall ensure that planning shall be carried out in order to meet the requirements of the quality system and the quality objectives of the NREB. If there are any changes to the quality management system, the Top Management shall systematically review the outputs of quality planning to ensure the effectiveness and efficiency of the processes of the NREB. (Refer to respective Section Head’s job description) 

                   Relevant Documents:
· Organisational Chart

· Desk File

· Job Description
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6.0 PLANNING

6.1 Actions to address risks and opportunities

Each Section shall consider the issues, requirements and determine the risks and opportunities that need to be addressed as follows:

a.
give assurance that the quality management system can achieve its intended result(s);

b.
enhance desirable effects;

c.
prevent or reduce, undesired effects; and
d.
achieve improvement.
Each Section of the NREB shall plan:

a. actions to address the risks and opportunities based on format as per Risk Management Table in Appendix X;
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b. implement and integrate the action(s) into quality management system; and

c. evaluate the effectiveness of this action.
Relevant Document:

	PK-NREB–014(MA) 
	-
	Risk Management


6.2 Quality Objectives and planning to achieve them

6.2.1
The NREB shall establish quality objectives that are consistent with the quality policy, measurable and take into account applicable requirements. The quality objectives shall be relevant to the services and enhance customer’s satisfaction. The NREB shall monitor, communicate and appropriately update the quality objectives. The quality objectives and planning are as per Appendix XI of this quality manual.
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6.2.2
The NREB shall determine the following when planning on the achievement of its quality objectives:

a. What will be done;

b. What resources will be required;

c. Who will be responsible;

d. When will it be completed; and

e. How the result will be evaluated.

6.3 Planning of changes

Should there be any changes to the quality management system, the changes shall consider the following:

a) the purpose of the changes and their potential consequences;

b) the integrity of the quality management system;

c) the availability of resources; and

d) the allocation or reallocation of the responsibilities and authorities.

Relevant Document:
	PK-NREB-002(MA)
	-
	Document and Data Control
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7.0 SUPPORT

7.1 Resources

7.1.1 General

The NREB shall determine and provide resources needed for the establishment, implementation, maintenance and continual improvement of the quality management system. 

The management of NREB shall consider:

a.
the capabilities and constraints on existing internal resources; and
b.
what needs to be obtained from external providers.

7.1.2 People

The NREB shall determine and provide the staff necessary for the effective implementation of its quality management system and for the operation and control of its processes. Refer to Appendix III - Organisational Chart by Designations.
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7.1.3 Infrastructure

The NREB will ensure that adequate infrastructure shall be provided for the implementation of the quality system as follows:

1.
Responsible officer shall maintain and calibrate all the equipment which are required in the implementation of the quality system; 
2.
All supporting services (communication, information system and transportation) shall be provided in order to ensure smooth functioning of the process and planned activities are able to be carried out within the agreed time frame. All the maintenance and servicing required for the equipment and vehicles are recorded in KEW. PA 13 and KEW. PA 14 as per Appendix XII; and
3.
Office facilities and utilities shall be provided to ensure smooth implementation of the processes and the personnel who are involved in the quality system. Refer to KEW. PA 4 and KEW. PA 5 in Appendix XIII for list of asset and inventory.
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7.1.4 Environment for the operation of processes

7.1.4.1 The NREB shall provide proper environment related to social and psychology for the staff. The Culture Rating Survey and Performance Appraisal shall be used to measure staff’s satisfaction, performance and requirements towards the organisation. Top Management and Section Head shall be responsible as mentor and if the case needs to be further referred to higher authority, it shall be referred to Jabatan Ketua Menteri or General Hospital, if medication is required.

7.1.4.2 The NREB shall provide working environment which is conducive and pleasant to carry out the functions and activities of the NREB. NREB will provide the necessary safety equipment as and when necessary to the staff as per List of Personal Protective Equipment in Appendix XIV.
7.1.5 Monitoring and measuring resources

The NREB will ensure that all the measuring and test equipment used in the quality procedures will be inspected and calibrated to give precise, accurate and yield reliable data or result.  Calibration of equipment shall be done in accordance with the relevant national and international standards.
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In order to achieve this objective the NREB will ensure the following:

1. A list of equipment shall be maintained for reference and control purposes;

2. The date of calibration shall be recorded in the Calibration Record for reference;

3. Frequency of calibration shall be stated together with the procedures of calibration;

4. Checking and testing on the equipment shall be performed before being used.;

5. The status of the equipment shall be determined after it has gone through checking and testing processes; and

6. Any equipment that does not give a consistent result will be sent for repair.
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7.1.5.1 General

1. Monitoring and measuring of People through Key Performance Indicator and Performance Appraisal;  
2. Monitoring and measuring of Infrastructure such as vehicle, computer, equipment, etc through frequency of maintenance as per Appendix XII - KEWPA 13 and KEW PA 14;
3. Monitoring and measuring of Environment of operation physical such as safety equipment through record of maintenance; and 
4. Monitoring of social requirements through Balanced Scorecards, Culture Rating Survey -once a year, meetings, programmes, etc.
The NREB shall retain all appropriate documented information as evidence of fitness for the purpose of the monitoring and measurement resources.
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7.1.5.2   Measurement traceability

The NREB shall ensure that all records related to the above process shall be properly kept and maintained.

Relevant Document:

	PK-NREB-009 (MA)
	-
	Calibration of Equipment


7.1.6 Organisational knowledge

The NREB determines the knowledge necessary for the operation of its processes and to achieve conformity of products and services through the Training Needs Analysis.
All information and material related to knowledge will be maintained and made available by the Administration, Human Resource and Finance Section.
When addressing changing needs and trends, the NREB shall review whether current knowledge is sufficient and determine any necessary additional knowledge which required updates.

Relevant Document:

	PK-NREB-007 (MA)
	-
	Training
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7.2 Competence

The NREB shall determine the necessary competence of person(s) doing work under its control based on the requirements of scheme of service provided by the Jabatan Perkhidmatan Awam (JPA). The staff shall be equipped with the appropriate knowledge, training, skills and experience for institutional and capacity building. The competency of the staff shall be evaluated to ensure the effectiveness of the actions taken. 

Relevant Document:

	PK-NREB-007 (MA)
	-
	Training


7.3 Awareness

The NREB shall ensure that the staff are aware of the following through induction course, training, briefing etc:

1. quality policy;

2. quality objectives;
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3. their contribution to the effectiveness of the quality management system; and 

4. the implications of not conforming with the quality management system requirements.

Relevant Document:

	PK-NREB-007 (MA)
	-
	Training


7.4 Communication

The NREB shall determine the internal and external communication relevant to the quality management system as per table below:

1. Internal Communication

	What 
	When 
	With 

Whom
	How
	Who

	Quality Management System
	When there are changes to the quality documents
	Section Heads/

Process Owners
	Email/

circular
	Process owner/

document controller

	Policy/

Administrative matters
	When there are new policy/

administrative matters endorsed by the BOD
	Staff
	Letter/

circular
	Top Management


2. External Communication

	What
	When
	With 

Whom
	How
	Who

	Quality Management System
	When there are changes to the requirements of the EIA procedures/

post EIA monitoring/
	Project proponents/

EIA consultants
	Email/

letter
	Section Heads

	Policy/

Administrative matters
	When there are new policy/

administrative matters to be endorsed
	Board of Directors (BOD)
	BOD meeting/

Circular resolution
	Top Management

	Rules and regulations
	New/revised rules or regulations
	Project proponents/ EIA Consultants/

Government Departments/agencies
	Letter/

circular
	Top Management
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7.5 Documented Information

7.5.1 General


The documented information of the NREB quality management system shall include the following:

1. A quality manual which include the NREB’s quality policy, quality objectives, and guidelines to develop the procedures for the EIA approval process and management activities; and 

2. Quality procedures, supporting documents, work instructions and records which will guide the organization in the quality system implementation.

7.5.2 Creating and updating

When creating and updating documented information, the NREB shall ensure appropriate:

1. Identification and description;

2. Format and media; and

3. Review and approval for suitability and adequacy.
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7.5.3 Control of documented information

The NREB will emphasize on the following in order to achieve the above objective:

1. Administration, Human Resource and Finance Section will keep all files which include general, confidential and project files. The Section will keep a copy of the project file (if necessary) for reference purposes.

2. The process owner will be responsible for the following:

a.
Identify the location and duration of keeping the records;

b.
Ensure that quality records are properly kept and manage according to its classification; and

c.
Disposal of records is carried out in accordance with the procedure and to refer to the Pustaka Negeri Sarawak, if necessary.

All records related to the above processes will be properly kept and maintained. 
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The duration for keeping the record (e.g. project file) will be as follows:

1. 5 years for ordinary records;

2. 7 years for accounting records;

3.  For as long as the project is implemented and monitored 
for approved EIA/EMP projects; and

4.  Throughout the employment period for personal record.


Documented information of external origin shall be identified and controlled by the NREB for the planning and operation of the quality management system.


Relevant Documents:

	PK-NREB-002(MA) 
	-
	Document and Data Control

	PK-NREB-006(MA)
	-
	Control of Quality Record
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8.0 OPERATION

8.1 Operational planning and control

In order to achieve product realization, all activities related to EIA process will be conducted and performed within the controlled and approved procedures in accordance with the powers stated in the Natural Resources and Environment Ordinance, Cap. 84 Laws of Sarawak (1958 Ed.) and the Natural Resources and Environment (Prescribed Activities) Order, 1994.

To achieve this, the NREB will ensure that:

a.
The process can only be carried out based on the approved documented quality manual, procedures and other quality documents;

b.
The implementation of the process conforms to the relevant laws and procedures;

c.
The process owner shall be responsible to control all the work processes in their sections;

d.
The requirements of the product is clearly specified and communicated to the project proponent and EIA Consultant; and 
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e.
Activities related to verification, validation, monitoring, inspection and test activities will be performed in the relevant processes of the quality system. 

Relevant Documents:

	PK-NREB-001(EIA)
	-
	Screening

	PK-NREB-002(EIA)
	-
	Scoping

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB–006(EIA) 
	-
	Compliance Monitoring 

	PK-NREB–007(EIA) 
	-
	Enforcement of the Non-Compliance of the Terms and Conditions of EIA Report Approval
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8.2 Requirements for products and services

8.2.1 Customer communication

The NREB shall communicate in writing on the following with its clients upon submission of EIA Report:

1. Acceptance of the report upon receipt;

2. Rejection of the report when the consultant is not registered with the NREB;

3. Payment of processing fees upon submission of the report;

4. Payment of resubmission fees if the report is rejected and the clients is required to resubmit a new report;

5. Submission of addendum in the event when the details of the report are not sufficient;

6. Arrangement for site visit at the client’s proposed project site before approval of the report;

7. Approval of the report;
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8. Signing of Letter of Undertaking; 

9. Monitoring to the project site during the implementation of the project; and

10.   To obtain the customer’s feedback relating to product and   
services, including customer complaint via Customer 
Survey Form.

Relevant Documents:

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB-006(EIA)
	-
	Compliance Monitoring

	PK-NREB–008(MA) 
	-
	Handling Public’s Complaint

	PK-NREB–011(MA) 
	-
	Review of Customer’s Satisfaction and Quality Objectives



	PK-NREB–012(MA) 
	
	Control of Non Conforming Product



	PK-NREB–013(MA) 
	
	Registration of EIA Consultant - New and Renewal 
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8.2.2 Determination of requirements related to products and services

All the requirements related to the EIA Report shall be achieved by the NREB through the following:

1. The EIA Report submitted shall be in accordance with the requirements of the NREB and any non-compliance will be rejected.

2. The Project Proponent shall be informed on the relevant rules, orders and ordinance related to the EIA Report and its process.

3. The Consultant appointed by the Project Proponent must be registered with the NREB.

Relevant Documents:

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB–013(MA) 
	-
	Registration of EIA Consultant - New and Renewal 
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8.2.3 Review of requirements related to products and services
The NREB shall conduct review on the EIA Report submitted by the project proponent/customer to ensure that it meets the requirements and complied with the relevant rules, orders and ordinance.

1. The terms of reference of the EIA Report will be defined to the customers during scoping before submission of the report;

2. The NREB and experts from the relevant agencies/ departments will review the EIA Report in the Review Panel Meeting before any approval can be given to the report;

3. Statutory and regulatory requirements as stated in the term of reference (TOR); and

4. Contract or other requirements (if any) differing from those previously expressed.

The NREB shall inform the customers of any changes and additional information required during the review of Terms of Reference (TOR).
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Relevant Documents:

	PK-NREB-002(EIA)
	-
	Scoping

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval


8.2.4 Changes to requirements for products and services

The NREB shall inform customers to submit revised documented information on the changes of requirement.

Relevant Documents:

	PK-NREB-004(EIA)
	-
	Evaluation and Review


8.3 Design and development of products and services

This element is not applicable since the submission of EIA report does not involved design and development elements. The EIA report submitted by the consultant/project proponent needs to comply with the requirements of the NREB. 
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8.4 Control of externally provided processes, products and services

8.4.1 General

The NREB shall ensure that externally provided processes, product and services conform to the requirements. The NREB shall determine the controls to be applied to externally provided processes, products and services as follows:

	No.
	Activities
	Control of Outsourcing Activities

	1
	Purchasing 


	PK-NREB-003 (MA)

	2
	EIA Evaluation
	PK-NREB-004(EIA)



	3
	Compliance Monitoring
	PK-NREB-008(EIA)



	4
	Transportation
	PK-NREB-003(MA)



	5
	Printing
	PK-NREB-003(MA)



	6
	EIA Consultants Registration (New and Renewal)
	PK-NREB-013(MA)
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8.4.2 Type and extent of control

The NREB shall ensure that externally provided processes, products and services do not adversely affect the NREB’s ability to consistently deliver conforming products and services as follows: 

8.4.2.1
Purchasing, Maintenance, Transportation and Printing 

The NREB will ensure that all purchasing and acquisition of goods and services are carried out in accordance with the financial requirements and regulations.

1. Purchasing Control

a. The NREB will ensure that purchasing and acquisition of goods and services are in accordance with the Treasury Instruction and relevant financial regulations.
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b. The vendors who supplied the goods and services shall be registered with the NREB. A vendor list for the supply of goods and services shall be maintained, and purchasing can only be made from the vendors listed in the Approved Vendor List except for product/services that can only be supplied by specialize or specific supplier. 

c. Evaluation of vendor shall be conducted by using the Vendor Evaluation Form and any vendors whom did not provide satisfactory services shall be removed from the Approved Vendor List.

d. All the relevant records on purchasing and vendor shall be properly kept and maintained. 

2. Purchasing Information

The purchasing document shall specifically spelt out all the requirements for the goods and services that need to be supplied by the vendor. The following documents are required in this process:
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a.
Service/Goods Requisition Form (for purchase up to RM10,000);

b.
Quotation Document or Tender Document;

c.
Treasury Instruction Form T170; and

d.
Service Order.

The service order shall be approved and signed by the Controller of Environmental Quality or other authorized officers before it can be issued to the vendor.  The Treasury Instruction Form TI 170 and quotation or tender document shall be prepared when there is a need to call for quotation or tender.  

All these documents shall be approved and signed by the Controller of Environmental Quality or Deputy Controller before it can be distributed to the vendor.
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3. Verification of Purchased Product

Verification on the goods and services received or acquired shall be carried out to ensure that it meets the required specifications. Payment will be made upon certification by the officer concerned that the goods received or the services rendered meet the conditions spelt out in the quotation/tender documents. 

Cheques for payment are signed by the following persons:-

a. For the amount RM500,000 and below, the cheques are to be signed by:

i. Controller of Environmental Quality; or Deputy Controller; and

ii. Senior Administrative Officer; or Administrative Officer.

b. For the amount exceeding RM500,000 and up to RM1,000,000 the cheques are to be signed by:

i. Controller of Environmental Quality; and

ii. Permanent Secretary of Ministry of Resource Planning and Environment
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c. For the amount exceeding RM1,000,000 the cheques are to be signed by the:

i. Permanent Secretary of Ministry of Resource Planning and Environment; and 

ii. Two other members of the Board

All records on purchasing shall be properly kept and maintained.

Relevant Document:

	PK-NREB-003(MA)
	-
	Purchasing/Acquisition of of Goods/Services


8.4.2.2 
EIA Consultants 

The NREB shall ensure that the EIA Consultants are competent and knowledgeable. The EIA Consultant shall be registered with the NREB and a list EIA Consultants shall be maintained.
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Evaluation of the EIA Consultants shall be conducted as per PK-NREB-013 (MA). The EIA Consultants which do not complied with the requirements shall be de-registered.

All records on EIA Consultants shall be properly kept and maintained.


Relevant Document:

	PK-NREB-013 (MA)
	-
	Registration of EIA Consultant - New and Renewal 


8.4.2.3
EIA Evaluation 


Control of panel members for EIA evaluation shall be done as per PK-NREB-004(EIA).

Relevant Document:

	PK-NREB-004(EIA)
	-
	Evaluation and Review
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8.4.2.4
Site Monitoring 


Control of NREB Office staff for site monitoring visit shall be controlled as per PK-NREB-006(EIA).

Relevant Document:

	PK-NREB-006(EIA)
	-
	Compliance Monitoring 


8.4.3  Information for external providers

8.4.3.1
Purchasing Information

The purchasing document shall specifically spelt out all the requirements for the goods and services that need to be supplied by the vendor. The following documents are required in this process:

a. Service/Goods Requisition Form (for purchase up to RM10,000); 

b. Quotation Document or Tender Document;

c. Treasury Instruction Form T170; and

d. Service Order.
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The service and supply order shall be approved and signed by the Controller of Environmental Quality or other authorized officers before it can be issued to the vendor.  The Treasury Instruction Form TI 170 and quotation or tender document shall be prepared when there is a need to call for quotation or tender.  

All these documents shall be approved and signed by the Controller of Environmental Quality or Deputy Controller before it can be distributed to the vendor.

Relevant Document:

	PK-NREB-003(MA)
	-
	Purchasing/Acquisition of Goods and Services


8.4.3.2 EIA Consultants

The Procedure for EIA Consultants Registration (New and Renewal) shall specifically spelt out all the requirements for the registration of the EIA Consultants. Refer to Procedure PK-NREB-013 (MA).

Relevant Document:

	PK-NREB-013(EIA)
	-
	Registration of EIA Consultant - New and Renewal
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8.4.3.3
EIA Evaluation 

The Procedure for Evaluation and Review shall specifically spelt out all the requirements to evaluate the EIA Report. Refer to Procedure PK-NREB-004(EIA)

Relevant Document:

	 PK-NREB-004(EIA)
	-
	Evaluation and Review


8.4.3.4
Site Monitoring Visit  

The Procedure for Compliance Monitoring shall specifically spelt out all the requirements to evaluate the EIA Report. Refer to Procedure PK-NREB-004(EIA)

Relevant Document:

	 PK-NREB-006(EIA)
	-
	Compliance Monitoring


8.5 Production and service provision

The NREB shall take the following actions in the EIA process related to the production and service operations:
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8.5.1 Control of production and service provision

1 The EIA Consultant engaged by the project proponent to prepare the EIA Report must have valid registration with the NREB;

2 The report must comply with the format as outlined in “A Handbook of The Policy and Basic Procedure of Environmental Impact Assessment (EIA) in Sarawak”; 

3 The Terms of Reference for the EIA study will be evaluated during scoping before the project proponent could proceed with the study and submit the EIA Report to the NREB;

4 Suitable equipment such as GPS, in-situ water quality testing, camera and etc. will be used during ground truthing to collect relevant data; and 

5 Evaluation and review will be carried on the EIA Report by the Panel Review Meeting to decide whether the EIA Report is approve, rejected, revised or approve after receipt of addendum.
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Relevant Documents:

	PK-NREB-001(EIA)
	-
	Screening

	PK-NREB-002(EIA)
	-
	Scoping

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB-006(EIA)
	-
	Compliance Monitoring

	PK-NREB-007(EIA)
	-
	Non Compliance the Terms and Conditions of the EIA Report Approval


8.5.2
Identification and Traceability

1 The NREB will ensure that all the relevant documents and resources can be identified and traced through file subject, reference number, project title and serial number. The file reference could be viewed or retrieved from the Filing System and GeoEnviron by the users. 
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2 All records will be kept properly in the relevant file and a copy of the EIA Report will be placed at the NREB Resource Centre as reference only.

3 All active files are kept in the cabinets located at the Administration, Human Resource and Finance Section, 20th Floor, Menara Pelita, Petra Jaya, Kuching, for easy reference and traceability. 

4 All closed files which are not required very often as references are kept in the Filing Room on the 18th Floor, Menara Pelita, Petra Jaya, Kuching.



Relevant Document:

	PK-NREB-006(MA)
	-
	Control of Quality Record


8.5.3 Property belonging to customers or external providers

1. Properties belonging to customers or external providers include EIA reports (hard copy and soft copy), consultants’ registration details and open burning application information.
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2. NREB shall protect and safeguard customers’ or external providers’ properties provided for use or incorporation into the products and services.

3. When the property of a customer or external provider is lost, damaged or otherwise found to be unsuitable for use, the NREB shall report this to the customer and external provider and retain documented information on what has occurred.



   Relevant Documents:

	PK-NREB-006(MA)
	-
	Control of Quality Record

	PK-NREB-013(MA)
	-
	Registration of EIA Consultant - New and Renewal 




8.5.4 Preservation

The NREB will ensure proper handling and storage of all the EIA reports, files, records and supporting documents from being lost, torn, stolen or misplaced.

In order to achieve this objective, the NREB will make sure that:

1.
The process owner shall handle the EIA reports, files, records and supporting documents properly;

2.
The EIA reports received shall be kept, maintained and recorded for easy identification;
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3.
Two copies of the EIA report shall be kept in the Resource Centre for reference; and

4.
Files, records and supporting documents shall be properly numbered, arranged and stored in the relevant file cabinet or rack for control purposes. 

   

Relevant Documents:

	PK-NREB-006(MA)
	-
	Control of Quality Record


8.5.5 Post-delivery activities

The NREB shall conduct post-EIA monitoring upon approval of EIA Report. In determining the extent of post-delivery activities that are required, the NREB shall consider:

a) Statutory and regulatory requirements; and

b) The potential undesired consequences associated with its products and services.


Relevant Documents:

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB–006(EIA) 
	-
	Compliance Monitoring

	PK-NREB–007(EIA)
	-
	Enforcement of the Non-Compliance of the Terms and Conditions of the EIA Report Approval
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8.5.6 Control of changes

The NREB shall review and control changes for EIA approval, to the extent necessary to ensure continuing conformity with requirements.

The NREB shall retain documented information describing the results of the review of changes, the person(s) authorizing the change, and any necessary actions arising from the review.



Relevant Documents:

	PK-NREB-004(EIA)
	-
	Evaluation and Review


8.6 Release of products and services

8.6.1
EIA Reports

The NREB will monitor and measure the EIA Reports to ensure compliance to the quality system implementation as follows: 

1. The responsible officers who are involved in the EIA process will be responsible to follow up on the EIA Reports from the time when the EIA Report is received until it is approved by the Review Panel Meeting;
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2. Before the EIA Reports are submitted to the NREB, the Terms of Reference will be screened by the officers from relevant departments and agencies who participated in the Scoping Meeting;  

3. The EIA Review Panel Members which include experts from the NREB and officers from other departments or agencies will review and approve the EIA Reports;

4. The management shall be responsible to provide the officers with the required facilities and equipments in order to carry out ground thruthing at the proposed project site;

5. All the EIA Reports will be checked against the required ordinance, orders, rules and guidelines before it can be approved by the NREB;
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6. If the EIA Reports are rejected, the project proponent will be informed on the decision accordingly;

7. If the EIA Reports require addendum/revision, the EIA Reports will only be approved after submission of addendum/revision; and
8. The addendum/revised EIA Reports shall be sent to the EIA Review Panel Members for information and keeping.
All records shall be properly kept and maintained.
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 Relevant Documents:
	PK-NREB-001(EIA)
	-
	Screening

	PK-NREB-002(EIA)
	-
	Scoping

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval


8.7 Control of nonconforming outputs

 8.7.1
The NREB shall ensure that all the following                    non-conformance/compliance outputs/services be identified:

1. If the EIA Report does not cover the scope and depth of the study as outlined in the Terms of Reference or as determined during the scoping exercise;

2. The EIA Consultant is not registered with the NREB or without valid registration;

3. The Review Panel Members find that the proposed project would cause unacceptable impacts to the environment;

4. There is non-compliance to the EIA Report;
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5. The project does not comply to the EIA approval conditions;

6. Non-compliance to the NREB ordinance and subsidiary legislation; 

7. Outputs not meeting the specifications; and

8. Product or services not meeting the specifications.

The NREB shall deal with non-conforming outputs in one or more of the following ways:

1. Report requires additional information, revised or rejected; and

2. A letter will be issued to inform the project proponents and the EIA Consultant when the report is rejected.

        8.7.2 The NREB shall retain documented information that:

1. Describes the nonconformity;

2. Describes the actions taken;

	Department:

Natural Resources and Environment Board Sarawak


	Quality Manual for the Management of Environmental Impact Assessment (EIA) Process
	Document No.: MK/NREB/001

Revision No.: 0


3. Describes any concessions obtained; and

4. Identifies the authority deciding the action in respect of the nonconformity.

 Relevant Documents:

	PK-NREB-001(EIA)
	-
	Screening

	PK-NREB-002(EIA)
	-
	Scoping

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB–006(EIA) 
	-
	Compliance Monitoring

	PK-NREB–007(EIA)
	-
	Enforcement of the Non-Compliance of the Terms and Conditions of the EIA Report Approval

	PK-NREB-012(MA)
	
	Control of Non-Conforming Product
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9 PERFORMANCE EVALUATION

9.1 Monitoring, measurement, analysis and evaluation

9.1.1 
General

All the EIA reports submitted to the NREB shall conform to the required rules, ordinance and guidelines. The procedures involved in the EIA process will be monitored on its effectiveness for continual improvement of the quality system. Results on improvement activities and data analysis shall be recorded as an input to the management in order to review the process. 
The NREB shall ensure the following:

a. Monitor and measure the EIA approval process twice a year before MRM;

b. Methods for monitoring, measurement, analysis and evaluation of the EIA Report shall be determined to ensure valid results;

c. Monitoring and measuring of the EIA Report shall be performed during Scoping meeting; and

d. Results from monitoring and measurement during the Scoping meeting shall be analysed and evaluated by the Panel Review Meeting.
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Relevant Documents:

	PK-NREB-001(EIA)
	-
	Screening

	PK-NREB-002(EIA)
	-
	Scoping

	PK-NREB-003(EIA)
	-
	Receipt and Registration

	PK-NREB-004(EIA)
	-
	Evaluation and Review

	PK-NREB-005(EIA)
	-
	Approval

	PK-NREB–006(EIA) 
	-
	Compliance Monitoring

	PK-NREB–007(EIA)
	-
	Enforcement of the Non-Compliance of the Terms and Conditions of the EIA Report Approval

	PK-NREB-012(MA)
	
	Control of Non-Conforming Product


9.1.2
Customer satisfaction

The NREB shall ensure that the services provided meet the expectation of the customers and any complaints received from the customers shall be dealt accordingly. The customer’s feedback shall be gathered through:

1.  Customer Survey Form – distribution to the customers through e-mail or fax and distribution to the staff. The staff concerned shall request the customer to fill in the form immediately after meeting customer;
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2.  Newspaper;
3.  Letter from customer; or
4.  Feedback received from e-mail, facsimile, Talikhidmat or   telephone.
All the feedbacks and complaints received from the customers will be forwarded to the officer concerned for follow up action. The Section Head will ensure that all the feedbacks and complaints received shall be dealt accordingly by the responsible officer. Report on the review shall be prepared and analysis of the report shall be discussed in the Management Review Meeting or Senior Management Meeting for information or action. 

Relevant Documents:

	PK-NREB-008(MA)
	-
	Handling Public’s Complaints

	PK-NREB-011(MA)
	-
	Review of Customer’s Satisfaction and Quality Objectives
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9.1.3 Analysis and evaluation 

The NREB shall use statistical techniques for the following:

1. To analyse and evaluate the achievement of its quality objectives and customer satisfaction;

2. To evaluate the output of the process;
3. To evaluate whether planning has been implemented effectively; 
4. To evaluate the effectiveness of actions taken to address risks and opportunities;

5. The performance of externals providers; and

6. The need for improvement to the quality management system implementation.

To achieve the above objectives, the NREB will ensure that:

1. Suitable statistical techniques will be used to evaluate the achievement of quality objectives and the effectiveness of the process.
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2. Data will be collected and analyzed by using the relevant statistical techniques.

3. Decisions on the analysis and findings shall be made based on the statistical results.

Relevant Document:

	PK-NREB-010(MA)
	-
	Statistical Data 




9.2 Internal audit

The NREB implements Internal Quality Audit according to the audit schedule and plan. In order to ensure the effectiveness and efficiency of the quality management system the following action will be taken:

1. Internal Quality Audit will be carried out at least half yearly to certify that the implementation of all the activities conform to the quality system documents;

2. Head of Administration, Human Resource and Finance Section is responsible to prepare the audit plan and schedule. The audit plan shall be endorsed by the Top Management;
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3.
The audit shall be properly organized to ensure that the auditors carry out the audit according to right procedure;

4.
The auditor shall be a trained personal and independent from the activities being audited.  The result of the Internal Quality Audit shall be discussed in the Management Review Meeting or Senior Management Meeting;

5.
The relevant process owner shall be responsible for the corrective action based on the non-conformance reported in the Audit Report. The respective Section Head must ensure that the process owner implement the corrective action effectively;

6.
The Audit Team is responsible to follow up on the audit to ensure that all the correction and corrective actions on the non-conformance are properly implemented; and

7.
The internal auditor must attend internal audit course.   

All records on Internal Quality Audit will be properly kept and maintained.

Relevant Document:

	PK-NREB-005(MA)
	-
	Internal Quality Audit
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9.3 Management review

9.3.1 General

The NREB shall review the quality management system on the Management of EIA Process in the Management Review Meeting (MRM) which will be carried out at least half yearly to review the implementation and effectiveness of the quality management system. 
Relevant Document:

	PK-NREB-001(MA)
	-
	Management Review Meeting


9.3.2 Management review input

The input during the Management Review Meeting shall include information on the following:

1. Follow-up actions from previous management review meeting;

2. Changes in external and internal issues that are relevant to the Quality Management System;
3. Customer satisfaction and feedback from relevant interested parties;
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4. The extent to which quality objectives have been met

5. Process performance and conformity of products and services;
6. Non conformities and corrective actions;
7. Monitoring and measurement results;
8. Audit results;
9. The performance of external providers;
10. Adequacy of resources;
11. The effectiveness of actions taken to address risk and opportunities; and
12. Opportunities for improvement.
Relevant Document:

	PK-NREB-001(MA)
	-
	Management Review Meeting
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9.3.3 Management review output

The output from the management review shall include any decisions and actions related to the following:

1. Improvement of the effectiveness of the quality management system and its processes;

2. Any need for changes to the quality management system;

3. Improvement of product related customer requirements;

4. Resources needs;

5. Report on customer’s complaints; and

6. Audit Report.

All decisions made during the meeting will be recorded and the respective officers are responsible to carry out follow-up action on these decisions.

  Relevant Document:

	 PK-NREB-001(MA)
	-
	Management Review Meeting
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10 IMPROVEMENT

10.1 General

The NREB shall ensure that the quality system be reviewed for continual improvement through the use of quality policy, quality objectives, audit results, analysis of data, corrective action and management review to meet customer requirements and enhance customer satisfaction.

10.2 Nonconformity and corrective action

10.2.1
The NREB shall ensure that all the non- conformance/compliance to the working procedures and management activities be identified as per Corrective Action Procedure (PK-NREB-004(MA).

1. Review the nonconformities and information gathered through:

a.
Non-Conformance Report by the Internal Quality Audit; 

b.
Customer’s Complaint;

c.
Directive from higher-level management;
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d.
Feedback or report from the Management Meeting;

e.
Recommendation on improvement from staff through the Employee Suggestion Form; and

f.
Feedback from media, if any.

2. Investigate the causes of nonconformities;

3. Evaluate the action that has been taken to prevent recurrence of nonconformities;

4. Determine and implement the required action; 

5. Record the results of action that has been taken;

6. Update risks and opportunities determined during planning, if necessary; and

7. Make changes to the quality management systems, if necessary.

10.2.2 The NREB shall retain documented information as evidence of:

1. The nature of the nonconformities and any subsequent actions taken; and
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2. The results of any corrective action.

Relevant Document:

	PK-NREB-004(MA)
	-
	Corrective Action


10.3 Continual Improvement

The NREB will ensure that the quality system shall be reviewed for continual improvement through the use of quality policy, quality objectives, audit results, analysis of data, corrective actions and management review.

Relevant Document:

	PK-NREB-004(MA)
	-
	Corrective Action
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