Strategic Paperless 1SO 9001,

Safety Systems etc., systems

Overview

Many people complain about the amount of paperwork involved with the systems they have in
place for ISO 9001, 1ISO 14001, etc. In addition, shelves groan under the weight of forms and
reports and it is difficult to find and manage data. This article discusses the benefits of going
paperless and shows how this may be achieved.

Benefits of being paperless

Apart from the obvious outcome in reduced paper use, the following benefits apply when a
paperless system is in place:

e People do not have to search for blanks forms and then complete them.

¢ The need to transpose information from forms into spreadsheets, etc., is removed. This has
the secondary benefits of:
» Removing the cost of doing this
» Removing the risk of errors in transcription
» Removing the time delay between data being recorded on paper and it being transposed

e It becomes easy to find audits, objectives, and all the other recorded information; you don’t
need to keep masses of files that you have to search through.

e Datais live. Instead of having forms which may have actions added to them, and who knows
what is up to date?, you can have a single set of data which is always the most current.

¢ You can have a single personal To Do List, with all the actions from meetings, audits, etc., for
a person listed in one report.

e You can manage actions easily. For example, you can see all the outstanding actions, or
overdue actions with a single click of a button.

e You can see outstanding topics from previous meetings.

e You can create analysis reports with the click of a button. It is no longer necessary to count,
say customer complaints and transpose the data into a spreadsheet. Counts and other
analyses can be done at the click of a button.

o External auditors love paperless systems, because of the analysis function and it being so
easy to see the complete picture. The Objectives section shown below is an example of this.

Can ISO 9001 etc., systems be totally paperless?

The short answer to this is “probably no”. What can, and should be done, is to avoid paper for
data input and recording. However, you may find it desirable to have paper outputs such as
labels for non-conforming parts, reports or communications to external parties.
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What examples are there of paperless systems?

The following are some examples of paperless inputs from the SSS INTACT integrated action
management system. It is not an exhaustive list, but it gives a flavour of what can be done. The
key approach is that everything can be regarded as an issue, and for every issue there can be
any number of actions attached to it, ranging from no actions to multiple actions on different

Objectives

Obijectives are entered by the form shown below and
actions to achieve them entered via the action button.
The report shown here shows the complete story for this

Objective

No: Environmental Objective No. 1

Objective Reduce amourt of waste sert tolandfil by 50%

(0] bJ ective Date ohjective set 22 November 2005 Target conpletion date: 35 F ebruary 20068
Originator lan Mackirtosh
CrossReference:  Di-110
Objectives ) Howthe objective  Presert practice I 6 eurobine emptied tice per week . Objective will be met ifthisis reduzed to 3
is measured: eurohins tuice per viesk or equivalent
»
Objective record Enviranmental Objective No. 1 Status: Reduced to 4 bins rather than 3 but due to segregation of weste dreams we believe we have
higved taget. 4 bins rather than 3is pradical
Date objective set 22-Nov-059 Target completion date: 28Feb-06 sehieved tary s rether than 31s practics!
- B Signed Off: i Date Signed O 1052008 Was the object achieved? Ve
Dbjective Reduce amount of waste sent (o landil by 50% e o esine s the objectarhieveds Yes
Actions to meet this objective
Proposed  Discorinue exterral skip By: ChrisHaresnape DueDater  15Decs
Measurement Present practice is B eurobing emptied twice per week, Objective will be met if this is reduced Action:
to 3 eurcbing twice per week or equivalent
Actual External skip cannct be discontinued il Completed?  es Date 30Nov05
Action: March 2008, Have decided to discortinue Conpleted:

this ater that date but to halvs number of
Objective set by tackintosh, lan - eurobins and use externd skip as a relief i

this reduction causes problems.
Objective Signed O [~ Date Signed O

Meetings

Instead of having individual minutes in Word documents with actions arising, INTACT has the
ability to record the minutes. At first glance, this doesn’t seem to offer a benefit; what does it
matter where you record the data? However, as there typically actions arising from the meeting,
the use of INTACT automatically includes such actions in the action management system,
appearing in personal To Do lists, etc. In addition, INTACT can display the open actions from
previous meetings, and these are reported in the minutes report, thereby meeting a requirement
of ISO standards with no effort. Note the Standard Heading button shown in the form below;
these are the mandatory topics from the ISO standard(s).

Meeting title: [Management mesting =]

Dale: 73 June 2008 e
Atendees: [T #lgar. M Hapward. ] Mefieown, E Fear, P Chambers

Apologiss: [R Head

HNext Meeting Standard Headings

Heading Status Completed =
Item

[Resuls of avalts and evalations of campliance
P Chambers cainied out alegal compliance audil as requied by P Action|  Add newline under thi
& 2n1h on Bth June. The copy of the teport is with A Mead new e unee T
[Commurications from extemnal interested parties

|Theve have been none ‘ M Action|  Add newline under this

¥ |[Environmental and HES periormance of argarisation

| ‘ A T Action|  Add newline under this
[Extent to which objectives/targets have been met
The perfomance warkshop for Erv. Objective 2 has been held, W Action|  Add new line under this
|J Mofieown in delermining baseline log wastage as 3 measure

[Status of actions

Thete are 16 actions which are sither overdue o have no due T Aci é
date assigned ‘ clion | Add new line under this

[Previous management reviews

IThe oo clar teaired bu MOC snd tercrded o [ | I | |~
Record: 14 4 3 b | M rE|of 15 4 | »

See open issues from
previous meeting

Proposed  Review contrad ta see if eurobing can be By ChrisHaresnape Due Date: 15Dec-05
: Action:  redcedd
Actions
Actual Have reviswed this, To be reducseito 4 Completed?  Yes Date S0hlow05
‘Action: Conpleted:
Record: 14 1P | ML k| of 4
Proposed  Obtain'Slm Jim"or similar type waste bins ~ By:  Chris Haresnape Due Date: 20Dec05
Action:  for affice waste.
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Audits

There are two sides to audits, the audit schedule and the audit record. INTACT has both of
these.

This shows the audit schedule form. A
completed . .
—ﬁzm{vamamn il Tdan1 Chambers. Phil ~] [FE SChEdL“ed aUdIt Wlll’appear On the
[0 Dbiectves snd Togets =1 O&dantl Simons. Mok 1 Pt accountable person's To Do list 4 weeks
[47 pids - Fioles and Authorties il 08Jan 1 Chambers, Phil r [PE
#Epvﬂ-lﬁustumevlaedhack -] D8Jan-11 Chambers, Phil r [FC before the due date
17 ik - Management Review =1 o armbers. PH T [ . .
e ——— e —— " When the completed box is ticked, a new
‘\EJDVE—SD\HageandMa\mFueF\esDonsﬂ Tdanil  [Chambers, Phl -] r [FE audit is automatica”y scheduled
[3.7 P - Aspects and Impacts =1 08Jan 1 Simmeans, Mick. r [PE !
Fosra s SRR — ol e normally 12 months hence.
[EE3pa - FreFress FIF =1 12Mar 11 Chambers. Phil ] r [FC ) ) i
I = Bl e You can print the audit schedule if
[ recerd: W[ 4] T ¥ M px]of 26 . desired
i Audit - o m— Y [ e This shows a typical audit entry form. It
[5.4-4 Wastz handing Date: | 31u06  Primay syster 544 .
ezt | = has standard headings and the normal
= Actions button for any corrective actions
i arising.
] . In addition to the standard report for an
= “ Lol e ] individual audit, INTACT also gives a
L [ o] srorwesnre | summary report of any actions arising or
2 ‘ 5 o non-conformances between a selected
¥ e [ date range.
i i ¥ ] B
Records 14 4 [T b | M [k] of 4

Customer feedback

Customer feedback can be both positive feedback and complaints. The form below shows
complaints.

The form is normally

e Customer Complaints completed by the person
s M2 Cosmrconbnts [ T receiving the complaint. Some
Customer [Draperta -]E@|  Pubioaion [ users of INTACT use an
Contact T a—— g .
Dotecompltreceived: [ TS9O Tody | e-mail function where a
defined person is e-mailed
Cndesvedty [oon e e automatically when a
o =l S
Accountable persan Smith, John B Complalnt IS enterEd-
Complaint type |Wrnng Material 5pecified | « ) "
Des:v‘\utiun of Job bag carried no PEFC/FSC aceredidation requirement. Artwork supplied with PEFC logo, job printed on FSC stock in ermor. The com pla | nt type bOX
et enables a report to be
Mates/Comments: [Tob i3 rot being accredited for audt, Sert & & automatlca”y generated g|V|ng
v a Pareto analysis of counts
Cosodact [ Wm0 - ow [0 | and costs of complaints types.
Cliert Cost £: —
Conclusion: ‘
Signed Off T~ Date Sigred O [~ Due ta a non-conformance with a system 2
Actions
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To Do lists

The To Do list is automatically generated. It shows all the open actions for a person, plus

scheduled activities, such as audits, becoming due

Name Chambers. Phil -

To Do List Repont Q Prnt 10,00 s

My actions form ‘

& TopoListfor Phil Chambers
Pretot 050

Management information

Typical management information automatically generated is that shown on the menu below.

I To Do List 1 Issues} Objectives I Meetings I Audits] Supphers] Recurring Actions  Reports IAna\ysis] Info Search I Set Up I

Genre -
1

The analysis
button gives a
count of issues

Skart of date range: ’7 Cle?‘rtthese ralsed, aCtIOI’]S
End of date range: =S

’ ! completed,
Source [ -1 .

[ actions

I [ | | overdue, etc.
0 " - Corrective/Preventive .
et | e o Aty | The corrective/
€ Issues with averdue actions preVenthe

" Issues ready for sign-off
" Issuesfactions completed

" Issues without actions

[= ]

Actions

The actions form is opened from any of the other forms.

FRieduce amount of waste sent to landfill

Proposed [Discortine extemal skip By

Action: Haresnape, Chiis

Actual Acllnn:‘ Signed Off: [

setion campl eted
2 proposed

Due Date: | 15/12/2005

Date Signed Off:

Type
I Comective

W' Preventive

EN

Proposed [Feview contract to see il euiobins can be reduced By
Action: L

Actual Action:

setion compl eted
as proposed

Signed Of: ¥

:  [Smith, John 22
Due Date: | 15/12/2005

Date Signed Off: | 30-Nov-05

Type
I Comective

W' Preventive

EN

Proposed

Dbtain "SI Jim™ o simiar type waste birs for office waste: .
Action: L

Haresnape, Chiis

Type

analysis is a
count by month
of corrective
and preventive
actions.

It shows to whom the action is
assigned, the due date and
whether the action is corrective
or preventive.

The actions form allows the
actual action to be different to
the proposed action.

More information on INTACT is available from www.strategicsafety.co.uk/INTACT .
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