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Shannon Tea Factory, Hatton Plantations (PLCO)

Quality Management System

QUALITY POLICY

requirementsahead of all competition while maintainingcompetitiveness with
respect to quality, cost and delivery of our products to the customers.

This shall be achieved by:

Y Quality Management System which complies with the requirements of
1SO ‘?001:2015 International standards, legal requirements and other
requirements mutually agreed with customers.

v' Quality Improvements programs objectives which emphasize continual
improvements.

v Monitoring of process controls effectiveness through process
performance measures.

v

Competent, dedicated and proactive team work and all functions are

aware of their responsibilities for Quality and are appropriately trained,
motivated and involved.

v' Conforms with statutory, regulatory and other all applicable
requirements.

v/ Maintaining effective internal and external communications

/
O
Date /Tlﬁﬁ{bﬁl\mn ager

HA N PLANTATIONS PLC
Shannon Estate,
Tampany Rea No, PBS414)
Policy is communicated, understood and applizd within Shannon Tea Factory, Hatton

Plantations (PLC) and available to relevant interested parties, as appropriate.
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Shannon Tea Factory, Hatton Plantations (PLC)

Quality Management System
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g2 Shannon Tea Factory, Hatton Plantations (PLC)
Quality & Food Safety Management System

Document Name:

Change Management Record

Document No: SHA/QFSMS/R/. Revision No: 01
Original Date: 2023 -09-04 Revision Date: | 2023-11-10
Date

Purpose of the Change

Changes Identified

Reviewing of identified changes

Potential impact (on the management i

‘ system / produclt/ scnncc}i ke CPponmnNs

Planning of changes

Responsibilu
Programme Resources necded Tme frame /Apulhom\- y Cvaluation method
Prepared & Reviewed by: FSTL Approved by: Manager
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Shannon Tea Factory, Hatton Plantations (PLC)

Quality & Food Safety Management System

Document Name: Change Management Record

Document No: SHA/QFSMS/R/.. Revision No: [ 01

Original Date: 23-09- IS : -1 =
B 2023 -09-04 Revision Dalc.— 2023-11-10

Reviewed and approved by

! Interested parties need to be
‘ communicated

P

Progress

Cyvaluation of progress and alignment
with the system

Responsibility

Prepared & Reviewed by:

FSTL

Approved by:

Manager '
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2 Shannon Tea Factory, Hatton Plantations (PLC)
' : ' Quality & Food Safety Management System
l Document Name: Change Management Record
\ Document No: SHA/QFSMS/R/.. Revision No: 01
Original Date: 2023 -09-04 Revision Date: | 2023 -11-10

e —— —

r

Verification of completion

Date

Vernified by

Note: - If any non-conformity noted during the cevaluation, need to maintain relevant records with

nonconformity report.

=3

Prepared & Reviewed by: FSTL Approved by: Manager '
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42 Shannon Tea Factory, Hatton Plantations (PLC)
® " Quality & Food Safety Management System
Document Name: Procedure for Planning of Changes
Document No: SHA/QFSMS/P/02 Revision No: 01
Original Date: 2023 -09 - 04 Revision Date: | 2023 -11-10

Planning of changes" specifies the requirements for an organization to plan and manage changes
to its quality and food safety management system (QFSMS). The Shannon Tea Factory identify,
review, and control changes to the QFSMS in order to maintain its effectiveness.

Procedure for planning of changes.

When the Shannon Tea Factory determines the need for changes to the quality management system, the
changes camy out in a planned manner.

The orgamization shall consider.

*  The purpose of the changes and potential consequences.

* The integnty of the quality management system

* The availability of resources.

* The allocation or reallocation of responsibilities and authorities.

Procedure

« Identify changes

Any changes that nced to be made to the management system, including changes to
processes, procedures, policies, and documentation.

*« Review changes

Review the proposed changes to determine their potertial impact on the management system
and the products or services it provides. This inciudes assessing any risks and opportunitics
associated with the changes.

« Plan changes

Plan the changes to the management system, in:luding the resources needed. the timeframe
for implementation, and the methods for evaloating the effectiveness of the changes.

« Communicate changes

Communicate the changes to relevant stakeholders, including employees, customers, and
suppliers.

« Control changes o

Control the implementation of changes «» ¢nsure that they are carried out as planned and that
thev do not adversely affect the managenient system or the products.

m *

Prepared & Reviewed by: FSTL Approved by: Manager
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@ Shannon Tea Factory, Hatton Plantations (PLC)
. Quality & Food Safety Management System

Document Name:

| Procedure for Planning of Changes
Document No: SHA/QFSMS/P/02 Revision No: 01
Original Date: 2023 -09 - 04 Revision Date: | 2023 -11-10
« Monitor changes

Monitor the effectiveness of the changes and take corrective action if necessary to ensure
that the management system continues to meet the relevant requirements.

Reference

Change Management Record

Preparcd & Reviewed by:. I'STL Approved by: Manager
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Shannon Tea Factory, Hatton Plantations (PLC)

Quality & Food Safety Management System

Document Name:

Procedure for Document Control

Document No:

SHA/QFSMS/P/01 Revision No: 01

Original Date:

2023 -09 - 04 Revision Date: 2023 -11-10

Shannon Tea Factory Quality & Food Safety management documentation includes Quality & Food Safety

policy and related objectives, documented procedures and reconds to ensure the organization establishes a

Quality & Food Safety management system covering the requirements of 1SO 9001:2015 and ISO
22000:2018 intemational standards.

Mhe documentation includes Quality & Food Safety manual by covering standard requirement, PRP,

mandatory procedures, records and formats and other relevant documents and records needed by the

organization to ensure the effective development, implementation and updating of the Quality & Food
Safety management system.

The QFSMS Manual provides the core element documentation of the Shannon's QFSMS. This manual will

be reviewed annually prior to the annual Management Review by the Shannon QFSMS Team and revised

as necessary. The following table (Table 1) shows the key QFSMS documentations.

Table 1 QFSMS Manuals & Documents

pocumen( ‘

System Documcnu

‘__._-4

Documcms d:rcclI) |n\oh cd with QFSMS

(QFSMS-R)

Outputs provide current and/or
histoncal performance or

LU [ Qualy &  Food  Safety | The Qualty & Food Safety Management System Manual stites the
Management System Manual | company QFSMS, which is designed o ensure compliance with the
s g eere e hanens aal iir(\;g;\;g@lSM(Sj Zohcy & clements of ISO 90012015 and ISO
direction o related components | 77 ‘ BIRNERISS,
of the Quality & Food Safety | The QFSMS manual refers a collection of procedures and associated
management system. records and provides a reference system, which enables other components

of the QFSMS to be casily located and © faciliate rapid understanding of
the system

1.2 | Qualny &  TFood  Safety | QFSMS procedures describe how o mplement & mamtam the QFSMS
Procedures (QFSMS-PR) activities effectively and states how process activities are performed to
A collection of Quality & Food <:nsuni1 that spcmvﬁc (T;‘ahly & h')::- Slfclty mmpacLsham ;onlmllcd. All
Safcty management  sysiem proccdures are given the responsibility relevant to the activities.
procedures.

1.3 | Qualty & Food  Safety | The QFSMS record comprises of all system records, documents and
management  system Records | specimen forms.

A master list of system document and records s
mamtained at the specified locations and constantly updated to monitor the
QFSMS performance of the Shannon.

The QFSMS Records are QFSMS monitoring records, Intemal Audit

Prepared & Reviewed by:

FSTL

Approved by:

Manager
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(2] Shannon Tea Factory, Hatton Plantations (PLC)

Quality & Food Safety Management System

Document Name: Procedure for Document Control
Document No: SHA/QFSMS/P/01 Revision No: 01
Original Date: 2023 -09 - 04 Revision Date: | 2023 -11-10
condition. T records, QFSMS Program records, Training records, Management review
record, Compliance obligations records elc.

2 System Supportive Documents

Documents of the process activities, machinery organization and other
manuals. The QFSMS supportive documents are considered as a part of
the system and referenced in the QFSMS manuals.

The documents are  Organization  structure, technical  documents,
Operational manuals, Work instructions, Detail of contractors & supplicrs,
Safety & Emergency documents & Other Quality & Food Safety -related
documents,

7.5.2 Creating and Updating

All documentation referenced in the QFSMS follows a common format and style. The QFSMS manual,

procedures, records and other QFSMS related documents are controlled by the Document Control

Procedure that assists to implement and maintain the overall system.

All system documents carry control header and footer bars indicating the status of the document. The

Manager has overall control on approved and authorized QFSMS documents.

Document Control Procedure includes,

Format ( c.g. language, software

Identification and description (c.

g. title, date, author, or reference number)

version, graphics), media (e.g. paper, celectronic)

Review and approval for sustainability and adequacy

7.5.3 Control of documented information

Documents required by the Quality & Food Safety management system are maintained by the organization

and those are in controlled condition. Documents always have current and correct information, available at

the needed locations.

The controls ensure that all proposed changes are reviewed by the Quality & Food Safety team prior to

implementation to determine their effects on Quality & Food Safety and their impact on the Quality &

Food Safety management system,

Prepared & Reviewed by:

FSTL Approved by:

Manager
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(2 Shannon Tea Factory, Hatton Plantations (PLC)
Quality & Food Safety Management System
Document Name: Procedure for Document Control
Document No: SHA/QFSMS/P/01 Revision No: 01
Original Date: 2023 -09-04 Revision Date: | 2023 -11-10

The documented procedure also ensure,

« Approval for adequacy prior to release, by a competent person under responsibilities of the section in-
charge.
 Documents are revised, updated as necessary, and re approved prior to issue and use.

o The relevant/current versions of documents are available at locations where activities essential to the
ceffective functioning of the Quality & Food Safety management system.

 Obsolete documents are removed from all points of issue and if obsolete document is retained for some
speeial purpose, it is suitably identificd not to be mistaken for a pertinent document.

e A master list of documents is maintained, identifying the document name, current revision status of
documents, retention time and the person responsible for maintaining documents.

e Documents remain legible and readily identifiable. Applicable documents of extemal ongin are
identified and recorded.

e After 3 years of retention period, archive documents are disposing to recycle.

Control of records

Appropriate records of the Shannon are maintained to provide evidence of the cffective operation of the

Quality & Food Safety management systen.

The Shannon has cstablished procedures for identification, storage, retricval, protection, retention and

disposition of records by giving the employees are aware on the importance of maintaining records.

All 1SO 9001:2015 and 1SO 22000:2018 relevant records are remained legible, readily identifiable and

casily retrievable.

A master list of record is maintained, identifying the record name, current revision status of the records,

retention time and the person responsible for maintaining records.

FFor the control of documented information, the Shannon tea factory has addressed the following activities,
a) Distnibution, access, retnieval and use

1) Storage and preservation, including preservation of legibility

¢) Control of changes (e.g. version control)

d) Retention and disposition.

Prepared & Reviewed by: I'STL Approved by: Manager
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: S Shannon Tea Factory, Hatton Plantations (PLC)
" Quality & Food Safety Management System
" 'Document Name: Procedure for Document Control
Document No: SHA/QFSMS/P/01 Revision No: 01
Original Date: 2023 -09-04 Revision Date: | 2023 -11-10
4.1.1 ldentification Numbering

, ifNcati ori nee 1s
All the documents are identified by name of the document & number. Identification numbering scquen
performed as follows.

an [ e [ BB [ 00 | |
Serial Number
Type of Document (Department/ Section)
Category / System
Namc of Factory

Examplc: SHA/QFSMS/M/01 _
Definition: Manual of quality and food safety management system in Shannon Tea Factory.

4.1.2 Creation of new document / Modification of existing document & Approval
New document or modification to existing document may be required to enable quality and food safety
management sysiem to:
* Meeting its customer requirements
* Provide new product or changes
¢ Comply with Statutory & regulatory requirements
e Toimprove cfficiency & effectiveness of QMS and FSM
Sccuional managers & process owners identify new document requirement & modification of existing
documentation. This requirement is forward to quality assurance manager or his nominee with the document
change request.
Quality assurance manager is responsible to get the approval from country manager for the new document
for medification. Quality systems officer is responsible to add the new document to master list of documents,
introduce a reference number & send new document 1o the requested person,
o Level I & 2 documents are approved by country manager by his signature,
e Allother levels of documents arc approved by sectional managers.

4.13  Document Register & Distribution
Master hst of mntemal documents is the main document register & it's indicated the issue swtus, current
status, and revision status & document distribution intormation,
* Issue Date - The date of document first made available for use.
* Revision Date - The issucd date of current version.

Prepared & Reviewed by: FSTL Approved by: Manager
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(2 Shannon Tea Factory, Hatton Plantations (PLC)
« - Quality & Food Safety Management System
Document Name: Procedure for Document Control
Document No: SHA/QFSMS/P/01 Revision No: 01
Original Date: 2023 -09 - 04 Revision Date: | 2023 -11-10

w

h

Document register 1s mamntaned for external ornign documents separately. Quality Assurance manager is
responsible to update the current version of extemal ongin documents after consultation with vice president
of quality & relevant institute. Quality system officer is responsible to maintain document register.

Access o documentation

JCL mamtams document folder in BOX.net cloud storage & view access given for all relevant departmental
manager’s process owners.

Ediing pnivilege is given only to Quality Assurance Manager & Quality Systems Officer.

Document Review

In generl, all the quality and food safcty management documents are reviewed once a year, m addition to
that documents are reviewed bascd on management requirement & changes & modification request
Obsolete documents & document disposal

* Thenew version of a document is mmedately distributed to the place of use upon creation and approval
accompanied with withdrawal of the outdated document.

*  The ourdated document is retained 4s the obsolete document with water mark (OBSOLETE) by Quality
system officer.

¢ Obsolete documents are kept for three years in Box.net.
¢ All outdated hard copies are disposed with the approval form sectional manager.

* Dispose documents safely & environmentally friendly way.

Record Control

Records must be mantamed legible accurate & should include required authorzing signatures & they are
updated their information changes with the endorsement of correct signatures.

Storage of document

* Records mustbe stored in secure location that is located to mmimize risks of theft or damaged by fire or
other environmental effects. Electronic records must be stored with the backup off site.

* Record requiring restricted access must be stored in a lockable cabinet (hard copies) or in clectronic
folder with restricted user access (electronic records).

5.2 Retention of Records
* Retenuon time of records are defined in the list of records separately. However, management is
responsible to maintain record minimum two years of retention time.
Prepared & Reviewed by: FSTL Approved by: Manager
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. IB Shannon Tea Factory, Hatton Plantations (PLC)

. Quality & Food Safety Management System E

Document Name: Procedure tor Document Control g
Revision No 01

Document No:

SHA/QFSMS/P/01

Original Date:

2023 -09-04

Revision Date

o  Archived recordsmust be placed nalock

53 Disposal of Records

Records must be thoroughly tom pror © disposal or place i the

ed location and be ¢learly mark ad the date

2023-11-10 |

————————

s 10 be retanad untd

confdential waste bms for digposal
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! mdavEa _ IND-EXPO CERTIFICATION LIMITED

! INTEGRATED MANAGEMENT SYSTEMS CERTIFICATION SCHEME
NON-CONFORMITY REPORT

Name of Organization: Shoanncre [ AL -

NCNo. : Olof G4

\N.L\\Q Al
Section : "\Q"\C\S’\.\'\L\‘\\: Team Leader: On G k(10 = %
Relevant Standard: 1<0 &CO\ 20\% Auditor : "\\_\u‘_g\\q NQ.«\XC\SU‘O—
Relevant Clause :\0 2 U Date of audit: 2023 -0 - 30

Relevant company document :

Non-conformity detected: Category : Majos/Minor
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: /Doc. No. :QP-18-F-01 Issue No. :07 Issue Date :2018-01-02
Rev MNo : 00 RevDate :00

Reviewed and approved by : Director Issued by Management Representative
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IND-EXPO CERTIFICATION LIMITED - \

INTEGRATED MAFMIAGEMENT SYSTEMS CERTIFICATIG SCHENKS
NON-CONFORMITY REPORT

Corrective action:
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Effectiveness of corrective action:
C ovrec b-ve aAc ey
L=
j@' Gkl -2k
Auditor Date
L
| )
i
! 4 Doc.No. :QP-18.F.01 Issue No. :07 Issue Date  :2018-01-02
l Rev No 100 Rev Date : 00
Reviewed and approved by : Director Issued by Management Representative
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