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To: 
All Plant Operators
Date:
30th June 2010
SQE Briefing
Plant Defect Reporting Books
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Any defect arising from the operation of plant you are responsible for should be logged in the defect report book contained in the machine file. 
This includes defects arising at the beginning, part way through or at the end of your rostered shift.

When completing a defect report in the book, the top copy (white) needs to handed in to the office with your timesheets.
A fitter will then be allocated the task of attending to the defect when this notification has been received. If the office do not receive the top copy from you, they cannot react to the defect and the issue will not be corrected.

The presence of the white copies will be checked as part of the company’s random site audit programme.

If you need to log a defect and you cannot locate the defect book in the machine, please note the need for a replacement together with the nature of the defect you wish to log on your timesheet and hand in as normal, thank you.

Andy Young
SHEQ Director
