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OP = Operating Procedure  CP = Control procedure  

 
PI = Performance indicators 
 

 
 
 
  

 
 

 
 
 

 

 
 
 
 

 
 
 

 

 
 
 
 

 
 
 

 

 
 
 

 
 
 

 

 
 
 
 
 
 

 
 
 

 

 
 
 

 
 
 

 

 
 
 

 
 
 
 

 

   

 
 
 

  

 

PI.1 
MARKETING & SELL THE SERVICES 
Enquiries, Quote Register and source of 

enquiries. 

OP.2                                                  
CONVERT ENQUIRIES INTO          

CONTRACTS 
Preparing & issue of quotation, trading terms 

& conditions, contracts, Amendments. 

OP.4                  
TRAINING  

Training of staff / 
consultants   

OP.3                       
RECRUITMENT  

Of staff / consultants         

OP.7                                 
MONITORING THE SERVICE 
Customer satisfaction & visits, 

consumer audits and 
implementing corrective action. 

Continual 

 improvement  

Customer 
Needs 

Customer focus  

OP.6                      
PROVIDING THE SERVICE 
Accredited Training 
In-House Training 
First Aid Training 
Security Screening Training 
Quality Management Consultancy 
Business Management 
Consultancy 
 

OP.5                    
PURCHASING  

List of suppliers, evaluation 
and re-evaluation methods 

CP.1 
Control of 
Documents 
& Records 

Continual 

 improvement  

CP.2 
Internal 
Audits 

CP.3 
Non-

conformance 
& corrective 
action 

CP.4 
 Preventative 

Action  

Management 
Review 

(Every 6 months)  

Continual 
improvement


