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Scope 
"The manufacture, overhaul repair and design of equipment for use in the mining, aluminium and steel 
processing industries. Services include metal fabrication, profiling, blacksmithing, fitting and turning, 
heat treatment, non-destructive testing and the provision of product training" 

Leadership 

Reliance Hexham Production System is supported by the HSEQ Integrated Management System with 
policies and inter-related processes that are strategically aligned and support us to meet the changing 
industry we operate in and target the challenges, risks and opportunities they present. 

Our IMS process model enables our Leadership Team to integrate diverse HSEQ requirements into 
our processes and provides our people with documented information that better guides their value 
adding tasks.  

Reliance Hexham seeks to reduce waste, risks and impacts in all processes and continually improve 
our product design development, differentiated product and service offerings to secure and sustain 
business by industry leading customer focus and satisfaction 

 

Reliance Hexham Integrate ISO 9001, ISO 14001, ISO 45001, ISO 27001 & ISO/IEC 17025 
requirements into business processes to support our people in their roles, IT & Systems. 

Interested Parties 

Our interested parties’ matrix is located within the Master Register.  

G:\_IMS\_Master Register 

Risks & Opportunities 

Our risks and opportunities are recorded and monitored within the following: 

G:\_IMS\_Continual Improvement Register 

G:\_IMS\10 Support Processes\14 Risk Management (QEHS)\Corporate Risk Register 
 

file://RELHXSERVER01/Data$/Company/_IMS/_Master%20Register.xlsm
file://RELHXSERVER01/Data$/Company/_IMS/_Continual%20Improvement%20Register.xlsx
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/Corporate%20Risk%20Register%20-%20DRAFT.xlsx
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Policies 

POL001 Business Continuity Plan 

POL002 Business Ethics Policy 

POL003 Chain of Responsibility (CoR) Policy 

POL004 Crisis Management Plan 

POL005 Discrimination & Harassment Policy 

POL006 Drug & Alcohol Policy 

POL007 Employee Counselling & Discipline Policy 

POL008 Environmental Policy 

POL009 Fatigue Management Policy 

POL010 Fraud Policy 

POL011 Information Security Policy 

POL012 Information Technology Policy 

POL013 Motor Vehicle Policy 

POL014 PPE Management Program 

POL015 Privacy Policy 

POL016 Purchasing Policy 

POL017 Quality Policy 

POL018 Return to Work Program 

POL019 Risk Management Policy 

POL020 Salary Sacrificing Policy 

POL021 Standard Terms & Conditions of Supply 

POL022 Traffic Management Plan 

POL023 Work Health & Safety Policy 

POL024 Travel Policy 

POL025 Standard Terms & Conditions of Purchase 

file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL002%20-%20Business%20Ethics%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL005%20-%20Discrimination%20&%20Harassment%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL006%20-%20Drug%20&%20Alcohol%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL007%20-%20Employee%20Counselling%20&%20Discipline%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL008%20-%20Environmental%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL009%20-%20Fatigue%20Management%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL010%20-%20Fraud%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/Information%20Technology%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL013%20-%20Motor%20Vehicle%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL014%20-%20PPE%20Management%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL015%20-Privacy%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL016%20-%20Purchasing%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL017%20-%20Quality%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL018%20-%20Return%20to%20Work%20Program.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL019%20-%20Risk%20Management%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL020%20-%20Salary%20Sacrificing%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL021%20Standard%20Terms%20&%20Conditions%20of%20Supply.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/Traffic%20Management%20Plan.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL023%20-%20Work%20Health%20&%20Safety%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL024%20-%20Travel%20Policy.pdf
file://RELHXSERVER01/Data$/Company/_IMS/97%20Policies/POL025%20Standard%20Terms%20&%20Conditions%20of%20Purchase.pdf
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Core Business Process 
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Support & Management Processes 
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Organisational Structure 

 

Any person directly employed by Reliance Hexham with Level 3 AINDT Accreditation for the Non Destructive Testing specified on the certificate will 
be deemed an Approved Signatory. These Approved Signatories are nominated within the Skills Matrix and only they are authorised to sign NATA 

reports and Certificates for Reliance Hexham Pty Limited. 

file://RELHXSERVER01/Data$/Company/_IMS/_Master%20Register.xlsm
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Capability Statement 
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Business Performance & Continual Improvement 
Continual improvement is important to Reliance Hexham, reviews of the performance of the business 
and its processes are conducted at planned intervals. 

Production Meeting 

This meeting is generally conducted on a weekly basis and reviews the work in progress as well as the 
current business landscape.  

Refer to 22.F01 Production Meeting Minutes.  

Management Meeting 

This meeting is conducted on a monthly basis and is intended to review the previous month from a 
strategic viewpoint.  

Covering selected requirements of the Management Review & using the ISO High Level Structure 
(HLS) as the framework, this meeting includes data analysis, review of business targets, resources, 
operational factors & opportunities for improvement.  

Refer to 22.F02 Monthly Management Meeting Minutes.  

Quarterly Business Review 

This is a quarterly meeting intended to strategically review the previous quarter.  

Covering selected requirements of the Management Review & using the ISO High Level Structure 
(HLS) as the framework, this meeting includes a review of SWOT & PESTEL, policies, responsibility & 
authority delegations, risks & opportunities, business objectives, competence, data analysis & 
opportunities for improvement.  

Refer to 22.F03 Quarterly Business Review Minutes.  

All documented information related to these meetings is saved in the company network G:\_IMS\20 
Management Processes\22 Business Performance & Planning. 

Internal Audits 

Internal audits are conducted by appropriate personnel as per the Audit Schedule which is located 
within the Master Register. 

Process audits are conducted using the procedural document to review selected completed samples of 
the procedure, the internal auditor shall work with the process owner and appropriate process 
participants to identify any non-conformances & opportunities for improvement. The procedural 
document with hand written notes then becomes and appendix to the 23.F01 Internal Process Audit 
Report.  

All documented information related to process audits, & other internal audits, is saved in the company 
network G:\_IMS\20 Management Processes\23 Process Audit, Feedback & Improvement\23.03 
Internal Audits.  

file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/22%20Business%20Performance%20&%20Planning/22.F01%20Production%20Meeting%20Minutes.pdf
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/22%20Business%20Performance%20&%20Planning/22.F02%20Monthly%20Management%20Meeting%20Minutes.pdf
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/22%20Business%20Performance%20&%20Planning/22.F03%20Quarterly%20Business%20Review%20Minutes.pdf
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/22%20Business%20Performance%20&%20Planning/22.01%20Quarterly%20Business%20Reviews
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/22%20Business%20Performance%20&%20Planning/22.01%20Quarterly%20Business%20Reviews
file://RELHXSERVER01/Data$/Company/_IMS/_Master%20Register.xlsm
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/23%20Process%20Audit,%20Feedback%20&%20Improvement/23.F01%20Internal%20Process%20Audit%20Report.dotx
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/23%20Process%20Audit,%20Feedback%20&%20Improvement/23.F01%20Internal%20Process%20Audit%20Report.dotx
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/23%20Process%20Audit,%20Feedback%20&%20Improvement/23.03%20Internal%20Audits
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/23%20Process%20Audit,%20Feedback%20&%20Improvement/23.03%20Internal%20Audits
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Actions 

The Continual Improvement Register is used to capture, record and track actions relating to objectives, 
change, risks and opportunities, non-conformances, complaints, corrective action, audit findings and 
continual improvement. 

Any required actions from any of the meetings or audits listed above are also recorded and monitored 
through the Continual Improvement Action Plan which is located within the Continual Improvement 
Register. The actions are assigned to the accountable department, the manager of this department is 
then responsible to delegate these actions as appropriate and ensure they are completed within the 
required timeframe. Outstanding actions are reviewed at every meeting. 

All documented information related to the Continual Improvement Register is saved in the company 
network G:\_IMS\20 Management Processes\23 Process Audit, Feedback & Improvement\23.05 
Improve Processes.  

 

Site Induction 
All employees, & contractors working on any Reliance Hexham site, are required to complete an 
induction prior to commencing work. As stated in the 14.M01 Induction Manual, a contractor induction 
is valid for a period of 1 year and an employee induction is valid for a period of 2 years. 

This induction is completed online via our website www.reliancehexham.com.au.  

Refer to 14.R02 How to Complete a Reliance Hexham Induction. 

When an induction has been successfully completed, the results are automatically emailed to 
inductions@reliancehexham.com.au, including any uploaded documents as attachments. 

Contractors 

A copy of the contractors induction is then saved into G:\_IMS\10 Support Processes\14 Risk 
Management (QEHS)\14.04 Contractor Inductions and the Contractor Inductions & Insurances 
spreadsheet is then updated.  

Any insurances provided are saved in G:\_IMS\10 Support Processes\14 Risk Management 
(QEHS)\14.03 Vendor Insurance Certificates of Currency. 

Any licences/qualifications provided are saved in  G:\_IMS\10 Support Processes\14 Risk Management 
(QEHS)\14.05 Vendor Qualifications.  

Employees 

A copy of the employee induction & any licences/qualifications are saved into their personnel file in the 
company network G:\_PERSONNEL FILES. The Skills Matrix, located within the Master Register, is 
also updated with the induction and licences/qualifications details. 

 

file://RELHXSERVER01/Data$/Company/_IMS/_Continual%20Improvement%20Register.xlsx
file://RELHXSERVER01/Data$/Company/_IMS/_Continual%20Improvement%20Register.xlsx
file://RELHXSERVER01/Data$/Company/_IMS/_Continual%20Improvement%20Register.xlsx
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/23%20Process%20Audit,%20Feedback%20&%20Improvement/23.05%20Improve%20Processes/23.05.01%20Continual%20Improvement%20Records
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/23%20Process%20Audit,%20Feedback%20&%20Improvement/23.05%20Improve%20Processes/23.05.01%20Continual%20Improvement%20Records
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.M01%20Induction%20Manual.pdf
http://www.reliancehexham.com.au/
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.R02%20How%20to%20Complete%20a%20Reliance%20Hexham%20Induction.pdf
mailto:inductions@reliancehexham.com.au
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.04%20Contractor%20Inductions
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.04%20Contractor%20Inductions
file://RELHXSERVER01/Data$/Company/_IMS/_CONTRACTOR%20INDUCTIONS%20&%20INSURANCES.xlsx
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.03%20Vendor%20Insurance%20Certificates%20of%20Currency
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.03%20Vendor%20Insurance%20Certificates%20of%20Currency
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.05%20Vendor%20Qualifications
file://RELHXSERVER01/Data$/Company/_IMS/10%20Support%20Processes/14%20Risk%20Management%20(QEHS)/14.05%20Vendor%20Qualifications
file://RELHXSERVER01/Data$/Company/_PERSONNEL%20FILES
file://RELHXSERVER01/Data$/Company/_IMS/_Master%20Register.xlsm
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Records Management 

Hard Copy Records 

At the completion of the current financial year, financial records are sent to an external ISO9001 
certified document storage facility Grace Records Management. These records are kept for a minimum 
of 5 years, as required by the Australian Taxation Office (ATO), and are destroyed by Grace when 
requested by Reliance Hexham and a certificate of destruction is provided. 

Recent non-financial records are held in the archive room on site at Reliance Hexham. These records 
are also sent to Grace when this room is full. Job related records are kept indefinitely. 

The archive index is located within the company network G:\_IMS\20 Management Processes\21 
Information & Document Control\21.01 Archive Records 

Soft Copy Records 

All soft copy records are stored on the company network which is accessed via authorised personnel 
through our terminal server - VAULT. VAULT is a cloud based platform managed by our Information 
Technology (IT) provider Strategic Group. 

Customer Information & Records 

All customer information & records obtained by Reliance Hexham, & it’s employees, is treated as 
confidential unless it is publically available. The source of any information received will remain 
confidential unless otherwise agreed between Reliance Hexham and the information source. 

As per NATA requirements, Reports & Certificates shall only be issued to our direct customer, unless 
otherwise authorised in writing by our direct customer. 

If information is required to be released for any reason, e.g. legal or contractual requirement, the 
customer will be notified. 

Our customers are able to access their reports, NATA Certificates & Manufacturers Data Records 
(MDRs) through the client portal on our website. 

Customers are provided with their login details and instructions to access the portal using 05.2R01 
Client Portal Certificate Access. 

file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/21%20Information%20&%20Document%20Control/21.01%20Archive%20Records
file://RELHXSERVER01/Data$/Company/_IMS/20%20Management%20Processes/21%20Information%20&%20Document%20Control/21.01%20Archive%20Records
file://RELHXSERVER01/Data$/Company/_IMS/00%20Core%20Processes/05%20Deliver%20Service/05.2%20Test%20and%20Certify%20Product/05.2R01%20Client%20Portal%20Certificate%20Access.pdf
file://RELHXSERVER01/Data$/Company/_IMS/00%20Core%20Processes/05%20Deliver%20Service/05.2%20Test%20and%20Certify%20Product/05.2R01%20Client%20Portal%20Certificate%20Access.pdf

	Certifications & Accreditations
	Business Plan on a Page
	What, How & Why
	Scope
	Leadership
	Interested Parties
	Risks & Opportunities

	Policies
	Core Business Process
	Support & Management Processes
	Organisational Structure
	Capability Statement
	Business Performance & Continual Improvement
	Production Meeting
	Management Meeting
	Quarterly Business Review
	Internal Audits
	Actions

	Site Induction
	Contractors
	Employees

	Records Management
	Hard Copy Records
	Soft Copy Records
	Customer Information & Records


