LAVENDER INTERNATIONAL NDT CONSULTANCY SERVICES LTD


MINUTES OF THE MANAGEMENT REVIEW MEETING NO 24
28th January 2015 – 3.00 P.M.

1.0 Welcome & Introduction:

SJL welcomed everyone to the meeting.  There were no apologies received and it was noted that the minimum number of attendees were present as described in the Quality Manual Issue 17 section 5.6.1.1.
Present:
Mr S.J. Lavender
Co-Managing Director/ 



Company Secretary (Chair)



Mrs J. Thompson
Executive Manager
Mrs S. Young

Quality Manager

Mrs S. Bradley
Quality Supervisor

Mr S. Draper

Internal Auditor

2.0 Minutes of the last Meeting (23)
These were approved.  Actions arising from the last meeting are covered in paragraph 4.0.

3.0 Purpose & Scope of this Management Review
To review the Company’s performance against the documented Quality Management System and the requirements of CP9, CP8, PCN Gen and other applicable standards including ISO 9001: 2015 Section 9.3.

The period covered was October 2014 to December 2015. 
The basis of the meeting was to review the performance of the Organisation during 2015 in accordance with the Company’s issued Management Review Agenda (Review Inputs) and to set further objectives for achievement during 2016 (which, in association with these Minutes and the Action List that arises from them, constitute the Review Outputs from this particular meeting).  A further objective is to identify Quality improvement and possible preventive and corrective actions for the coming year. Any unsatisfactory trends or patterns in the management of the Company will be identified, discussed and hopefully remedied as a result of this meeting.
4.0 Review of Actions from last meeting related to Quality Objectives and Proposed Preventive Actions set for 2015
12 Actions (a. to l.) were raised against Quality Objectives set for 2015 and 7 actions (a. to g.) were raised against proposed Preventive Action Initiatives. All actions were satisfactorily addressed with the exception of those actions marked as items d), e) and f) against Quality Objectives in Management Review Minutes 23.  See section 6.b) for further details.
5.0 Changes in External and Internal Issues relevant to QMS

5.1 Changes in External Issues relevant to QMS

a) All revised BINDT documentation submitted to us on the quarterly CD Rom was reviewed throughout the year and any changes were made as applicable to the QMS and/or training and examination documentation.  Review sheets are available showing the actions which were taken.  Similarly any other changes notified in addition to those on the CD Rom were reviewed and acted upon accordingly.  
b) ISO 9001:2015 was issued in September 2015 and, although the permitted transition period is 3 years, BINDT would wish us to meet these requirements within 2 years.  A transition course has been arranged for February 26th 2016 for key members of staff.
c) Changes to Prime Contractor and Customer scheme requirements have continued to be monitored and reviewed, primarily by Level 3 Services. 
d) Changes to National and International standards have continued to be monitored and reviewed throughout the year and were confirmed as satisfactorily controlled at this meeting and at internal audits completed throughout the year.

e) Changes to legislative needs are notified to us by our Health and Safety Consultants (Prosafe/Charles Huggins), Accountants (Hawsons) and Company Solicitor (HLW Keeble Hawson), the Company Radiation Protection Advisor (NDT Maincal), Chemical Waste Disposal company (PHS Waste Management) etc.  See also sections 13 and 18 below.
f) Customer needs and expectations are considered at each booking for training and examinations and by Level 3 Services for any customers on contract.
5.2
Changes in Internal Issues relevant to QMS
a) Personnel 
There have been a number of changes in the resource level of the organisation in the UK.
The following staff have been recruited during the year and added to the Company’s Organisation Chart:



Rob Buckle (05.01.15) – UT Department


Eddie Harper
(05.01.15) – Outside Agency Level 3 Services


Sue Bradley (12.01.15) – Business Services

The following members of the technical staff have left the company during the year:


Eddie Harper (31.08.15)


Chris Sykes (27.11.15)

Group staff levels at 31st December 2015 were 53 (inclusive of Directors):



Technical – 26


Business Services – 22


Maintenance – 5 

There has been one change in the resource level of the organisation in the USA.  A part time tutor, Kenny Greene, has been sourced to help out at this facility on a consultancy basis and will be placed on the BINDT list of approved NDT tutors once his training has been completed.
There has been one change in the resource level of the organisation in Australia.  Paul Lavender was appointed as General Manager at this facility in 2015.
b) Management Structure

The following staff were given the following appointments in 2015 and their job descriptions revised.  These will be agreed and signed at their next appraisal session (if not already in place):
Rob Buckle - UT Lead

Andy Greenwood - RT Lead

Andy Young - Manager, Level 3 Services

Ian Griffin - Manager, Technical Services
Sam Cunningham – Business Development Manager

Sue Bradley – Quality Assistant
c) Extension to Scope of BINDT/PCN Approval
The company has invested in more specimens including corrosion testing specimens for use in UT In-Service Inspection.  This programme is not yet fully up and running as more specimens require mastering.  A partial extension to scope audit was carried out by BINDT in April 2015 and will be completed once all specimens are mastered.

A UT In-Service Inspection (Corrosion) Master-Class was conducted for appropriate company representatives in December 2015 to ensure that all relevant company personnel had the appropriate training, skills and expertise to provide future training in this discipline once BINDT Course Approval/Validation was conferred on Lavender International.

We also began looking at Positive Material Identification and this has been set as a Quality Objective for 2016. 
Both of the above noted items for the potential extension of scope of Company Approvals from BINDT have been set as Projects under the control of the Business Development Manager – see the list of current Projects being handled by the Business Development Manager at section 9.a) of these minutes.
d) Facilities
UK - The old office area of Unit 6 has been re-fitted as a Magnetic practical area.  This will be used for the Accelerated Work Experience programme, the first of which took place in October.  The area can also be used for Magnetic recertification exams.

The outside of Unit 7 has now been re-rendered on three sides.  The west wall is due to be re-rendered in 2016.
USA - 
This facility at 15200 Middlebrook Dr. Ste., F, Houston, Texas 77058, USA, has been audited and approved as an AEC and ATO by BINDT during 2015.
Australia - This facility moved in November to larger premises at 454 Victoria Road, Malaga, Western Australia.  
Greece - We continue to support and act as examiners for TQCC, 51.Z Pigis Str, 382-22 Volos.

Oceaneering - We continue to support and act as examiners for Oceaneering, 109 Bowesfield Lane, Stockton-On-Tees, TS18 3HF.  
We have also been requested to provide the same service at their Swansea facility and carried out an audit there in October 2015 to ensure the facilities at this site are also suitable for examination purposes. A general satisfactory outcome was achieved but further improvements will no doubt be made as we proceed to offer our examination services in this new location. 
Ultramag Inspection Services - We have entered into an agreement with Ultramag Inspection Services, Unit 4V Central Crescent, Southampton SO40 4BJ to provide training support and examination services.  It is the intention that Ultramag will subsequently apply to BINDT for ATO approval and Lavender International will act as their examiners.  Before examinations are up and running we will carry out an AEC-style audit to ensure suitable facilities are also in place at this venue.
6.0 Performance and Effectiveness of the QMS

a) Customer Satisfaction and Feedback
Customer perception of satisfaction with our Product Realisation Processes and Service Delivery Processes are largely measured from the number of customer complaints and from the comments received from customer response forms; although another measure could come from the repeat business we continue to get from our core customers, which is excellent.
Five customer complaints have been registered since the last Management Review.  See section 9 d) for details.
Student/Candidate Feedback forms completed by Training Students and Examination Candidates (preferably on-site on completion of their courses or examinations) continue to be reviewed by the Co-MD Business Services.  These Feedback forms are also available for completion by students/candidates on-line via our web site.  Statistics, produced by the Quality Assistant from these forms, are recorded and analysed monthly and discussed at the monthly Quality Meetings and other relevant departmental and staff meetings. 
Very few adverse comments are received against the overall totals of such feedback forms completed and returned to the company but actions were shown to be taken on all such issues where it was possible to do so.

One recurring theme from such feedback that the Company has concerns about (but which it has so far been unable to satisfactorily deal with) is the lack of parking space at its Penistone Location.
Another regularly occurring theme has been the lack of provision of lunch at its Penistone Location.  It is the ongoing policy of the business that such facilities should not be pursued as there are a number of excellent local outlets for obtaining food within a short walk of the training school and the organisation wishes to continue to concentrate on the excellent provision of training and examinations.

Once the electronic Management System (LavMan) is fully up and running there will be more scope for the analysis of other statistics; and it is hoped that these expanded areas for consideration will begin to be available from the beginning of 2016.
Customer Complaints

	NCR No
	Nature of Complaint

	39
	Candidate expected one-to-one training and also complained that a member of staff was disrespectful and made fun of his name.
Date received: 8th January 2015  Closed out: 13th January 2015

	40
	Candidate failed exam and believed that training practical reports had been marked instead of exam practical reports.
Date received: 5th January 2015  Closed out: 9th February 2015

	42
	Candidate failed exam and complained that his training was unsatisfactory and the registration process was intimidating.
Date received: 18th May 2015  Closed out: 3rd June 2015

	43
	Candidate failed exam and complained that another student had been shown preferential treatment
Date received: 13th November 2015  Closed out: 2nd December 2015

	44
	Candidate failed exam and believed he had been incorrectly marked down on his density readings.
Date received: 30th November 2015  Closed out: 8th December 2015


All complaints were satisfactorily closed out in a timely manner.  

Investigation of complaints 40, 42, 43 and 44 showed no validity. The analysis of these customer complaints identified that most complaints concerned candidates who had failed exams and were unwilling to accept that they had failed.  In all cases further assistance was offered but not taken up by the complainant.

Investigation of complaint 39 identified that the staff member had been disrespectful and an apology was made to the candidate together with assurances that a similar incident would not occur again.  The candidate subsequently booked a re-sit examination with us.  
b) Extent to which Quality Objectives raised for 2015 have been met
i. Monitoring and achievement of existing staff approvals (ASNT, PCN, NAS410 etc.) continued.  Company approvals were maintained and extended as follows: 

· National Skills Academy (NSA) (Nuclear) Quality Assured Provider continued.

· British Accreditation Council (BAC) continued.
· PCN audits for ATO, AQB, Outside Agency and ISO 9001 maintained and extended to cover AEC and ATO audits as follows:

· AMP UK (AEC)

· Houston USA (AEC & ATO)

· Perth Australia (AEC & ATO)

· TQCC Greece (AEC)

· Oceaneering Stockton (AEC)
ii. Whilst personal development targets were set at appraisal, the achievement of these was not centrally monitored for 2015.  Moving forward a new system for review of all such identified needs has been agreed between the Business Development Manager and the Executive Manager to ensure all such requirements are met in future.

iii. Investors in People (IIP) Gold Standard was maintained.

iv. Achieve approval of UT Corrosion Programme at AMP – this was partially achieved and is still on-going.

v. Master Class/Open Day at AMP – this did not go ahead due to lack of staff availability. However, see the notes earlier in these minutes that related to the Corrosion Master-Class that was attended by relevant Company Representatives (also referenced below at subsection xiii).
vi. Conference calling facility at UK, USA & Australian facilities – this did not go ahead due to the costs involved, however a free conference call website (freeconferencecall.com) has been successfully trialled as an alternative.
vii. RT facility at Unit 7 developed.
viii. Re-rendering of Unit 7 partially completed due to cost and weather conditions.  

ix. The SMG’s role was expanded to provide more support to the Directors, particularly in respect of Succession Planning and the need for the maintenance of “Organisational Knowledge” (to meet ISO 9001: 2015 requirements).  
x. Alternative growth plans for USA were considered and are ongoing.  See section 9. g).

xi. Expansion within Australia was re-considered.  See section 9. h).

xii. Expanded statistical review of all information is on-going.  See section 6. e).

xiii. Additional improvements identified during 2015:

· The Business Plan for 2015 was drafted with a view to issue in January 2016.

· Recommenced Welding Inspector courses

· Accelerated Work Experience Programme commenced

· Website upgrade completed during 2015

· Corrosion master class for Lavender staff

xiv. In September the Co-MD Business Services won a visit to the Bloodhound Supersonic Car.  Instead of making use of this personally, this was offered to UTC as a prize for the best four student entries in an NDT competition.  The Marketing Manager, along with two teachers from UTC, accompanied the prize winners to Bristol to visit and learn about the car and to have their names printed on the tail fin.
c) Process performance and conformity of products and services
These are largely covered by the results of internal audits and statistical review which are dealt with in subsequent sections of this Management Review Minutes.  See section 6. d), e) and f).
d) Non-conformities and Corrective actions (excluding those from audits)

In addition to customer complaints and the internal audit details shown below we have had one product non-conformance over the past year.

	NCR No
	Nature of NCR

	41
	A candidate was discovered to have removed his rough notes from his practical examination.
Date raised: 19th February 2015  Closed out 26th February 2015


The specimens in question were immediately removed from the examination system and have since been relegated to training specimens.  This NCR was notified to the BINDT auditor during our external audits in September 2015 who agreed the corrective actions already put in place.
e) Monitoring and Measurement of Results

Portfolios – All portfolios are checked by the Quality Assistant who records any nonconformities and produces statistics from these records which are reviewed at Quality and other meetings where appropriate. All such identified Non-Conformities are brought to the attention of the relevant responsible personnel (with a view to not only correct them but also to act as a learning mechanism for their correct completion for the future). All errors and/or omissions are corrected and reviewed as complete and accurate before the finally completed Portfolios are scanned into DocMan.  See the attached Quality Statistics Overview 2015 report which accompanies this Management Review. 
Exam Results – Examination results can be monitored by method, paper, tutor and location.  The new electronic management system (LavMan), once fully operational, will increase the scope of statistical review and monitoring of company performance.  PCN exam questions have been reviewed for accuracy and consistency throughout the year by the Chief Examiner and 8 PIP 12 Annex C forms were sent to PCN over the past 12 months and are awaiting action.
In addition, 1000 exam questions have been sent to PCN since July 2013 and these are still awaiting approval.  We are aware that PCN will be dealing with these when their workload allows and we are continuing to use these questions in the interim period.

Review of the examination pass/fail rates for each AEC shows a distinct number of exam failures at Oceaneering for all methods throughout the year.  We believe this can be attributed to the quality of training which we now believe may improve due to staff changes at that location.  Lavender International do not provide training at this location.
For further analysis of examination results, see also the attached Quality Statistics Overview 2015 report which accompanies this Management Review.
Double Scrutiny – A new Double Scrutiny Record form (QD297) has been produced to ensure that each examiner is moderated for each method they are approved for (on the BINDT Schedule) - at least once throughout a 12 month period.  This was introduced in June 2015.  DHL maintains and completes this record to ensure all examiners are covered and this system is also monitored by the Quality Function.
Results Notices - These are notified to PCN and no further action is taken.  As reported in previous Management Review minutes, there is still a trend for students not to have paid their dues on time and the logistics of transporting completed folders from our various satellites throughout the world does occasionally result in late returns as well as other factors such as staff sickness and holiday and double scrutiny (see below).

The following code system has been introduced and accepted by PCN since the last Management Review to identify to PCN why results notices are late.



SH
Key staff on holiday



OC
Overseas course



DS
Double scrutiny



SS
Staff sickness



LP
Late payment

These codes are entered on the PCN form PIP/23 (Notification of late receipt of exam results) and returned to PCN for their records.

Lesson Observations – In line with BAC requirements and those outlined in QP8, annual lesson observations will take place for each tutor on the PCN approved schedule.  During 2015 these were not carried out on all tutors, however, going forward all tutors will be observed at least once during each 12 month period to determine their ongoing competence.

f) Audit Results
Every procedure and work instruction within the QMS has now been audited by our internal auditor at least once since the gap analysis carried out in 2014.  A great many changes and improvements have been made as a result of these internal audit findings.
An internal audit programme was issued for 2015 to cover all aspects of the Quality System requirements.  Due to a large number of external audits by BINDT/PCN in September, the internal audit programme fell behind timetable; but by the end of 2015 the programme had been completed.
It was decided by Senior Management that the QP10 Outside Agency audit No. 235 (due September 2015) would be moved to 2016 as a full internal pre-audit was completed prior to the BINDT re-assessment in September.  However, an audit report was produced addressing the NCRs and observations raised at the previous audit.
It was also decided to move audit no. 227 on WI18 (Surveillance/ Proficiency Testing of NDT Personnel) to 2016 due to lack of activity in this area.

Internal audits have also been carried out on all of our AECs and ATOs during the past 12 months apart from Audit No 240 (Oceaneering) which was carried out on 13th January 2016.

A new audit programme has been raised for 2016.

The following non-conformities were recorded and addressed.
i. Internal Audits
All internal audits have been carried out by an independent consultant, Steve Draper who has signed a confidentiality agreement and is therefore independent to the processes involved.  All internal audits were carried out in accordance with the audit programme.
This review was carried out against audits 221-239 with the exception of Audits 235 and 227 which have been moved to 2016 (see section 7.0 above).  All documented Work Instructions have been audited in conjunction with the relevant Quality Procedures.  See also section 6. f) ii) (Remote Centre Audits).
	Audit No
	Process
	No. of

NCRs

	219
	QP3B – Training of Internal Staff
	16

	220
	QP6 – Control of Non-Conformity, Corrective & Preventive Actions
	10

	221
	QP4 – Control and Administration of Personnel Examinations
	25

	222
	QP8 – Control of Internal Audit
	2

	223
	QP7 – Calibration Control
	9

	225
	QP10 – Outside Agency Services
	6

	226
	QP5 – Health and Safety Policy/Procedures
	12

	227
	QP3A – Training of External Personnel
	4

	229
	Quality Manual
	-

	230
	QP6 – Control of Nonconformity and Corrective and Preventive Actions
	4

	231
	QP1 – Sale of Goods and Services
	2

	232
	QP2 – Control of Purchasing
	3

	233
	QP11 – Control of Authorised Stamps
	1

	234
	QP9 – Control of Documents and Records
	8

	235
	QP10 – Outside Agency Activities
	1

	236
	QP4 – Control & Administration of Personnel Examinations
	8

	238
	QP3A – Training of External Personnel
	13

	239
	QP3B – Training of Internal Staff
	9


Although the number of nonconformities raised on initial audit of the Quality Procedures was relatively high following their initial review and update in 2014, it has been noted that the number of nonconformities raised against those Quality Procedures which have been audited twice during the past twelve months is significantly lower - which suggests that the corrective and preventive actions put in place are having a positive effect.
There have been such significant changes and improvements to the QMS over the last 12 month period not to require any trend analysis of the nature of the Nonconformities at this stage.  
Many of the Nonconformities were procedure-related and a large number arose from the significant changes made to the company’s electronic management system (colloquially known as LavMan) which is constantly evolving and improving.

It was also recognised that there was a need to address slight differences in certain practices in different locations which resulted in the development of series of documents such as QP5 (Health and Safety) and QP2 (Control of Purchasing) which now reflect the local processes and practices in these remote locations.
During the year we have developed a more robust internal audit process at our remote ATOs and AECs using both the BINDT checklists and our own additional checklist where appropriate.
Although not planned on the audit programme and therefore not allocated an Audit Number, an audit was also carried out on the independent archive storage company, Self-Store Solutions, and a report was produced and is retained within the Quality Function records. Despite the recommendations made by the BINDT Auditor that this facility should be subject to regular annual internal audits it is not now considered necessary following the issue of the above report.  

A new contract agreement has been drawn-up, signed and agreed by both parties and has been implemented to ensure satisfactory controls for the future.  Work Instruction (WI14) has been reviewed, updated and implemented to cover the scanning of all relevant company records into DocMan and for controlling their subsequent archiving at Self-Store Solutions.

This newly revised Work Instruction will be internally audited in the future as part of the Company’s Document Controls.
ii. Remote Centre Internal Audits
Remote Centre Audits are carried out by Lavender International appointed staff independent of the processes being audited.  Audit no. 240 on Oceaneering was re-scheduled for January 2016 due to staff availability.  This review was carried out against audits 223A, 224, 228 and 237 in accordance with the audit programme and the following non-conformances were identified:-
	Audit No
	AEC/ATO
	No. of

NCRs

	223A
	Lavender International AMP 
	7

	224
	Lavender International Australia
	8

	228
	Lavender International Greece
	0*

	237
	Lavender International Houston
	12


*no NCRs were raised at this audit as all corrective actions were implemented at the time of the audit due to the imminence of the PCN audit.
iii. External Audits
Fourteen external audits have been carried out since the previous Management Review.
	External

Audit No
	Audit by/on
	Non-conformances

	114
16.12.14
	PCN/BINDT
Oceaneering
AEC Initial approval
	2 NCRs raised re 
a.  control of specimens 

b. lack of evidence of consideration of tolerances when marking examinations


	115
09.01.15
	PCN/BINDT 

Lavender USA  AEC Initial Approval
	4 NCRs raised re 
a. variety of specimens

b. lack of evidence of consideration of tolerances when marking examinations
c. no Health & Safety procedure for this location 

d. completion of marking sheets.



	External

Audit No
	Audit by/on
	Non-conformances

	116

07&08.01.15
	PCN/BINDT 

Lavender USA AQB Initial Approval
	10 NCRs raised re 

a. staff job descriptions

b. demonstration of interaction of key process regarding training

c. lack of previous internal audit reports

d. not all student induction requirements addressed in procedure

e. completion of daily training assessments

f. evidence of training note review

g. No Health and Safety procedure at this location

h. designation of key members of staff responsible for training methods

i. evidence of how staff are kept up to date with industrial procedures

	117

16.04.15
	PCN/BINDT

AMP

ATO initial approval
	No NCRs raised

	118

09.06.15
	NDT Maincal

RPA
	No NCRs raised

	119

25.06.15
	PCN/BINDT

Lavender Greece

AEC Initial approval
	2 NCRs raised

a. Production and Signing of master plots

b. Signing of process control forms

	120

20.07.15
	British Accreditation Council – interim surveillance
	No NCRs raised

	121

08.06.15
	TRT
	No NCRs raised

	122

16.04.15
	PCN/BINDT

Extension to Scope for Corrosion
	Audit was only partially completed awaiting production and mastering of more specimens.

	123

14.08.15
	PCN/BINDT

Lavender Perth

ATO surveillance
	1 NCR raised re

a. Training certificates do not show address of training location


	External

Audit No
	Audit by/on
	Non-conformances

	124

10&11.09.15
	PCN/BINDT

Outside Agency

Re-assessment
	1 NCR raised re

a. Level 2 exam paper had been amended by hand.

	125

15.09.15
	PCN/BINDT

ATO re-assessment
	1 NCR raised re

a. Training certificates not copied and filed

	Audit 126

16.09.15
	PCN/BINDT

AQB re-assessment
	2 NCRs raised.  (One contested and withdrawn)

a. Review of all PCN papers not being carried out

	Audit 127

17.09.15
	PCN/BINDT

ISO 9001 surveillance
	No NCRs raised



All Corrective Actions have been submitted and accepted.  These are monitored for effectiveness at the monthly Quality Meetings.
g. Performance of external providers/approval of Suppliers


There have been no major non-conformities regarding suppliers.  A number of companies were removed from the list, not having been used for a number of years or being no longer in business.


Lavender USA and Lavender Australia now have their own versions of QP2 (Control of Purchasing) and therefore now maintain their own approved supplier lists.


Due to the downturn in the oil, gas and steel industries the company is now looking at reducing costs and more effort is being made to save money in all areas.  We have therefore already sourced cheaper stationery in the UK and are looking at making savings in other areas.


See section 6. f) ii) above regarding our audit of Self-Store Solutions.

7.0 Adequacy of current resources (human, equipment, facilities etc.)

As a result of the completion of all internal and external audits, it has been proven that the current resources provided within the company are adequate to satisfy current standard and scheme requirements.  New equipment and specimen lists have been submitted to BINDT over the last 12 months prior to each audit.
8.0 Effectiveness of actions taken to address risks & opportunities within the QMS; any specific risks and opportunities needing better control
In order to address ISO 9001:2015 requirements the Company’s 3-year strategic business plan has been reviewed and updated to reflect the major risks and opportunities that the company’s Senior Management consider appropriate, including all applicable internal and external issues.

These will be further reviewed and updated when the company’s QMS is further reviewed against ISO 9001:2015 to effectively manage transition to that standard.

9.0
Identification of opportunities for improvement of the QMS
a) Business Development Projects:
i. Develop the BINDT Apprenticeship Programme – Skills Funding Agency (SFA) Lead Provider status application.

ii. Complete UT In-Service Inspection programme extension to scope with PCN.
iii. Further develop UTC Partnership.*
iv. Further develop use of Mail Chimp for business development and marketing purposes.

v. Improve external signage and internal appearance of premises in line with corporate image.

vi. Further develop student database information to provide a service to previously certified NDT personnel to aid with re-approval and recertification requirements and to promote their recertification being carried out at Lavender International.

vii. Take part in careers-related events such as Cross Deck and other NDT awareness events such as Ambition Barnsley.*
viii. Develop improved systems for review and update of training materials.

ix. Review of service capabilities for customers by analysing their possible future needs.

x. Complete PMI training and examination programme.

xi. Proficiency Testing in Australia (NATA).

xii. The production and use of method information sheets for all methods for potential use on the website and in response to customer enquiries.

xiii. Develop a database to track training and improvement goals identified at staff appraisals.

xiv. In view of limited space within the Penistone facilities, identify potential for better use of available space, including upgrade of Reception area in Unit 7 and amalgamation of Radiographic Interpretation rooms 1 and 2.

xv. Work to conclude the relationship with Ultramag to ultimately develop a template for working in association with others.

xvi. Grow Accelerated Work Experience programme.

xvii. In order to further review the SWOT analysis evidence of competition, undertake a comprehensive review of those competitors listed in the Strategic Business Plan.

*These activities and that described in section 6. b) xiv have been reported to NATL as a demonstration of our wider cooperative activities and involvement with schools, colleges, teachers and science/career fairs.
b) Monitor and explore opportunities for extending existing approvals for staff and Company.
c) USA - continue to expand availability of programmes:

· Advanced UT

· Performance Demonstration

· Expert Witness

d) Australia 

· look at options in New Zealand and Malaysia with associates
· short term student visas are now available to allow students outside Australia to attend our training courses in Australia – this gives a further area for growth

· see also above a) xi.

e) Expand social media programmes:
· Website

· Linked In

10.0
Health & Safety

No RIDDOR reportable incidents were reported during the year.  There were two entries made in the accident book:
· A student (Michael Atkins) dislocated his hip whilst standing outside unit 1.  This was a recurring injury and not due to an accident on our premises.

· One member of staff (Teresa Swanston) opened a cupboard door with some force onto her nose whilst making tea in the kitchen.

A Health & Safety Consultant, Prosafe, continues to be contracted to give support in this area in the UK providing Health and Safety updates and regular on-site visits.  
A Health and Safety Consultant, Charles Huggins is contracted to Lavender USA.
S Cunningham currently carries out the annual risk assessment programme and monthly Health & Safety audits at the main Penistone sites.  This responsibility will be handed over to S Bradley when adequate training has been completed.

Similar risk assessments and Health and Safety audits are also carried out at our other locations.  The responsible people for carrying these out are:
· AMP – Rob Buckle

· Lavender USA – Tim Armitt

· Lavender Australia – Catherine Fleay

Two members of staff, Sue Bradley and Teresa Owens, attended First Aid courses in 2015.  Roger Hamlett had his First Aid qualification renewed in 2015.
The following members of staff are due to have their First Aid qualification renewed in 2016: 
· Sam Cunningham and Claire Roberts (April)

· Rob Buckle (July)
The fire alarm in Unit 7 is tested and serviced quarterly by the contractor, Minder Alarms.  These were confirmed as up to date at this meeting.
Fire extinguishers and the extraction system at the main Penistone sites are serviced and maintained annually by external contractors, Alliance Fire Services & RPL Ltd respectively.  These were confirmed as up to date at this meeting.
Fire safety checks in our overseas locations are covered by the QP5 series of Health and Safety procedures.

For controls applicable at AMP see QP5 (UK).

No changes have been made to the company Health and Safety Policy Statement which has been reviewed and approved.

All risk assessments and health and safety audits were confirmed as completed and up to date at this meeting.

11.0
Quality Policy

The Quality Policy statement was reviewed at this meeting and was updated and approved.
12.0
Review/Status of Company’s Business Plan


The latest three year Strategic Business Plan was drafted in June 2015 and is due for issue in January 2016.  This Plan is accessible by all staff via the network.
13.0
Appropriate Legislative, Technological, Industrial and Scientific Review

See section 5.1 d) above.  
Regular receipt of industry-related journals (e.g. BINDT, BAC, ASNT, CINDE, COFREND, RCNDE etc.) aid our understanding of any technological, industrial and scientific changes as well as any significant legislative changes; as does attendance at the following information events as appropriate:
· Australian Oil and Gas Conference

· PCN Certification Conference

· BINDT Aerospace Conference

· World NDT Conference

· ASNT Topical Advanced UT Conference

· BINDT Annual Conference

· ASNT Fall Conference (75th anniversary 2016)

Lavender international representatives are sponsored by the company to attend the above events as exhibitors and delegates as well as authors and contributors.

Several members of staff are active on various committees and this helps to maintain a presence as well as feedback important information to the business.  Lavender International is an Associate member of BINDT.  In addition, all technical members of staff are members of BINDT and/or ASNT and membership fees are paid by Lavender International.
a) AINDT 

· Catherine Fleay – WA Branch Secretary

· Warren Villarosa – WA Council Member

b) BINDT

· Steve Lavender

· GTC Member

· Apprenticeship Scheme Member

· Andy Young

· Yorkshire Branch Member

· Aerospace Group Member

· Composites/Certification Group Member

· OA Group Member from 2016

· Gary Elliott

· Council – Yorkshire Branch representative

· TEG Chair

· MQE Member

· ECWG Past Chair

· Practitioner Chair

· Apprenticeship Scheme Member

· OA Group Member 2015

· Rob Buckle

· Yorkshire Branch Member

c) ASNT 

· Steve Lavender - SOC Technician of the Year Award Member
14.0
Review of Syllabus, Curriculum and Training Notes

During the past 12 months there have been no changes to the Z1 syllabus so the company has not had to take any action to make any applicable changes to course syllabus and/or training notes in this regard.  However, the company continues to continually improve all training materials and to this effect a review timetable has been created by the Business Development Manager which will encompass all training and examination related documents.  The internal auditing of these has demonstrated that there is good document control related to all such materials. 
As a result of this review the Co-Managing Director signed off QD45 to confirm the current issue status of the training notes as being valid.

Date of next review: 31.01.17
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