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Guidance:
Write name of your company (for which you are making this manual)
Correct the page numbersin the table of contents after editing

Delete this guidance from final document.
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Introduction to Name of Company

Guidance:
Write brief introduction to your company, provide some history, achievements,
value of your brand, etc.

Delete this guidance from final document.
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1.0 Purpose & Scope

1.1.Integrated System M anual:
This manual describes Organization’s integratediQu&nvironmental and Occupational Health and
Safety Management System (QMS / EMS/ OHSAS). luihes Organization’s Quality System policy
and describes how it is implemented and sustaimadighout the organization. The systems core
elements are described with references to the kganizational procedures.

. Purpose:

The purpose of Organization’s integrated QualityyiEonmental and Occupational Health and Safet
Management System (QMS / EMS/ OHSAS) is to enstodyzt and service quality continue to meet
the highest standards demanded by the organizatidexpected by its customers; and to ensure
Organization’s products, process, and servicesar@d out in an environmentally responsible,
protective and safe manner.

. Scope:
The scope of Organization’s activities includesdkeign, manufacture, marketing, sales, and servict
of your product
CorporateOffice: Your address here
Works: Your address here

Guidance:
Define you scope
Include your product and services

Organize termsdescribe your nature of business such as design, manufacture,
marketing, sales, and service

Provide Cor porate Office and works address wher e thisintegrated management
system isimplemented.

Delete this guidance from final document.
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2.0 References, Documents & Forms

2.1 Quality Management System - ISO 9001: 2008

2.2 Environmental Management System - ISO 14000420

2.3 Occupational Health and Safety Management Byst®HSAS 18001: 2007

2.4 Reference: Integrated Management System Prbtmdsl — Give your document number hjre
2.5 Reference: Meeting Requirements of ISO 9001: 2G0&endix A

2.6 Reference: Meeting Requirements of ISO 140014 2@Gpendix B

2.7 References to Specific procedures, work instmst and reference documents are referenced thootighis
document where appropriate.

2.8 References to second level procedures and mefedocuments are also giventinpendix AandAppendix B.

Guidance:

Replace (Give your document number hreith document numbers given by you to those
documents.

Integrated Management System Process Model caeflyeed based on process model diagram
given in the three standards ISO 9001, 1ISO 140@1CGHHSAS 18001 based on your scope.

Delete this guidance from final document.
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3.0 Terms & Definitions and Abbreviations

3.1 Terminology:
The terminology used through out this manual issesiant with the definitions provided in the ISQ09@005,
ISO 14001:2004 and OHSAS 18001: 2007 standards.

e Supplier is used for contract manufacturer, subcontractud,direct material or service supplier.

¢ Organization refers to Organization’s.

«  Product may also be used to mean services provided.
Environmental Aspectsare elements of Organization’s activities that nmagract with the environment.
Environmental | mpacts are the changes (positive / negative) to the enxient from thespects.
Acceptable Risk istherisk reduced to alevel that can betolerated by the organization.

Integrated M anagement System (IM S) / Quality System:
The term integrated management system covers @idihagement System (QMS), Environment Managemen
System (EMS) and Occupational Health and Safeturasee System (OHSAS)

The termQuality System is used as synonymous to IMS (Integrated ManageB8ysiem).

Terms Quality, Environmental and Occupational Healid Safety Management System (QMS / EMS/ OHSAS
shall also mean Integrated Management System.

Environment:
The physical surroundings relative to the Orgamzes facility given in 1.3 above. This includesthatural
resources of air, land, and water; flora, faunandms and the interrelation of all of these elements

Aspect:

An element of Organization’s activities, produdsservices that can interact with the environmAspects are
evaluated based on the location of the activity,ftequency of the activity, and the severity & thsulting
impact or potential impact.

Impact:

Any change in the environment, positive or negativeolly or partially resulting from Organizatioréstivities,
products, or services. The severity of an idertdtiBavironmental impact is used to establish theaibjes and
performance targets for the EMS program.

Hazard
Source, Situation or act with a potential to hannteirms of human injury or ill health or combinatiof two.

Occupational Health and Safety
Conditions and Factors that affect, or could affeethealth and safety of employees, or other weriacluding
temporary workers and contractor personnel), visjtor any other person in the workplace.

Abbreviations:
¢ IMS = Integrated Management System
¢ QMS = Quality Management System (within IMS)
¢ EMS = Environment Management System (within IMS)
¢ OHSAS = Occupational Health and Safety Managemesteg (or OHSMS)

Guidance:

You can consider defining some other terms impotagour business. Also list down all
abbreviations that concern your business.

Try adding more definitions and abbreviations, @s sequire.
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4.0 An Integrated Management System

4.1 1SO 9001:
The ISO 9001 standard is the foundation for Orgation’s Quality System. The adoption of ISO 900%wes a
strong foundation for world-class processes and@iy System that supports continual improvembusiness
growth, and efficiency.

1SO 14001:

The ISO 14001 standard is the foundation for thérenmental management elements of the Integrated
Management system. The addition of ISO 14001 pesvalframework for conducting business in an
environmentally responsible manner.

OHSAS 18001

The OHSAS 18001 standard is the foundation for patianal health and safety elements of the Integrat
Management System. The addition of OHSAS 18001igesva framework for conduction business in a aatk
healthy {nrelation to ill health) manner.

Relationship of Elements:

The interrelationships among Organization’s QMS,Edhd OHSAS elements are illustrated by the QMBS E
OHSAS Process Map. The links between the ISO 9(@1,14001, OHSAS 18001 elements and Organization’
system procedures is illustrated in three sepa@taments Meeting Requirements of ISO 9001: 2008
(Appendix-A)”, “Meeting Requirements of ISO 14001: 2004 endix-B" and “Meeting Requirements
of OHSAS 18001: 200720pendix-Q”.

Integrated Quality, Environmental and Safety Policy:

Organization’s delivers excellence in our produsesyices and solutions that ensure customer \aaide
contribute to their success. We strive to be reiaghby our employees, customers, community ancebbéders
as a responsible organization that conducts ounbssin a manner that conserves the environmeénimimes
pollution and provides safe working environmentar @mmitment to quality, environment and safetseftected
through programs focused on continual improvemadtraasonable compliance with: applicable regubatio
industry standards and best practices, contramtgairements and corporate initiatives. Planneggrated and
consistent efforts involving every element of ougamization; create these results.

Note: We provide the products and services our customans, and this is not by accident. We activel

consider the environmental impacts and potentigbicts when making decisions and work to minimiz
our footprint on the environment. We provide safeking environments. As our business changes, t
specifics of our quality, environmental and safatygrams adapt to meet those needs.

Customer Excellence:

Organization’s recognizes that consistently delhgedefect-free products on time is only one
characteristic of a world-class supplier. Qualélationships with our customers are equally imptrta
Organization’s continually strives to improve isponsiveness to customers, to anticipate customer
requirements, and to provide customers with topsievice.

Employer Excellence:

Participation in the development and improvemer@afanization’s business model occurs at all level
of the organization. Organization’s managementesrto implement and improve core value creation
processes by providing employees with informatteaining, and opportunities.

Supplier Excellence:

Organization’s expects its suppliers to providesdefree products and services that conform to our
requirements. Organization’s is responsible foueng requirements are defined clearly and delidere
in an effective and timely manner. Organizatiorastpers with suppliers committed to continual
improvement in their own quality system, and t@lationship with Organization’s. As part of that
business relationship, Organization’s expects eshtnanufacturing partners and key suppliers to
maintain a 1ISO 9001, ISO 14001 and OHSAS 18001fieerSystem.

4.6 Policy Communication & Review:
The goals, objectives, and key elements of thgrated management system are discussed with neloyep
as part of their orientation. Additionally, qualgystem information is displayed in key locatiomotighout the
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workplace, and included in employee trainings, camitation, and meetings on an on-going basis. Bieatly,
management reviews the policy statement, and k&tgisyelements to ensure appropriateness, effeetigeand
continued suitability to the organization.

Control of Documentation

Controlled Documents:
The Integrated QMS / EMS /OHSAS Manual, subordipateedures, work instructions, and references are
controlled documents. Changes to these items argaia@d under revision control.

Uncontrolled Documents:
All controlled copies are issued with a control&#dmp and copy number. Printed copies of electadigitssued
documents are consideradcontrolled. Photocopies copies are also considered uncogdroll

QMS / EMS / OHSAS are maintained in a legible faramad identifiable to the appropriate product(spcess
(es), or program(s). (Refer procedure P-MR-01 procetbr control of documents).

Control of Records:

Records required in support of the Quality Systeeidentified and maintained by the appropriate teRetords
are stored and maintained in a manner that islyeadtessible and minimizes deterioration, damagss.
Wherever possible, records are maintained eleaatipiwith the appropriate security and/or netwbgckups.
After the minimum retention period, records maystmed at an off-site location or destroyed. (REf&IR-02
procedure for control of records)

Guidance:

Try considering re-writing these paragraphs to ngeet thoughts and your business
nature and objectives. You can also download dueradocumentation sets and club
together to make your own unique manual kat way it will give your manual your
own signature style. Rewrite Quality, Environmend &afety Policy.

You can also give two separate policies.

Change procedure numbers for procedure for coafrdbcuments and control of
records, if you have adopted different numberirgieay.

Delete this guidance from final document.
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5.0 Management Responsibility & Review

5.1 Management Commitment:
Organization’sCentral Core Committe@r top management) establishes organizationakgial expectations,
the Quality System framework, and corporate pdicReriodically, th€entral Core Committeparticipates in a
review of the Quality System — it strengths, oppoities for improvement, and need for changes based
business directions. Organization’s management teaesponsible for:

i. Providing leadership and communication to thgaaization.
ii. Defining strategic quality goals and objectivexluding statutory and customer requirementi]|.
iii. Ensuring continual improvement of productsopesses, and the quality system.
iv. Delegating appropriate responsibilities to ngedlity objectives.
v. Defining job descriptions, and organizational resgbilities / authority for all staff.

Responsibility, Authority and Accountability for Integrated Systems:

The Systems team is responsible for ensuring lieatntegrated Management System is establishedemnemted,
and maintained per the goals and objectives s#tdyentral Core Committe@nd in accordance with ISO 9001,
ISO 14001 and OHSAS 18001. Thenagement Representatieaordinates the performance of the integrated
management system. Theiality Manager and Functional Managaintly coordinate the performance of the
environmental, Health and Safety elements of theagament system. Wherever term “Authority” app@atiS
documents, it is considered to include “Accouniafil

Organizational Responsibility, Authority and Accountability:

Functional responsibilities and interrelationshaps defined through organizational charts, job dtans,
corporate policies, and key system procedures.tfura managers are responsible for ensure all reesntif
their team understand corporate goals and objegtitie scope of the quality system, and the rothaif team
within that system.

Organization’sCentral Core Committedevelops and implements quality policies and ptaces. Each process
owner(s) ensure these processes are properly dedtrall employees are responsible for the quadityheir
work, as it contributes to the quality of Organiaats products, services, and organizational emvitent and
safety issues. Managers and team leaders ensugeteam member is appropriately trained, has adcesmls
and resources, and is and able to implement coreegttion when required. Finally, opportunitiesrgrove
existing processes are sought and taken. Exequiiwaing strategies are communicated to the emptreough
management staff and quarterly company meetings Qrality Systems team is responsible for:

Ensuring the requirements of the ISO 9001, ISO 14001 and A&#183001 Standards are understood,
implemented, and maintained throughout the orgéiniza

Ensuring corrective actions are implemented to resolve s#lentified in internal and/or external audits.

Ensuring preventive actions are taken based on potentiataordormities accessed through data analysis.
Conducting system audits per the ISO 9001, ISO 14001 and OHEB®®1 standards and Organization’s

Quality System.

Reporting to the executive staff on the effectiveness ofQuality System including a review of pertinent
product, process, and customer data.

(Refer xxx Organization chart and xxx responsibiityd authority

M anagement Repr esentative:

Managing Director or CEO will appoint Management Rspntative (s) for Integrated Management System.
Management may appoint more than one managemeaesegpative giving them clear responsibility and
authorities with regard to QMS, EMS and OHSA& €fer xxx Appointment of Management
Representatiye

Internal Communication:

Communication within the organization is primarilgree through “circulars” either distributed on corgte email
network, posted on corporate website with secucedss to employees or posted on notice boardsablaih
various departments. After every meeting, minutespaepared and circulated to all concerned autesi(Refer
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P-HR-02Procedure for Internal and External Communication)

M anagement Review:

Management review of the Quality System part of@erterly Business Review. Data from various program
teams and/or functional departments is evaluatathsgestablished corporate objectives. This péarimiew is
intended to determine whether the data is repraseatof a functional Quality System. The reviewlides:
metrics, internal process audits, continual impnoeet activities, business changes, and corporétatives and
programs. This review of the Quality System ensiigesuitability, accuracy, and relevance. Recomragads for
changes and improvements are presented to the tse=8tiaff for discussion and approval. Action itefrom the
review are assigned to appropriate teams and supmatinual improvement objectives and customer and
employee satisfaction. Meeting minutes are usextomunicate the effectiveness of the QMS / EMS S8H,
and to document continual improvement progréReferP-MR-03procedure for management review)

Guidance:

Consider revising responsibilities. You can ren&eatral Core Committee to something like
Corporate Systems Committee or Team. If you chasgdind and replace option to change in th
entire manual. Delete this guidance from final doeant.

Provide Reference number for xxx in referencesrgat@ove or elsewhere in this document.

The complete document is available at

http://www.isohelpline.com/ims iso 9000 iso 14000 ohsas 18000 document manual.htm

Please also check

Document manual for SO 14000/ 1SO 14001

http://www.isohelpline.com/iso 14000 14001 2004 document manual.htm

Document manual for OHSAS 18000 / OHSAS 18001
http://www.isohelpline.com/iso_ohsas 18000 18001 2007 document manual.htm

Document manual for SO 9000 / 1 SO 9001
http://www.isohelpline.com/iso 9001 2008 guide.htm
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