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Non-conformance Report
1. Purpose

1.1. To ensure that non-conformances are identified, documented and evaluated in a controlled manner to continuously make employees aware off hazards in the work place and to pre-mode safety on a continuous basis.
2. Scope

2.1 Apply to al unsafe product, instrumentation, equipment or situation within the company and its sub-contractors.
3. Reference Documents
3.1
NCR Register.
4. Terms and Definitions

4.1 NCR – Nonconformance Report
4.2 Corrective Action Reports (CAR’s
4.3 Preventive Action Reports (PAR’s)
4.4 Observation – A remark by auditors that may help to comply with a standard or legislation.
5. Procedure

5.1.
NCR’s will be raised for all deviations from a company standard or legislation. 

5.2. PAR’s will be raised when an analysis of NCR’s and CAR’s indicates that preventive action is necessary to eliminate the causes of the NCR’s and CAR’s. 

5.3. The person detecting the non-conformance raises an NCR by completing the attached register describing the problem. 
5.4. NCR’s could be used in toolbox talks that will be held on a weekly basis.
6. Responsibility

6.2. The SHE rep will conduct inspections and any NCR’s found must be locked in attached register.

6.3. The site manager must follow-up corrective actions and sign NCR’s off.

6.4. The SHEQ manager will sign NCR’s off on visiting the operation.
7. Recording

7.1. All NCR’s found must be locked in attached register.

Signed:

________________________




____________________

Site Manager







Date

	Seq #
	Source
	Description of non-conformance
	Corrective action to rectify non-conformance
	Responsible
	Due date
	Completed Date
	Completed:
Site Manager signature
	Closed-out: SHE Officer signature
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