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0.0 Summary

Quality management system

The company operates a quality management system in accordance with the requirements
of BS EN 1SO 9001:2000. It is a scheme which makes effective use of resources and
maintains a culture of continual improvement.

The scope of the system is:

‘The Design, Manufacture and Supply of Expanded Polymer Forms,
Packaging Materials and I nsulation Products

The terminology and structure of the system is aligned to that of 1SO 9001 : 2000.

The size of the company, the fundamental nature of its processes and competence of
personnel provides for a concise quality management system.

A basic process model depicts the system operation:
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Quality manual
This quality manual is the core document of the quality management system.

It:
contains the company quality policy and quality objectives statements;
describes the system processes, their sequence and interaction;
contains the documented procedures established for the system; and
provides direction to associated documents.
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2.0 QUALITY POLICY STATEMENT

The assurance of quality is fundamental to all work undertaken by INTERACTIVE
PACKAGING SOLUTIONS LIMITED and shall be practised by all staff and personnel
during their daily activities.

The nature of the Company's business, i.e. The Supply of Polymer Forms,
packaging materials and insulation products, places particular emphasis on product
quality, consistency, safety and most importantly providing customers with products
which meet their requirements. To this end the company maintains a quality system that
compliesin all respects with BS,EN, 1SO 9001: 2000.

The Company recognises that this policy is dependant upon:-

- The commitment of the most senior management.
The understanding and commitment of its employees.
Fully understanding the requirements of each individual customer
Maintaining a system of continua improvement and devel opment
Verification throughout the organisation and externally of compliance
The understanding and commitment to achieve the Quality Objectives as
laid out within this manual

To this aim the Directors undertake through instruction, practica example and
thorough training to ensure that each employee has a proper understanding of the Quality
System, its direct relevance and significant contribution to the Company's success.

This Policy is reviewed annualy at the management Review meeting and shall
be amended and improved as deemed necessary to ensure continued improvement of both
the System and of the Products supplied by this company.

| hereby certify that this Quality Manual accurately describes the Quality

Management System within INTERACTIVE PACKAGING SOLUTIONS LIMITED to
meet the requirements of: BS,EN,ISO 9001 : 2000

ANDREW LAUNDY

MANAGING DIRECTOR

1% January 2003
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The company will comply with requirements to which it subscribes and will continually
improve the effectiveness of the quality system.

Quality objectives are determined and appraised during management review.

This quality policy is disseminated within the company and is examination for continuing
suitability during management review.
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3.0 Quality objectives

The Quality Objectives of Interactive Packaging Solutions Ltd is to continually
improve our success at satisfying the needs and requirements of our customers. To
this end the following parameters shall be met

A decrease in the number of Customer Complaints received

An improvement in the lead times and delivery times offered to customers

A reduction in the number of non conformities in house.

Reduced manufacturing costs by more efficient use of the Raw Material.
These objectives shall be reviewed at least annually at the Management Review
and where necessary altered to ensure continual improvement.

4.0  Quality management system

4.1 General requirements

The company operates a quality management system in accordance with the requirements
of BS EN 1SO 9001:2000. It is a scheme which makes effective use of resources and
maintains a culture of continual improvement.

4.2 Documentation requirements
421 General

The quality management system documentation consists of :
the quality policy and quality objectives statements;*° % 3°

this quality manual;

the documented procedures established for the system;®°

other operational documents;**°

records required by BS EN 1SO 9001:2000.%2

Note: The size of the company, the fundamental nature of its processes and competence
of personnel provide for a concise quality management system.

10
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4.2.2 Quality manual

This quality manual is the core document of the quality management system. It:
contains the quality policy and quality objectives statements;
describes the system processes, their sequence and interaction;

contains the documented procedures established for the system; and
Provides direction to associated documents.

The quality manual summary®® states the scope of the quality management system. Any
exclusion is detailed and justified in the appropriate section.

4.2.3 Control of documents
Quality management system documents are controlled by documented procedure.®*
423 Control of records

Quality management system records are controlled by documented procedure.®?

11
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50 Management responsibility

51 Management commitment
Commitment to this quality system and its continual improvement is evidenced by:

effective internal communication:>>

the quality policy;%%% >3
3.0& 541

quality objectives;

management reviews;>®

the provision of resources.®*
52 Customer focus

Customer interface and feedback is utilised to establish quality objectives.>* Contract
requirements are determined at the enquiry / order stage.”?

53 Quiality policy

A documented quality policy statement has been established.?°
54 Planning

54.1 Quality objectives

A documented quality objectives statement has been established.>° the objectives are
measurable and consistent with the quality policy.

54.2  Quality management system planning

Quality planing is effected by the implementation of this quality management system.
Should a customer require any additional of specia action then a specific quality plan
will be developed for the contract.

This quality management system maintains its integrity when changes are made to it.
Thisis confirmed by internal audit of the system.®%?

12
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5.0 M anagement responsibility (continued)

55 Responsibility, authority and communication

55.1 Responsibility and authority

The company management structure is as depicted on the organisation chart.’**

Individual responsibility and authority are as determined in the relevant contract of
employment and job description. These documents are maintained by the personnel
function.

This information is communicated within the company by line management.
55.2 Management representative

The Managing Director has appointed a member of management with responsibility and
authority to:

ensure that the processes needed for the quality management system are established,
implemented and maintai ned;

report to management on the performance of the quality management system and any
need for improvement;

Ensure the promotion of awareness of customer requirements throughout the
organisation.

55.3 Internal communication

Formal internal communication paths are as depicted on the organisation chart.***

Records of internal audits,®** management reviews>® and other operational documents

evidence formal internal communication.

Informal internal communication occurs on an ad hoc basis. Records are maintained if
considered necessary by management.

13
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5.0 M anagement responsibility (continued)

5.6 M anagement review
56.1 General

This quality management system is subject to review at annua intervals to ensure its
continuing suitability, adequacy and effectiveness.

5.6.2 Review input

Input to management review is determined by an agenda:

Follow-up actions from previous management review.>®
Quality system effectiveness.**

Quality policy.>?

Quality objectives.>*

Resources.®°

Customer feedback >2/723/821

Supplier performance.”**

Results of audits. 442
Process performance.
Product conformity.®*
Improvement.®>*
Corrective action status.
Preventive action status.
A.O.B.

8.2.3

852
853

5.6.3 Review output
Output from management review is in the form of a report, which includes details of

decisions made and action points where appropriate. This record is maintained for a
minimum period of three years.

14
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6.0 Resour ce management

6.1 Provision of resources
Resources needs are determined and provided for, in order to maintain and improve the
effectiveness of this quality management system, and to enhance customer satisfaction by
achieving the quality objectives.
Such resources include both tangible and intangibl e assets, for example:

organisation structure;

plant;

information and communications technol ogy;

intellectual property;
knowledge management.

6.2 Human resour ces
6.2.1 General

Personnel whose activity affects product quality are competent on the basis of appropriate
education, training, skills and experience.

6.2.2 Competence, awarenessand training

Competence levels for activities are determined and training of personnel is provided
when required.

The effectiveness of such training is evaluated.

Records of education, training, skills and experience are maintained.

6.3 Infrastructure

Infrastructure needs are identified, provided and maintained on a cost effective basis.
These include buildings, workspace, associated utilities, process equipment, hardware,
software, and support services.

6.4 Work environment

The work environment is determined and managed in order to ensure products meet
reguirements.

15
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7.0 Product realization

7.1 Planning of product realization

Planning of product realization, together with process determination and interaction is
represented by basic flowcharts.**

The controls exercised over production processes and related activities are detailed in the
Process Control Manual.>*

7.2 Customer -related processes

7.21 Determination of requirementsrelated to the product

Customer purchase requirements are subject to examination such that the stated, implied,
statutory and regulatory requirements relating to the specified or intended use, where
known, are determined.

7.2.2 Review of requirementsrelated to the product

Prior to the acceptance of a customer's purchase order, the purchase requirements are
reviewed to ensure that they are adequately defined and that the company has the
capability to supply,

In the event of an order amendment, the process is repeated prior to the acceptance of the
amended purchase order.

Records of the reviews are maintained.

Customer's verbal orders are subject to confirmation by the company before acceptance.
7.2.3  Customer communication

General methods of communication exist for interacting with customers to ensure:

dissemination of product information;
effective management of enquiries, orders and order amendments;
customer feedback, including complaints.®°?

These methods include telephone, fax, post, website and e-mail.

16
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7.3 Design and development
7.3.1 Design and development planning
On receipt of adesign request from a customer a thorough review shall take
place to ensure that al of the customer’ s requirements are documented and fully
understood. If there is any doubt then the customer should be consulted to
clarify.
When the requirements are fully documented the Design plan shall be produced.
This shall determine the precise design activities required and the personnel
responsible for those activities, also the verification and validation points at
which customer approval shall be sought.
At each review meeting the design shall be reviewed to ensure compliance with
the customer’ s requirements and also the design Plan itself shall be reviewed to
ensure that it still meets those requirements.
7.3.2 Design and development inputs
The first requirement of any design is to obtain and fully understand the
customer’ s requirements
To this end the design input sheet shall be raised which will detail
0 Product Function
0 Required Performance
0 Statutory Requirements
0 Customer Specific requirements
If the customer is unaware of any of the above then past experience shall be used
i.e. similar design experiences, industry standard parameters and these shall be
documented as design inputs.
7.3.3 Design and development outputs
Following the successful completion of the design afull specification shall be
drawn, thiswill detail the finished product in its entirety and enable the product
to be manufactured correctly.
The specification will include detailed drawings of the product, the material
specifications and any tooling requirements.
7.34 Design and development review
Design reviews shall be held in accordance with the design plan or at the request
of any member of the design team asis deemed necessary.
A documented record of the design review shall be kept with the design
paperwork.
7.3.5 Design and development verification

Verification of design activities shall be carried out at intervals as required.
Generaly verification will be carried out at the end of the design project on
completion of afirst off sample

17
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7.3.6  Design and development validation
Where necessary the finished product shall be tested to ensure compliance with
the customer’ s requirements and the results of the tests kept as Quality Records.
7.3.7 Control of design and development changes
Should the need to substantially change a design prior to production arise then a

completely new design process shall be instigated.
No substantive changes shall be made to an ongoing design

74 Purchasing
7.4.1  Purchasing process
Supplier selection and approval fallsinto three categories:

Process commodities

The nature of the product is such that no controls are applied to suppliers other than a
requirement to supply commodities that meet the company's requirements. Management
evaluates suppliers on this basis.

Suppliers are re-eval uated during management review.

A register of approved suppliers and their scope of supply are maintained.

Note: Management may sanction the use of ad hoc suppliers, customer nominated
suppliers, sole suppliers et cetera as necessary.

Capital items
Subject to individual consideration by management with specific supplier(s) designated.

Domestic and consumable items

Obtained from any convenient source. No special considerations apply.

7.4.2  Purchasing information

Purchase orders are used to obtain process commodities from suppliers. Sufficient detail
is included on such orders to adequately describe the supplier, goods required, and any
delivery requirements. This includes, where appropriate, necessary approvals, personnel
qualification and quality management system requirements.

Purchase orders may be in any mediaformat.

18



Interactive Packaging Solutions Ltd Quality Manual 2005
21% June 2005 Revision 2005:1

7.0  Product realization (continued)

7.4.3 Verification of purchased product

Verification of purchased product is limited to basic goods inward inspection.®?
Verification at the supplier's premisesis not a contract requirement.

75 Production and service provision

75.1 Control of production and service provision

Production occurs under controlled conditions as detailed in the Process Control Manual.

Controlled conditions include, as applicable:

product attribute information (including MSDYS);

availability of work instructions and use of suitable equipment;

availability and application of monitoring and measuring devices and activities;
realization of release and delivery activities.

7.5.2 Validation of processesfor production and service provision

This element of the standard is excluded from the quality system. All product is proved as
part of the normal manufacturing process. No special processes exist.

7.5.3 Identification and traceability
Identification and traceability is limited to product descriptor and works order reference.
The latter item is a unique identifier which is trandated into advice note and invoice

number.

Product is, by default, understood to conform to specification unless the passhold/fail
status is otherwise indicated.

754 Customer property
Customer property under the control of the company is safeguarded and protected against
damage or deterioration. It is identified by the works order reference and any relevant

contract documents.

Any customer property that is lost, damaged or becomes unsuitable is reported to the
customer and a record maintained.

19
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7.0  Product realization (continued)

755 Preservation of product

All product and its constituent parts are subject to commercially accepted standards of
protection in order to minimise damage and deterioration while under the company's
control.

This preservation includes identification, handling, packing, storage and protection.

7.6 Control of monitoring and measuring devices

Devices used to monitor and measure product characteristics are maintained in three
categories:

Calibrated instruments

Cdlibration records are maintained which identify individual devices, their calibration
status, calibration interval, tolerance, and traceability to the relevant international or
national standard. Where no such standards exist, the method of calibration or
verification is documented.

'Indication only' instruments

Such devices, for example tape measures, are maintained for indication purposes only.
No specific controls apply other than intermittent checks for correct operation, legibility
of markings and freedom from damage.

Laboratory glassware
Where appropriate, laboratory glassware will conform to the applicable British Standard.
For example:

Thermometers BS 1704,
Hydrometers BS 718;
Measuring cylinders BS 604,
Pipettes, bulb BS 1583;
Pipettes, graduated BS 700;
Burettes BS 846;

Volumetric flasks BS 1792.
N.B. Cat A and Cat B applies.
Laboratory glassware is considered to be life calibrated and consumable. No specific

controls apply other than intermittent checks for correct operation, legibility of markings
and freedom from damage.

20
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8.0  Measurement, analysis and improvement

81 General

Monitoring, measurement, analysis and improvement processes are planned and
implemented to:

demonstrate conformity of product;
ensure conformity of the quality management system;
continually improve the effectiveness of the quality management system.

The use of statistical techniques is limited to simple tabulations of data. True statistics, in
the form of high level mathematica manipulation of data, are not employed by the
company.

8.2 Monitoring and measur ement

8.21 Customer satisfaction

Maintaining customer loyalty and attracting new customers is critical to the continuing
success of the company. Customer satisfaction and perception of the company and its
performance is monitored via the sales interface and considered at management review.>®
8.22 Internal audit

Internal audits are controlled by documented procedure.®?

8.2.3 Monitoring and measur ement of process

Process performance is monitored and reviewed at production meetings.

8.24 Monitoring and measur ement of product

Inspection, measurement and testing of product ensures that the acceptance criteria

determined in the appropriate specification have been met. Records detail the inspecting
authority.

21
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8.0 Measurement, analysis and improvement (continued)

8.3 Control of nonconforming product

Nonconforming product is controlled by documented procedure.**
8.4 Analysis of data

Datais analysed primarily by discussion. Specific matters relating to:

customer satisfaction;®%*
conformity to product requirements;
process and product characteristics and trends;
suppliers,”*

8.24
8.23

are considered at management review.>®
8.5 | mprovement
85.1 Continual improvement

The effectiveness of the quality management system is subject to continual improvement
through the application of:

the quality policy;>3
quality objectives;>**
audit results;®>
analysis of data;®*
corrective action;®®

preventive action;>®
management review.>®

85.2 Correctiveaction
Corrective action product is controlled by documented procedure.®®
85.3 Preventive action

Preventive action product is controlled by documented procedure.®®

22
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9.1  Control of documents procedure

Document approval

Authority for approval of al quality system documents lies with the management
representative.

Document review, update and re-approval

Quality system documents are subject to review and confirmation during management
review. Additional review is carried out on an ad hoc basis as required.

Authority to update and re-approve all quality system documents lies with the Operations
Director

I dentification of document changes

Where practicable, document changes are identified in the quality system amendment
record.

Identification of current revision status of documents

The current revision status of all quality system documentsis identified by means of year
of issue.

Document distribution control

Quality system documents are issued on a 'need to know' basis. A distribution list is
maintained within this manual

Document legibility

Quality system documents are maintained in alegible and readily identifiable state.
External document control

External documents consist of national and international standards, supplier's literature,
customer specifications and customer drawings. These are subject to frequent change and
so the Operations Diector’s copies shall be deemed to be definitive.

Obsolete document control

All obsolete quality system documents are disposed of unless retained for information,
legal and / or contract purposes. In such case suitable identification is applied.

23
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9.2  Control of records procedure

Identification
Quality records are those deemed to provide confirmation of the effective operation of the
Quality Management Systems within the Organisation, and the meeting of al the
customers' requirements. They shall include,

Quotations

Specifications

Contract Review’s

Works Orders

Purchase Orders

Delivery Notes

- Invoices

And any other documents required from time to time.

All Quality Records shall be uniquely identified by number and by date.

Storage, Protection and Retrieval
All Quality Records shall be stored in numerical order and shall be kept in suitable ring
binders at the record control point, (either the General Office or the Production Office)

After a reasonable period of time the records shall be removed to the archive rooms
where they shall be kept in sealed archive boxes clearly identified by reference number.
Access to and retrieval from Archive Rooms shall only be undertaken by senior
management, and only a copy of the document (clearly marked) shall be so retrieved.

Retention time
All Quality Records shall be kept for a minimum period of five years and thereafter in
line with any legal requirements or the requirements of any particular customer.

Disposition
After retention the documents shall be disposed of by the use of a commercia disposal
contractor and a certificate of disposal shall be obtained.

24
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9.3 Internal audit procedure

Audit programme

The Quality Management System shall be audited in its entirety during the course of each
year. This shall be carried out at al sites in accordance with the Audit Schedule as
determined by the Operations Director. The schedule shall be displayed on company
notice boards.

Audit criteria, scope, method

The audit is intended to validate the continued compliance with the relevant standards
and to facilitate the continual improvement of the Quality Management system.

The Audit shall take three stages, Standard Compliance, Understanding and Use and
Paperwork/records compliance.

Auditor independence

Auditors shall be appointed by the Operations Director and shall have the degree of
training required to fulfil the level of audit being carried out. Lead Auditors shall be
trained externally and have suitable certification. The selection of Auditors and the
conduct of Audits shall ensure objectivity and impartiality of the Audit process.

Auditors shall not audit their own work.

Responsibilities

It is the responsibility of the Operations Director to ensure that the Audits are carried out
in accordance with this procedure and in accordance with the schedule as laid out.

It is the responsibility of the management of the area being audited to ensure that all
actions are taken without undue delay to eliminate any detected non conformities and
their causes.

The Operations Director shal be responsible for instigating a series of follow up
procedures as necessary to ensure verification of the actions taken and the reporting of
the verification results.

Records

The results of the Audit shall be recorded on form 9.3A with any non conformances or
observations clearly marked.

Any Corrective Actions shall be entered on form 9.3B.

All records shall be kept in the Open Audit File as kept by the Operations Director and
shall be submitted to the Management Review for Analysis.

All Records shall be maintained for a period of three years.

25
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9.4  Control of non conforming product procedure

Identification
All non conforming product shall be clearly labeled with RED labels or WIP cards and
held where practicable within the Quarantine Area. (Otherwise clearly segregated from
other product)

Responsibilities

It is the responsibilities of the Factory Manager's to ensure that all non conforming
product is so identified and that all the correct paperwork is raised and that the
Discrepancy Report is passed to the Managing Director.

Records

All non conforming product shall be recorded on the Discrepancy and Corrective Actions
Report Form., which shall be logged on the Customer Relationship Manager and passed
to the Managing Director for appraisal

The product being identified with the unique DR number allocated by the computer.

9.5 Corrective action procedure

Review of nonconformities (including customer complaints)
Whoever finds or gets notified of a discrepancy shall without delay raise a Discrepancy
Report and log on the CRM so as to obtain the unique serial number.
This shall be passed IMMEDIATELY to a manager who will decide on the need for any
instant Corrective Action.
Any such action shall entered onto the DR and logged as being completed.
Following any necessary immediate action the DR shall be passed to the Managing
Director who will carry out athorough review with respect to

Determination of NC cause

Evaluating need for action

Determining and implementing action

Determining Personnel responsible for actions.

Records

All such reviews and actions shall be recorded on the Discrepancy Report and shall be
signed off as completed and dated.

The Dr shall be kept in the DR file at Wrexham head office.

Corrective action review
When all corrective actions have been completed the DR shall be returned to the MD who
shall verify that they have been completed properly and sign off to this effect.

26
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9.6 Preventive action procedure

Deter mination of potential nonconfor mity cause

As a follow up procedure to 9.5 Corrective Action there shall be a review as to
probability of recurrence of the same Discrepancy. Should it be determined that this is
either probable or even possible then this Preventative Action Procedure shall be carried
out.

Evaluating need for action

With reference to the Discrepancy Report the Managing Director along with the
Operations Director shall assess the likelihood of recurrence and shall evaluate the need
for any preventative actions. |.e. system changes, retraining, etc.

Deter mining and implementing action

Any Preventative Actions shall be recorded on the Discrepancy Report along with the
person responsible for completion and the required completion date. The Report is then
passed to those people.

Records

All such reviews and actions shall be recorded on the Discrepancy Report and shall be
signed off as completed and dated.

The Dr shall be kept in the DR file at Wrexham head office.

Preventive action review
When al preventative Actions have been completed the DR shall be returned to the MD
who shall verify that they have been completed properly and sign off to this effect

27
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10.1 Organisation chart

INTERACTIVE PACKAGING SOLUTIONS LIMITED
ORGANISATION CHART

M ANAGING OPERATIONS
DIFECTOR DIRE CTOR
SAES FINMNCIAL
DIRECTOR CONTROL LER
SAES HSEAAF"EFHV& FACTORY GENERA ACCOUNTS
M ANMAGERS MANAGER M ANAGER MANAGE R
OFFACER
SAES PRODUCTION ACQ UN'S
ASSISTANTS STOREM AN SUPERMSOR DISTRIBUTION ASSISTANTS
SENOR
DESGNER OFERATORS
OFERATORS
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Take goodsinto stock
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10.3 Amendment record

10.3.1 Amendmentssinceissue

Amd. No. | Date Comments
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11.1 Distribution List

Doc. No. | Date Title L ocation

QMO001 30/06/05 | Quality Manual 2005 Ops Director

QM002 30/06/05 | Quality Manual 2005 Wxm Production
QM003 30/06/05 | Quality Manual 2005 Wxm Genera Office
QM004 30/06/05 | Quality Manual 2005 Devon

QMO005 30/06/05 | Quality Manua 2005 Wrexham 2

WIM 001 | 13/02/03 | Work Instruction Manual Ops Director

WIM 002 | 13/02/03 | Work Instruction Manual HSW Officer

WIM 003 | 13/02/03 | Work Instruction Manual Wxm Production
WIM 004 | 30/06/05 | Work Instruction Manual Wxm 2 Production
TRG 001 Training Manual HSW Officer

Aud 001 Audit Records Ops Director

Man 001 Management Review Ops Director

Docs 001 Register of Specs etc Ops Director

Red Denotes Master Copy
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