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1 PURPOSE

The purpose of this procedure is to;

 identify and resolve non‐conformance (the non‐fulfilment of a requirement) in all areas of the 
Reay Services Group business,

 ensure timely action is taken to address the non-conformance, and

 ensure that the action taken is effective and appropriate to the magnitude of the non-
conformance and the risk involved.

Both actual and potential non-conformance, where it has had or may have a direct impact on the product,
the work process or the management system, is recognised and addressed using this procedure.

2 SCOPE

The boundaries of this procedure are;

 Start – When a non-conformance has been identified;

 Finish – When all identified non-conformances have been satisfactorily addressed and the
Quality Records have been finalised.

This procedure is applied in the event of any detected non-conformance. New nonconformities are
evaluated at each Management Review.

3 DEFINITIONS

Company / the Company: Refers to Reay Services Group and associated entities.

Corrective Action: Action taken to rectify the non-conformance or to mitigate an environmental impact
(real or potential) or to comply with ISO 9001:2015.

Preventive Action: Action taken to avoid repetition of the same non-conformance. This could involve
modification or enforcement of procedures, or implementation of further controls.

System: Quality, Safety and Environmental Management System.

4 RESPONSIBILITIES

All company employees and contractors are responsible for complying with the requirements of this
procedure.

Refer to QMS-PRO-026 – Authority and Responsibilities procedure for further details.

5 PROCEDURE

5.1 Non-conformance identification and investigation

 By whichever means a non-conformance is identified, the underlying cause(s) of the Non-
conformance must be investigated.
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 Appropriate and timely corrective action must be taken according to the nature of the Non-
conformance.

 Action must be taken to ensure that non-conforming project work is precluded from use until
non-conformance is rectified.

 The company will implement and maintain a system of reporting and record keeping for non-
conformances, corrective and preventive action.

 All non-conformances will be reported via the Incident Reporting system (refer WHS-FRM-006)

 The Incident Report Form will detail the nature and scale of the non-conformance and propose
corrective and preventive actions, as appropriate

 The Incident Report form will be submitted to Senior Management as part of the Management
Review process.

 Details from the Incident Report form shall be collated on the Event (accident & incident)
Reporting Register (WHS-REG-002)

 All corrective and preventative actions shall be registered and monitored using the Corrective and
Preventative Action Register (Refer QMS-REG-001)

5.2 Preventative and Corrective Action

 Preventive action, such as implementing modifying or enforcing procedures or controls, will be
taken to avoid repetition of the non-conformance.

 Any corrective or preventive action taken to address the causes of non-conformance must be
appropriate to the magnitude of problems and commensurate with the impact encountered, and
documented.

 Where preventive actions involve long term programming, these will be considered in the setting
of objectives or targets.

5.3 General

 Where non-conforming project work is rectified work/s shall be subject to re-verification of
conformity prior to handover to client.

 Any changes to the management system procedures as a result of corrective or preventive action
will be recorded.

 Repeated non-conformances of the same nature or significant deviations from procedures (for
example, disregard of the procedures, or total absence of required documentation) will be
reported to the relevant member of Management for action and resolution.
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