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1 Purpose

The Integrated Management System Manual (hereinafter referred to as the “Manual”) describes the integrated management system established in the companies within the UNIPETROL GROUP.  It is intended for employees of the GROUP companies, for the purposes of audits carried out by external organizations and for presentations of the integrated management systems of the companies to customers, as the case may be.  

2 Scope of Operation

The Manual applies to companies within the UNIPETROL GROUP.  

The Manual substitutes IMS Manual 1st edition of 1 October 2008 (GROUP). New issue was append rather requirements CSN ISO 9001:2009.
3 Terms, Definitions and Abbreviations

BENZINA
-
BENZINA, s.r.o.

BOZP
-
Work safety and protection of health at work

BTZ
-
Technical equipment safety

Accident Rate
-
Number of industrial accidents per 100 employees

ČHMÚ
-
Czech Hydrometeorology Institute

ČS
-
Petrol station

EMS
-
Environmental Management System according to requirements of the standard ČSN EN ISO 14001

EA
-
Environmental aspect; an element of activities or products or services of the company, which may have an impact on the environment

External Documentation
-
Documentation that was prepared or published by other organizations outside the GROUP

Accident Frequency
-
Number of industrial accidents per a million of actually worked hours

HSMS
-
Health and Safety Management System (work safety and protection of health at work, prevention of serious accidents, fire protection) according to requirements of the standard ČSN OHSAS 18001
IMS
-
Integrated Management System (QMS+EMS+HSMS)
Internal Documentation
-
Organizational and regulating standards, technical documentation prepared in the GROUP companies and defined in Directive 821

KR KŘ
-
Crisis management

Adverse contingency
-
Serious accident, breakdown or other adverse event resulting in the danger or occurrence of fire, explosion, production stoppage, damage to property, harm or threat to lives and health of people, the environment or working environment due to release of a dangerous substances
MF
-
Ministry of Finance

OŘN
-
Organizational and controlling standards

Partner
-
Contractual partner, PS operator and lessee of lands, buildings and equipment forming a part of PS in one person

PO
-
Fire protection
IMS Policy
-
Policy of responsible undertaking in chemistry, integrated system of management of work safety and protection of health at work, environmental protection and quality policy

Product
-
Product or provided service

PZH
-
Prevention of serious accident (including risks management)
QMS
- 
Quality management system according to requirements of the standard ČSN EN ISO 9001
UNIPETROL GROUP (GROUP)
-
UNIPETROL, a.s., BENZINA, s.r.o., UNIPETROL RPA, s.r.o., UNIPETROL DOPRAVA, s.r.o., UNIPETROL SERVICES s.r.o.

VRNV VRNV
-
High-risk hazardous things

UNIDO
-
UNIPETROL DOPRAVA, s.r.o.

UNI
-
UNIPETROL, a.s.
US
-
UNIPETROL SERVICES, s.r.o.
UNIRPA
-
UNIPETROL RPA, s.r.o.
VEAVEA
-
Important environmental aspects

4 Integrated Management System (IMS)

4.1 General requirements

The GROUP has established, documented, implemented and maintained IMS in compliance with the requirements of standards ČSN EN ISO 9001:2009, ČSN EN ISO 14001:2005 and ČSN OHSAS 18001:2008 and constantly keeps improving its efficiency. 

QMS 

a) Processes necessary for QMS and its application have been determined for individual companies. Fig. 1 shows the basic relations within the GROUP.
b) The sequence and mutual operation of the processes is schematically shown in “Maps of processes" published on the Intranet of individual companies within the IMS section.  

c) The criteria and methods necessary for securing of efficient functioning and management of processes are described in “Basic specifications of processes” published on the Intranet;

d) Availability of sources and information necessary to support the functioning of processes and their monitoring is secured, see "Basic process specification" and "IMS management review”;
e) The processes are monitored, measured where applicable and analyzed, see "Basic process specification";
f) Measures necessary for achievement of estimated results and constant improvement of processes are implemented, see “Basic process specification” and “IMS management review”.
External sources used in QMS and having the possibility of affecting compliance of products with requirements are controlled by means of external audits.  Processes used from such sources fall within the area of maintenance (repairs and service), regulation of measuring and monitoring equipment (calibration, verification, adjustment and repairs) and purchase of commodities (quality control). 
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Fig. 1 - QMS (Mutual relations between companies within the GROUP)
US provide services for other companies on the basis contracts.

EMS

Mutual relations between EMS elements are shown in Fig. 2. 
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Fig. 2 - EMS (Mutual relations between elements)
HSMS 

Mutual relations between HSMS elements are shown in Fig. 3.
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Fig. 3 - HSMS (Mutual relations between elements) 

Area/scope of application of IMS in the GROUP companies

a) UNIPETROL, a.s.

Strategic management, support and control of entrepreneurial activities of GROUP companies. 
b) UNIPETROL RPA, s.r.o. 

Production and sale of ethylene, propylene, C4, C5, C9 and C10 fractions, BTX fraction, naphthalene concentrate, benzene, pyrolitic gas oil, pyrolitic fuel oil, HD polyethylene, polypropylene, ethanol, highly conductive black and sorbents, ammonia, amonic water, urea, hydrogen, nitrogen, carbon dioxide, air dust for concrete, additive granulate.  Production and distribution of energies, transport of hydrocarbon via pipeline.   Operation of heating plants, power stations and dumps, removal of waste, conditioning and supply of water and treatment of sewage.  Purchase and sale of crude oil and refinery products. 

c) UNIPETROL DOPRAVA, s.r.o.

Railway operation, railway transport operation, international and domestic forwarding. Leasing of rail tanks. Repair and cleaning of vehicles, revisions, testing and inspections of designated technical equipment and consultancy in transport. 
d) BENZINA, s.r.o.

Sale of fuels and provision of services to motorists.  Bank card selling and issue of BENZINA payment cards. 
e) UNIPETROL SERVICES, s.r.o.
Provision of services for the GROUP companies and other customers within the scope of trade authorizations.  

4.2 Requirements on documentation

4.2.1 General

IMS documentation includes:

a) documented statesments of a IMS policy and objectives;

b) IMS Manual;

c) documented procedures and records required by relevant standards, specifications and requirements;

d) documents, including records (see 4.2.4), determined by the company to be necessary to ensure the effective planning, operation and control of its processes. 

Fig. 4 shows the structure of internal documentation that complies with IMS requirements. 

The documents may be in documentary or electronic form. 

Requirements on the formal layout of internal documentation are specified in Directive 821 “Internal documentation” (GROUP). 
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Fig. 4 - Structure of documents

4.2.2 IMS Manual

The GROUP has established and maintained an IMS Manual (see this document), which includes:

a) area/scope of application of IMS;

Article 7.3 "Design and Development” of ISO 9001 was excluded from systems of the GROUP companies, with the exception of UNIPETROL RPA, s.r.o. 

b) documented procedures created for IMS and references to such procedures;

c) description of mutual relations between elements, processes and activities within IMS. 

4.2.3 Document Control

The Group has established and introduced procedures for the control of all used document types of both internal and external nature. 

All internal documents not complying with control requirements according to Directive 821 "Internal documentation” (GROUP) are uncontrolled documents (their control is not arranged for).  Such documents may be marked with a stamp (inscription) specifying that the document is uncontrolled. 

Transfering of OCS of the former CHEMOPETROL, a.s. to UNIPETROL RPA, s.r.o. and  making OCS binding on UNIPETROL RPA, s.r.o. was imposed by Decision 2007/06 „Binding nature and updating of OŘN" including also OCS issued as applicable for the GROUP.  

Internal Documentation

a) Organizational and controlling standards - prepared according to Directive 821 "Internal documentation” (GROUP);
b) Technical documentation (except for technical standards of UNIPETROL RPA, s.r.o.) - prepared according to Directive 821 “Internal documentation" (GROUP), Directive 842 “Operating documentation” (UNIDO)  or other OCS prescribing the contents of individual types of technical documentation;

c) Technical standards (PND and N) - prepared according to Directive 860 "Technical standards. Operating management” (UNIRPA).
External Documentation

a) Technical standards international and national - prepared and controlled according to Directive 860 “Technical standards.  Operating management” (UNIRPA) and Directive 13 “Technical documentation controlling” (UNIDO).  The selected Czech national standards (ČSN) were made binding on UNIPETROL RPA, s.r.o. by the Decision 2000/02 „Prescription of binding nature of ČSN“ (UNIRPA).  As regards other companies the holders of technical standards are obliged to monitor their currency by means of the ČNI server and arrange for the current version / change of the respective technical standard. 
b) Legal rules - access to amended versions of legal rules is permitted through the commercial ASPI database (Automated system of legal information), which is updated by the provider on a monthly basis. 

c) Other documentation of external origin is controlled in compliance with the principles stipulated in Directive 821 "Internal documentation”. 

Document control ensures that:

a) documents are approved for adequacy prior to issue; 

b) documents are reviewed and updated as necessary and re-approve documents;

c) identification of changes and the current revision status of documents  are identified;

d) documents are available at the place of their application;

e) documents are permanently legible and easy to identify;

f) identification of documents of external nature and control of their distribution is provided;

g) outdated documents are protected against use through negligence and suitably identified if filed. 

Documentation and records are kept and filed or destructed in compliance with Records Code (GROUP). 

4.2.4 Control of records 

The GROUP controls records in order to be able to provide evidence about compliance with requirements and efficient functioning of IMS.  

Records are drawn in documentary or electronic form.  The obligation to draw a record is stipulated by OŘN and technical documentation.  If the documentation specifies requirements on the form and format of a record, such requirements must be complied with. A record must comply with the following criteria:

· identification information ensuring that a record may be assigned to concrete results or activities (name or record);

· date of making a record; 

· name, signature, title of the author or verifier (person approving), as the case may be, of a record;

· readability, readily identifiably and retrievably.

Access to records is granted by a manager, in whose department the records are properly filed and secured so as to prevent their damage, loss or destruction, and enable easy retrieval of the same. 

In the event of records made in electronic form, the data must be safe and secured against deletion, depreciation and misuse.  

5 Management Responsibility

5.1 Management commitment

The management of the GROUP companies furnishes proofs of its responsibility for development and application of IMS and constant improvement of IMS efficiency:

a) by communication within the organization as to how important it is to meet a customer’s demands, as well as to comply with statutory and legal requirements;  

b) by determining IMS policy;

c) by procuring that targets are set;

d) by carrying out of IMS reviews;

e) by securing availability of sources.

5.2 Customer Orientation

Managements of the GROUP companies shall ensure that a customer’s demands and the target of improving customer satisfaction (see 7.2.1 and 8.2.1) are met. 

5.3 IMS Policy

Managements of the GROUP companies approved the IMS policy, which is applicable to all GROUP companies.  The current wording of the IMS policy is “Policy of responsible undertaking in chemistry, integrated system of management of work safety and protection of health at work, environmental protection and quality policy" as published both on the Intranet and Internet. 

5.4 Planning

5.4.1 Targets, target values and IMS programmes

In line with the IMS policy and priorities of their respective companies the managements of the GROUP companies set targets, target values and IMS programmes.  Determination and evaluation of achieved targets forms a part of the IMS system review by the companies' managements.  Targets are included into programmes (tasks) with determination of a function responsible and deadline.  The targets, including programmes, are kept in controlled electronic form and are available on the Intranet of the GROUP companies. 

Planning of the Quality Management System

Managements of the GROUP companies determined processes for effective and efficient performance of quality targets and requirements, which are in line with the companies' strategies.  The processes are divided into main (directly related to the product realization) and subsidiary (necessary from the point of view of realization of main processes). 

Managements of the GROUP companies systematically review the processes so as to secure QMS integrity when changes of QMS occur.  

5.4.2 Environmental aspects (EA)

TOP 01 “Environmental aspects” (US) determines the procedure for identification and determination of importance of EA activities, services and products, which the GROUP companies are able to control and influence (with view of planned or new or adjusted events, activities, products and services as well as prior activities and with view of the location of their operation).  The procedure of EA identification includes ordinary and extraordinary operations and foreseeable emergency situations.  The main criterion of EA importance are obligations formulated in the IMS policy, namely statutory and other requirements on the GROUP companies.

5.4.3 Planning of the procedure of risk identification, evaluation and management

Procedures of continuous identification or risks, assessment (evaluation) of risks and determination of necessary regulatory measures to secure BOZP within the GROUP are determined and implemented as follows: 

· routine operations and own equipment at workplaces according to Directive 400 "Principal Safety Regulation” (UNI, US, BENZINA), Directive 401 "Principal regulation for BOZP and BTZ" and Directive 430 “Crisis management and accident prevention" (UNIRPA), Directive 40–TŘ-B "Potential threats to health and safety of employees, distribution and use of protective equipment" and Directive 33 „System of serious accident prevention“ (UNIDO), PP 001 „Operating regulation of a petrol station“ (BENZINA); 

· work and operating of equipment in an environment with explosion hazard according to Directive 401 "Principal regulation for BOZP and BTZ” (UNIRPA); PP 001 “Operating regulation of a petrol station” (BENZINA); P 4001 “Operating regulation of cistern scalding station“ (UNIDO);
· extraordinary (non-routine) operations, activities of other persons (suppliers) with access to the respective workplaces and equipment provided by other persons according to Directive 400 “Principal Safety Regulation” (UNI, US, BENZINA), Directive 402 “Safety Rules for the premises of chemical plants in Litvínov", Directive 465 "Work permit" (UNIRPA, UNIDO), Directive 45 "Movement and work in factory railway trackage" (UNIDO), PP 001 "Operating regulation of a petrol station" and  Directive 465 „Work permit“ (BENZINA);
· access of other persons (visitors) to workplaces according to Directive 400 "Principal safety regulation” (UNI, US, BENZINA), Directive 401 "Principal regulation for BOZP and BTZ", Directive 403 “Principal regulation of fire protection" and Directive 405 "Principal regulation for employees in the area of emergency and crisis preparedness”(UNIRPA), Directive 26 „Principal safety regulation" (UNIDO) and PP 001 „Operating regulation of a petrol station“ (BENZINA).

Risk assessment outcomes are filed as the source material for the provision of information to employees and involved persons, for determination of HSMS targets and preparation of operating documentation.   

5.4.4 Statutory and other requirements

The GROUP’s Organizational Guidelines and related Job Descriptions prescribe to managers of individual departments the obligation to procure:

· continuous identification of relevant statutory and other requirements in relation to performed activities and operated equipment at the companies’s workplaces;

· inclusion of identified requirements into internal documentation and its keeping (updating);

· drawing up a register including statutory and other requirements, providing access to and keeping of the same.

A review of legal rules applied within the GROUP in the IMS area is specified in the IMS Register, which is maintained for the GROUP by US - HSE&Q department on the Intranet.  The register contains:

· statutory and other requirements;

· risks and measures resulting from legal requirements; 

· decisions of state administration authorities;

· important contracts;

· reviews carried out by state administration authorities.

Access to amended wording of legal rules is secured through the ASPI application. 

Detailed information (records) related to data in the IMS Register are filed in documentary form with employees specified in respective parts of the IMS Register.

5.5 Responsibility, Powers and Communication

5.5.1 Responsibility and powers

Responsibilities and powers within the GROUP are determined by:

· organizational guidelines;
· job descriptions prepared according to Directive 040 “Job description. Job analysis” (UNIPRA, US), Directive 21-ŘS-Q „Job description“ (UNIDO), in other companies (UNI and BENZINA) according to instruction of US - HR Department;
· OCS and technical documentation.

Basic organizational structures are available to all employees of the group on the Intranet. 
Detailed organizational structure of individual GROUP companies, including staffing, is available to designated employees in the Lotus Notes environment on the HR information portal in the folder “Organizational structure”.  

Entity responsible for IMS within the GROUP

HSE&Q Department is responsible for establishing and implementing of IMS in the GROUP companies and forms a structural part of UNIPETROL SERVICES, s.r.o. Responsibility is assigned to the below managers:

· HSE&Q Department Manager

 Ing. Pavel Sláma 

· Management Systems Department Manager 
 Ing. Miroslav Čapský
5.5.2 Management Representative

Upon the Decision 2007/02 „IMS Representative“ (GROUP) the powers with respect to IMS were delegated to Ing. Pavel Sláma, HSE&Q Dept. Manager (US), who acts as the IMS Representative within the GROUP companies and in relation to external organizations.
The responsibility and powers of the IMS Representative consist namely in:

a) ensuring that processes and activities required for IMS are established, implemented and maintained;

b) presenting of reports on IMS efficiency and needs for improvement at the company’s management meetings; 

c) promoting awareness of the importance of customer demands within the entire company. 

5.5.3 Communication

Manners of internal and external communication are described in OŘN and technical documentation. 

Communication facilitates smooth operation of IMS processes and improvement of its efficiency. 

On the basis of existing activities of the GROUP companies and their impacts on the environment it was decided that the companies are to externally communicate their significant environmental aspects only in justified cases.  Justified cases are decided on by Executive Directors of respective companies or by US - HSE&Q Dept. in accordance with concluded contracts.  

Communication is performed in various mode a through different means of communication.  The basic modes, forms and means of communication and types of transmitted information are shown in Table 2. 

Table 2 - Communication 

	Mode of Communication
	Means of Communication
	Form of Communication

	Verbal
	Face-to-face contact
	Meetings

Trainings

Instructing

Consultations

Informal meetings

Press conferences

Meetings with the general public

Membership in commissions, committees and interest groups

Shows

Specialized conferences and meetings

	
	Internal means of communication
	Broadcasting of the Reflex radio

Internal emergency information system

	
	Public means of communication
	Regional and nationwide radios and televisions

	
	Telephone, walkie-talkie
	Message

	Printed, written


	Delivered by post (internal, external), delivered in person 
	Annual Reports

Reports of state administration authorities
Other reports

Other information of which 

Records 

Documentation

Internal and external press -  UNI, Magazín Unipetrol etc.

Letters etc.

	
	Information boards
	Safety marks, tables, notice boards

	Electronic 
	Network discs
	Shared files (on network discs)

	
	Electronic mail
	Messages or files send via e-mail, reports(QMS, EMS, HSMS)

	
	Intranet
	Files located on the Intranet, Intranet business application 

	
	Internet
	Demands, communications, information, documentation, Internet business applications

	
	Portable media
	Files on electronic media (CD, DVD, Flash discs)

	
	Fax
	Copies of written information


Procedure of receiving, documentation and response to fundamental instigations of interested sites in the area IMS is mentioned on fig. 5.
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Fig. 5 – Resolution of fundamental instigations
5.6 Management System Review

IMS is regularly, on an annual basis, reviewed by managements of the GROUP companies according to Directive 810 “IMS review” (GROUP).  The review assesses opportunities for improvement, needs for change in IMS, including policy and targets.  The source material for regular review is a written report "IMS evalution".  The report is submitted by the IMS Representative at management meetings of UNIRPA, UNIDO and BENZINA. On the basis of the report Executive Directors of respective companies assign tasks.  The review report is included in the standard minutes of the company's management meeting. 

6 Resource Management

6.1 Provision of Resources

Following IMS reviews managements of the GROUP companies identify needs of resources, which are then planned and allotted in due time. Companies’ managements provide corresponding resources for:

a) IMS implementation and maintenance and constant improvement of its efficiency;

b) customer satisfaction improvement by meeting customer demands.

6.2 Human Resources

6.2.1 General

Employees performing works affecting IMS are qualified on the basis of necessary education, training, skills and experience.

6.2.2 Competence, training and awareness 

a) The necessary kompetence are determined in Job descriptions;
b) Where applicable, is provided training or is taken other actions to achieve the necessary competence. The form and scope of provision of training are documented in Training plans; 

c) Evaluation of efficiency of education and training is carried out by US - HR Department.  The evaluation is carried out on the basis of information from participants in educational activities contained in completed questionnaires.  The outcomes are used for possible adjustments of subsequent educational activities having the same aim and for the creation of future Training Plans. 

Periodicity, form and scope of employee training in the area of BOZP, PO, PSA and environmental protection are stipulated in Directive 915 “Employee training” (GROUP).  Directive 46 “Training and examination rules" (UNIDO). Requirements on employee training in the respective area are prescribed in Directive 437 “Emergency practice. Planning, performance, evaluation” (UNIRPA), Directive 400 “Principal Safety Regulation” (UNI, BENZINA, US), Directive 26 "Principal Safety Regulation” (UNIDO).   A part of the ongoing education is verification of knowledge of safety requirements, permanent compliance and checking of compliance with the same. 

d) Employee awareness of the gravity and importance of their activities and their contribution to achievement of IMS targets is raised through educational activities, job descriptions, OŘN, IMS policy and IMS targets;

e) Records on education, training, skills and experience are maintained in accordance with Clause 4.2.4.

6.3 Infrastructure 

Companies’ managements determine, provide and maintain the infrastructure necessary for achievement of compliance with IMS requirements.  The necessary infrastructure is documented and maintained in accordance with technical documentation and basic process specifications.  The infrastructure includes:

a) buildings, working areas and related technical equipment - Directive 844 “Technological equipment maintenance” (UNIRPA); Directive 63-TŘ-Q „Equipment maintenance“ (UNIDO);
b) processes equipment (hardware, software) - Directive 72 “Informatics” (GROUP), 

c) support services (such as transport, communication or information systems) - Directive 701 “Roads” (UNIRPA), Directive 72/1 “Computer control systems of technological processes” (UNIRPA), PI 08/10.2 „Control of financial SW of payment cards" (BENZINA); 
6.4 Working Conditions and Working Environment

Companies’ managements ensure that working conditions and environment have positive effect on the motivation, safety, satisfaction and performance of employees and consequently on improved performance of individual companies.

As regards the working environment: 

a) measures for work safety and health protection are determined and implemented;

b) psychological and physical conditions at the workplace are identified;

c) individual jobs are monitored with the aim of improving efficiency of employee involvement.

Health protection at work (e.g. classification of operations, prohibition of certain operations, requirements on evaluation of health risks, work in controlled zones, safety requirements and hygienic limits regarding the working environment, recording of exposures and inputs etc.) and keeping of relevant documentation are ensured according to Directive 443 “Working environment” (UNIRPA, UNIDO). 

7 Product Realization

7.1 Planning of Product Realization 

GROUP companies plan and develop processes necessary for the product execution.  Planning of the product execution is in compliance with the requirements of other QMS processes. 

In the course of planning of the product execution the companies:

a) determined quality targets and requirements on the product (plans, ČSN, internal technical standards, specifications forming a part of purchase/business contracts);
b) created processes and documents, including the provision of resources specific for the product (technical documentation);

c) determined required activities during verification, validation, monitoring, measurement, inspection and testing, which are specific for the product and criteria for the product acceptance (quality control plans, laboratory control plans, special technological regulations, operating rules and other technical documents); 

d) determined records necessary as an evidence of the execution processes and the resulting product being in compliance with requirements (laboratory records, operating records, test certificates). 

7.2 Customer-Related Processes 

7.2.1 Determination of requirements to the product

GROUP companies determined:

a) requirements specified by a customer, including requirements on activities on delivery and after delivery;

b) requirements not specified by a customer, but necessary for the specified or intended use, where known;

c) statutory and regulatory requirements applicable to the product;

d) any additional requirements considered necessary by the GROUP.  

The requirements are, depending on the nature of provided products, documented in the product technical standards, in product specifications, product catalogues and offered services.

7.2.2 Review of requirements related to the product

Commercial departments, or departments securing the purchase and distribution of the product (BENZINA), carry out reviews of requirements on the product.  A review is carried out prior to the company undertaking to deliver the product to a customer (e.g. prior to submission of offers, acceptance of contracts/orders, acceptance of amendments to contracts or orders) and ensures that:

a) product requirements are determined;

b) requirements of a contract or order different from previously expressed requirements are solved; 

c) the company is able to meet determined requirements. 

Records are kept on the review results and on measures resulting from such review. 

7.2.3 Customer communication 

Commercial departments, or departments securing the purchase and distribution of the product (BENZINA), apply effective modes of communication with customers. The communication concerns in particular:

a) product information (verbally - face-to-face contact, telephone; in writing - catalogues, advertising; by electronic means - e-mail, Internet);

b) handling of demands, contracts or orders, including their changes;

c) feedback from the customer, including customer complaints (information provided by the customer during customer satisfaction evalution, information related to complaints and claims). 

7.3 Design and Development (applies only to UNIPETROL RPA, s.r.o.)
7.3.1 Design and development planning 

UNIRPA plans and controls design and development in accordance with Directive 027 “Investment projects management”, the basic process specification “Design and development” and Directive 843 “Changes to the technological procedure and production equipment".
In the course of planning of design and development the company determines:

a) stages of design and development;

b) review, verification and validation suitable for each stage of design and development;

c) obligations and powers relating to design and development. 

The company controls interfaces between different groups involved in design and development so as to ensure efficient communication and clear assignment of obligations. 

The planning output is updated, if necessary, according to the actual course of design and development. 

7.3.2 Design and development inputs 

Technical departments of  Products unit in cooperation with the business departments determine inputs relating to product requirements. They maintain records in the inputs. The inputs include:

a) functional and performance requirements;

b) applicable statutory and regulatory requirements;

c) where applicable, information derived from previous similar designs;

d) other requirements essential for design and development; 

The inputs are reviewed for adequacy.

7.3.3 Design and development outputs 

The outputs of design and development are provided in form suitable for verification against the design and development. The inputs are approved prior to their release.

Design and development outputs shall: 

a) meet the input requirements for design and development; 

b) provide appropriate information for purchasing, production and service provision; 
c) contain or reference product acceptable criteria; 

d) specify the characteristics of the product that are essential for its safe and proper use. 

7.3.4  Design and development review

At suitable stages, systematic reviews of design and development are carried out at individual stages in accordance with planned activities in order to:

a) evaluate the ability of outcomes of design and development to meet requirements;

b) identify all problems and propose necessary measures.

Participants in such reviews include representatives of organizational units concerned with the individual stages of reviewed design and development.  Records on the review outcomes and on all necessary measures are filed. 

7.3.5 Design and development verification 

Verification is carried out by the order party in accordance with planned activities (see 7.3.1) in order to ensure that outputs from design and development meet input requirements on design and development.  Records on the verification outcomes and on all necessary measures are filed. 

7.3.6 Design and development validation 

Validation is ensured by the user of the technological equipment in cooperation with technical departments at the stage of evaluation of the design and development process.  It is to ascertain whether the resulting product is able to meet the requirements of the specified or intended use, if known.  Validation is completed prior to the product delivery.  Records on the validation outcomes and on all necessary measures are filed.

7.3.7 Control of design and development changes 

Changes in design and development are identified and recorded. The changes are reviewed, verified or validated and approved prior to their implementation. A review of changes in design and development includes evaluation of impacts of the changes on the basis of a part and on a product already delivered.

Records on the review of changes and on all necessary measures are recorded.

7.4 Purchasing

7.4.1 Purchasing process

The GROUP companies purchase commodities, investments and services according to their respective responsibilities with the aim of optimizing the purchasing process, making savings in purchasing and obtaining the subject of the purchase under the most advantageous market conditions that can be achieved.  The type and range of choice and evaluation depends on the impact of the purchased product on the subsequent product realization or the final product. 

Divisions of individual companies cooperate on evaluation of suppliers.  Criteria for evaluation and repeated evaluation are set. Evaluation results and all necessary measures resulting from the evaluation are recorded. 

The companies have established and maintained a unified procedure ensuring compliance of orders (purchased commodities, investments and services) with determined requirements.  These procedures are specified in Directive 474 "Chemical substances and preparations” (GROUP), Directive 503 “Purchasing process” (GROUP), Directive 504 “Contractor selection”(GROUP), Directive 30 "System of supplier evaluation" (UNIDO), Directive 833 "Stock management and fuel claims at petrol stations" (BENZINA) and Description of procedure 8.3 “Evaluation of suppliers” (BENZINA). 
7.4.2 Purchasing information

Purchasing information describe the product to be purchased, if applicable, including:

a) requirements on product approval, procedures, processes and equipment;

b) requirements on employee qualification;

c) requirements on IMS.

The company ensures adequacy of specified purchasing requirements before communicating the same to a supplier. 

Verification of purchased product

The GROUP companies have established and maintained control activities necessary to determine that purchased commodities, investments and services comply with specified requirements.  The control method is described in Directive 503 „Purchasing process“ (GROUP). 
7.4.3 Purchasing and contractual relations (HSMS, EMS) 

In order to secure purchasing of goods and services the GROUP companies carry out selection procedures according to Directive 504 „Contractor selection“, Directive 027 “Investment projects management” (UNIRPA) and Organizational regulation 704/2003 “Preparation, execution and receipt of investment deliveries” (BENZINA). 

Rules for the lease of buildings are stipulated in Directive 522 “Lease of property, lease contracts" (UNIRPA). 
Suppliers/lessees are always informed by a relevant business contract on the risks and are bound to observe the prescribed safety and environmental protection requirements.  The requirements and information are available on the Internet for all involved parties. 

 The ability of suppliers/lessees to comply with the company's requirements on BOZP and environmental protection is evaluated and documented by HSE&Q on the basis of results of carried out external audits, regular and irregular inspections.  

7.5 Production and Provision of Services

7.5.1 Production management and provision of services

The GROUP companies plan and produce/provide services under controlled conditions in compliance with Directive 103 “Operational plan (part commercial and manufacturing)" (UNIRPA), Ř 5-GŘ-Q - „Commercial rules" (UNIDO) and PP 001 „Operating rules of a petrol station" (BENZINA). 
Controlled conditions include, if applicable:

a) availability of information describing the product features (technological regimentation, laboratory control plans, quality control plans);

b) availability of documentation - Directive 821 “Internal documentation” (GROUP);
c) use of suitable equipment - technical documentation;

d) the availability and use of monitoring and measuring equipment - Metrological rules (GROUP);
e) the implementation of monitoring and measuring - technical documentation;

f) the implementation of produkt release, delivery and post-delivery activities - laboratory control plans (UNIRPA), quality control plans (UNIRPA), Directive 871 “System of fuel control at petrol stations” (BENZINA). 
7.5.2 Validation of processes for production and services provision 

Production and services provision processes in the GROUP companies are monitored or measured.  Validation of production and services provision processes is not performed due to the above reason. In case, that at some processes it is impossible resulting output cannot be verified by subsequent minitoring or measurement and as a consequence , deficiencies become apparent only after the product is in use the service has been delivered, are given mechanism that the can include:

a) defined criteria for review and approval of the processes;
b) approval of equipment and qualification of personnel;

c) use of specific methods and procedures;

d) requirments for records;

e) revalidation.

7.5.3 Identification and traceability

The GROUP companies have introduced throughout produkt realization a system of identification with respekt to monitoring and measurement requirements.

For raw materials, auxiliary compounds, intermediates, products and services is system of identification prescribed by technical documentation of the respective company. 

Records about services are made and filed in the information system of the relevant company and (or) in hard copies at respective workplaces.  These records serve, among others, as evidence on the service having been rendered, the service having been rendered in relevant quality and under agreed terms and conditions. 

The manner of the product identification is selected depending on the product nature (except for services) and its packaging, see Table 3. Traceability during production or provision of a service is possible by means of laboratory or operating records. 

Table 3 - Product identification

	State of product
	Packaging
	Identification 

	Solid
	Tanks, cisterns
	Operating records / packaging 

	
	Sacks, bags
	Packaging / bounded storage area

	Liquid
	Tanks, cisterns
	Operating records / packaging

	
	Pressure bottles
	Packaging / bounded storage area

	Gaseous
	Tanks
	Operating records / packaging

	
	Pressure bottles
	Packaging / bounded storage area


7.5.4 Customer property

The GROUP companies take care of customers‘ assets while it is under theirs kontrol or being used by him.  The respective departments using the assets ensures identification, verification, protection and security of such assets.  In case of loss, damage or unfitness of the assets for further use, the customer is notified to that effect.  Records are kept about the above facts. 

7.5.5 Preservation of product 

The GROUP companies preserve the product during internal processing and delivery to the intended destination in order to maintain conformity to requirements. As applicable, preservation include identification, handling, packaging, storage and protection. Preservation are also apply to the constituent parts of a product. 

Control of monitoring and measuring equipment 

The GROUP companies have determine the monitoring and measurement to be undertaken and monitoring and measuring equipment needed to provide evidence of comformity of product to determined requirements.

The GROUP companies have established a process to facilitate monitoring and measuring and to carry out the same in a manner complying with requirements on monitoring and measuring. The process is described in the “Metrological Rules” (GROUP) and Directive 824 “Procedures - working, laboratory, calibrating" (UNIRPA). 

If computer software is used during monitoring and measuring of specified requirements, the ability of the software to perform the intended application is certified. The certification is carried out prior to initial use and repeated from time to time. The procedure is specified in Directive 72/1 "Computer control systems of technological processes" (UNIRPA).  As regards the other GROUP companies using a computer SW, the certification is arranged for by contract.
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The measuring equipment in the GROUP is linked to a relevant etalon (national or international) and divided into groups shown at Fig. 6 depending on its purpose. 

Fig. 6 - Link-up scheme 

7.6 Operation Control (EMS, HSMS)

7.6.1 Operation control (EMS)

7.6.1.1 General

Processes and activities related to identified IEA are determined, planned and controlled according to documented procedures so as to prevent diversion from obligations and representation of companies in the area of environmental protection. 

7.6.1.2 Air protection

The GROUP companies have established and maintained a procedure that determines the main terms and obligations of operators of defined sources of air pollution, the manners of determining the amount of and charges for emissions, procedures in case of smog alarm, ensuring of services in air protection, system of reporting and controls in air protection in Directive 440 "Air protection" (UNIRPA, UNIDO, US).  

The issue of greenhouse gases emission is regulated by Directive 441 “Greenhouse gases emission” (UNIRPA, US) that determines the manner of determining, reporting and verifying of greenhouse gases emission, handling of permits and responsibilities of individual departments for ensuring these activities. 

Operating criteria for the operation of individual sources of air pollution are specified in the relevant operating documentation (UNIPETROL RPA - in the principal operating rules prepared according to Directive 842 "Operating and technical regulations", in company BENZINA - in working regulations of the mean source of air pollution).  

A system of periodical controls and metering on sources of air pollution in company BENZINA is ensured by a contract with ACIS, Construction and Technology Services, s.r.o., obligations of partners in air protection are stipulated by regulation PP 001 “Operating regulation of a petrol station".  Preparation of documentation regarding mean sources of air pollution is secured on the basis of a contract with MERCED, a.s.

7.6.1.3 Water management

The basic rules for water management, including competency to represent the company before the water authority, for clean and waste water management, principles of water and rock environment protection during disposal of substances hazardous to water, identification and evaluation of risks and identification and solving of emergency situations are prescribed to the company departments and external companies operating in the premises of UNIPETROL RPA by Directive 444 "Rules for water and rock environment protection".  

The procedure for planning, carrying out and recording of impermeability checks is stipulated in Directive 444/4 “Impermeability checks" (UNIRPA, UNIDO, US), including definition of equipment, to which the ability to carry out impermeability checks applies.
Directive 444 is followed by Directive 444/2 "Designing and execution of outside water and sewerage piping" (UNIRPA), which unifies the system of designing of this equipment.  

In UNIPETROL DOPRAVA the outside water and sewerage piping is regulated by contracts with owners of premises, where the relevant company departments are seated. 

The responsibility for operating, use and maintenance of pipeline distribution networks, including fittings for steam, steam condensate and treated water in UNIPETROL RPA is stipulated in Directive 348 "Energies management”. 

Operating criteria for the operation of individual sources of waste water in UNIPETROL RPA are specified in the basic operating regulations of production plants, which were prepared according to Directive 842 “Operating and technical regulations”.  

Operating criteria for operating the source of waste water in the division of cistern scalding station of UNIPETROL DOPRAVA are specified in the operating regulation P-4001 “Operating  regulation of steaming station", which was prepared according to Directive 842 “Operating documentation” (UNIDO). 

The system of water and rock environment protection in company BENZINA is ensured by contracts with MERCED, a.s. (monitoring of contaminants in underground water at petrol stations) and ACIS, Construction and Technology Services, s.r.o., (other obligations within the system of water and rock environment protection at PS), obligations of partners relating to water and rock environment protection are stipulated by regulation PP 001 “Operating regulation of a petrol station".
Waste and package management

The rules and obligations relating to waste management, including obligations of sources relating to disposal of hazardous and further utilizable waste, transportation rules, solving or emergencies, activities of supplier companies and lessees and obligations relating to waste package management is regulated by Directive 445 „Rules for waste and package management“ (UNIRPA, UNIDO, US).

Obligations of a partner (source of waste) in waste management in BENZINA are stipulated in regulation PP-001 “Operating regulation at a petrol station”.  

7.6.1.4 Hazardous waste management

Obligations of departments and employees relating to different ways of chemical substances and preparations management, including conditions for disposal of hazardous chemical substances and preparations, are stipulated in Directive 474 "Chemical substances and preparations" (GROUP).  Rules must be drawn for activities related to disposal of hazardous chemical substances and preparations as specified by law prior to commencement of such activities. 

In UNIPETROL RPA and UNIPETROL DOPRAVA the obligations relating to disposal of harmful substances (petroleum products, halogenated solvents, acids, bases) are specified in Directive 444 "Rules for water and rock environment protection".  Any department operating a storage of petroleum products must have drawn up and approved Working regulations of a petroleum products storage. 
Principles of safe and professional handling and storage of raw materials, auxiliary compounds, intermediates and products, and principles for packing, protection and delivery of products so as not to impair their quality and harm the environment, are specified in the relevant (operating) documentation.  In case of escape (spillage, scattering) the relevant regulation must specify manners of liquidation of such escape, including necessary aids and their location.  Defective material having the nature of waste must be disposed of in accordance with Directive 445 “Rules for waste and package management” (UNIRPA, UNIDO, US).  

In BENZINA the obligations of a partner relating to disposal of chemical substances and preparations, including obligations relating to disposal of hazardous chemical substances and preparations are specified in regulation PP-001 "Operating regulations of a petrol station".  

Obligations relating to transport, loading and unloading of hazardous things and procedures in case of liquidation of an accident during road transport are specified in Directive 433 “Transport of hazardous things” (UNIRPA), PP 001 “Operating regulation of a petrol station” (BENZINA - only unloading).  Obligations relating to transport, loading and unloading of hazardous things on railway are then specified in PRP 4 "Railway trucks - handling and use" (UNIDO). 

Transport of high-risk hazardous things is regulated by “Safety plans for transportation of VRNV” (UNIRPA, BENZINA - for each PS) and “Safety plans” attached always as a Schedule to internal emergency plans for individual plants (UNIDO) see 7.8.1. 

Obligations relating to the prohibition of chemical weapons and specification of disposal of defined substances that might be misused in order to violate such prohibition is regulated by Directive 448 "Obligations relating to the prohibition of chemical weapons” (UNIRPA). 

Disposal of old ecological burdens

Directive 372 “Excavation and ground work on the company premises” (UNIRPA) prescribes the procedure for these activities as part of carrying out of corrective measures prescribed by state administration authorities for disposal of old ecological burdens (DOEB).  These tasks are performed for the company by US, HSE&Q Department, on the basis of an authorization granted by UNIPETROL a.s. 
Execution of the project of disposal work is based on a system of Management and control of structures, DOEB in UNIPETROL, a.s., Litvínov plant, which includes also the participation of a supervisory organization of MF during inspection of effectiveness and quality of the disposal work.  Basic rules for management and control, determination of roles of individual participants in the project and the manner of financial management of disposals within the GROUP are specified in Directive 446 “Management and control rules for disposal of old ecological burdens” (BENZINA, UNIRPA, US, UNI).  
7.6.2 Operation control (HSMS)

Conditions of safe operation of the equipment, instructions for driving in, manipulation and control during operations, breakdowns and critical factors, putting out of operation, periodical works, emergency instructions (indications, causes and procedures of breakdown removal) are prescribed for the GROUP in the operating documentation according to Directive 840 “Operating documentation.  Classification and use", Directive 841 "Special technological regulations and cards" and Directive 842 "Operating and technical regulations", Directive 845 "Handling rules" and Directive 824 "Procedures - working, laboratory, calibrating" (UNIRPA), Directive 842 "Operating documentation" (UNIDO) and PP 001 “Operating regulation of a petrol station” (BENZINA).  The equipment may not be operated without the prescribed operating documentation.

On the basis of assessed risks and the nature of carried out activities the GROUP set out for employees requirements for ensuring BOZP in  Directive 400 "Principal Safety Regulation” (UNI, US, BENZINA), Directive 401 "Principal Regulation for BOZP and BTZ", Directive 26 „Principal Safety Regulation" and Directive 45 “Movement and work in factory railway trackage” (UNIDO) . 

Procedures of planning, execution and control of maintenance of technological equipment and roads are specified in Directive 844 “Technological equipment maintenance” and Directive 701 “Roads” (UNIRPA), Directive S 63-TŘ-Q „Equipment maintenance“ (UNIDO) and PP 001 „Operating regulation of a petrol station.  Maintenance plans are based on outcomes of controls, revisions, inpections, tests, results of diagnostics without disassembly and non-destructive tests.  

Periods of regular controls and revisions of technical equipments and procedures for removal of ascertained defects are specified in technical N standards (UNIRPA).  Periods of controls and revisions of electrical appliances are specified in Directive 400 “Principal Safety Regulation” (UNI, BENZINA, US), Directive 26 "Principal Safety Regulation” (UNIDO).

Maintenance management of computer control systems ensuring functioning of technological processes is prescribed by Directive 72/1 “Computer control systems of technological processes” and Directive 72 “Informatics” (GROUP). 
7.6.3 Change management

Changes resulting from new production processes and working procedures are carried out according to Directive 843 “Changes of technological procedure and production equipment” (UNIRPA), Directive 842 “Operating documentation" (UNIDO) and PP 001 “Operating regulation of a petrol station” (BENZINA) so that the change may not result in a breach of legal and other regulations and OCS.  Authorized technical departments give their opinions on change proposals. 

As part of a change proposal drafting risks of threat to life and health of employees and managerial tools for protection of the same must be re-assessed.

Employees concerned are informed about the technological changes within the framework of employee training or at a working session.  Organizational changes are notified to them via e-mail and Intranet. 

Other persons are informed either in writing or by an amendment to a relevant business contract (depending on the impact of the change). 

7.7 Emergency Preparedness and Response

The system of prevention of serious accidents according to Act No. 59/2006 Coll. applies to UNIPETROL RPA, s.r.o. and UNIPETROL DOPRAVA, s.r.o.Upon consideration of the matter, the provisions of the Act do not apply to BENZINA, s.r.o.  Systematic management, planning, coordination of crises and emergency documentation, control and maintenance of KŘ and PZH for the said companies is ensured by HSE&Q.

7.7.1 Prevention of serious accident and crises management

The system of serious accident prevention and crises management in invidual companies is ensured as follows:

UNIPETROL RPA, s.r.o.
Basic documents are drawn up and approved, i.e. “Safety report”, internal “Company emergency plan” and related internal “Plant emergency plans” (second level of the system of internal emergency plans, which are drafted according to Directive 434 “Plant emergency plans”).  All employees are acquainted with the emergency plans in the necessary scope, which is documented.  “Plan of physical protection” is further drafted.  These plans contain at the same time a part dealing with water management in accordance with the Water Act and the emergency regulation and are approved by the water management authority. 

Management of PSA and CM systems and procedures for identification of contingent emergency situations and responses to them are specified in Directive 430 “Crises management and emergency prevention”.  

Regular verification and checking of procedures in case of an emergency is ensured through emergency training according to Directive 437 "Emergency training. Planning, performance, evaluation”. Results of the training are documented, evaluated and appropriate measures are adopted to remove ascertained shortcomings. 

Awareness of employees and other persons in case of occurrence of an adverse contingency is secured according to Directive 435 “Emergency information system - means of warning and notice”. 
The company records, reports and investigates causes of origin of adverse contingencies according to Directive 432 “Adverse contingencies” (serious accidents, breakdowns) and Directive 401 “Principal regulation in BOZP and BTZ” (industrial accident, vocational disease, other damage to health caused in work).  Subsequently necessary corrective measures are adopted.

Protection of persons and property and security guard of the company premises is secured by the department of protection of the company premises through an external contractual partner. 

In order to secure emergency and crises preparedness, awareness and desirable behaviour, the company imposed on employees obligations as specified in Directive 405 “Basic regulation for employees relating to emergency and crises preparedness”.  In order to secure safe and correct operation of the technological equipment containing hazardous substances, each plant has prepared relevant operating regulations and handling rules (see Clause 7.7.2) for operators, which contain specific emergency instructions for solving of critical and emergency situations of the operated equipment. 

UNIPETROL DOPRAVA, s.r.o.
“Safety reports”, PRP 25 to 30 “Internal emergency plans”, PRP 31 “Emengency plan - fulfilling station of Ammonia” and PRP 41 to 46 “Emengency plans of water management”  have been drawn up and approved for individual plants (factory railways) of the company.

Other acts, obligations and procedures in the given area are stipulated in Directive 33 “System of prevention of serious accidents". 

The company registers, reports and investigates the causes of origin of adverse contingencies according to Directive 48 “Procedures in case of occurrence of adverse contingencies on the railway" and Directive 48/1 “Procedures of reporting of other contingencies and their investigation". 

Directive 48 “Safety system of railway transport operation and procedures in case of occurrence of adverse contingencies on the railway" conctretizes and edits metconctretizes and edits method observance legalities No. 266/1994Sb. by trails in wording later recipes and his execute recipe, i. e. intimation MD No. 376/2006Sb. about system safeness prosecution tracks and fillister transport and progress at rise of extreme incidents on trails.
Identification of leased structures at the Neratovice factory railway, which are threatened with flooding, and determination of activites and flood control measures in normal state, during floods and after floods is regulated in Directive  55-TŘ-B „Partial flood control plan - Neratovice plant“. 

In order to ensure emergency and crisis preparedness the company determined obligations for the employees in the Directive 26 “Principal safety regulation”.  Other obligations in the given area are prescribed for employees by external documentation of entities in the premises of which the company operates the railway and railway transport (see section Documents of external origin). 
BENZINA, s.r.o.

“Reports on non-classification" according to Act No. 59/2006 Coll. were drawn up for individual PS;, with respect of PS exceeding 2% limit of hazardous substances such reports were always sent to the territorialy competent regional authority. 

Other acts, obligations, procedures in the given area are stipulated in PP 001 “Operating regulation of a petrol station”. 
Procedures, rules and principles applied when increased safety risks are announced by state authorities and procedures during a PS hold up  are prescribed by Directive 436 “Procedures during safety measures announcements and measures adopted at a petrol station and procedures during a petrol station hold up”.  
Procedures for solving the threat of flooding of PS (on the basis of experience and actual situation of emergencies and flooding between 1997 - 2002) are specified in Directive 439 “Procedures during flood alert (activities) and measures adopted at a petrol station”.  
In order to ensure emergency and crisis preparedness the company determined obligations for the employees in the Directive 400 “Principal safety regulation”.
7.7.2 Fire protection

The GROUP prescribed organization of fire protection by Directive 403 “Principal fire protection regulation” (UNIRPA), Directives 50/0, 50/1, S 50/3 and S 50/44 „Principal regulation for fire protection organization“ (UNIDO) for individual plants, PP 001 „Operating regulation of a petrol station“ and Directive 425 „Fire protection procurement at petrol stations“ (BENZINA).
Companies or or theirs parts (except for petrol stations) resident in leased buildings realize fire protection systems always comply with their respective lease contracts. 

The system of fire protection within the GROUP ensures that approving of the basic PO documentation is solely within the powers of authorized representatives of individual members of the GROUP or persons authorized by them. 

Acts in the area of fire protection, which must be performed by a qualified person in accordance with Act No. 133/1985 Coll. are performed by HSE&Q within the GROUP or through an external contractual partner (BENZINA - at petrol stations). 

Activities and processes executed in the GROUP are documented and classified according to the degree of fire risk their represent.   

In consideration of the fire risk of performed activities, UNIPETROL RPA, s.r.o. established a plant fire fighting brigade, the operations centre of which is at the same time a fire reporting station for all entities undertaking business activity in the premises of Chempark Záluží. 

Basic fire protection documentation prescribes to individual structural components of UNIPETROL DOPRAVA, s.r.o. the fire brigades (HZS) of plants in the premises of which the company undertakes its business activity as their respective fire reporting stations. 

The basic fire protection (PO) documentation prescribes to other members of the GROUP their territorially competent regional fire brigade operations centres as the fire reporting stations.  The fire protection documentation also determines to individual members of the GROUP the manner and scope of fire protection provision through fire regulations, fire evacuation plans and fire alarm regulations. 

Revisions and tests of fire protection items and fire safety equipment are carried out according to Directive 428 “Reserved fire protection items and reserved types of fire safety equipment” (UNIRPA), the above specified basic regulations for fire protection arrangements for individual plants (UNIDO) and PP 001 "Operating rules of a petrol station" (BENZINA - at PS). 

Fire protection at temporary workplaces (places of repair etc.) is arranged according to Directive 465 “Work permit” (UNIRPA, for UNIDO assumed from UNIRPA), PP 001 “Operating regulation of a petrol station” and  Directive 465 „Work permit" (BENZINA). 
The scope, time-limits and manner of documentation of employee and manager training in fire protection is prescribed by Directive 915 “Employee training”. 
On the basis of assessed fire risks and the nature of carried out activities the GROUP set out for employees basic obligations relating to fire protection in Directive 400 "Principal safety regulation” (UNI, US, BENZINA), Directive 403 "Basic fire protection regulation” (UNIRPA) and Directive 26 „Principal safety regulation" (UNIDO) .
7.7.3 Air 

Activities of the company departments in case of air quality impairment related to contingencies are regulated by Directive 440 “Air protection” (UNIRPA, UNIDO, US), a part of which are the Regulating rules of the smog alarm and regulation system. The purpose of the Regulating rules is to ensure, on the basis of signals announced by the Czech Hydrometeorology Institute, functioning of regulatory measures on an on-going basis.  

7.7.4 Waters and rock environment 

The procedure and organization of activites of individual departments, risks of dangerous substances, emergency measures, manner of emergency reporting and responsibilities in the case of accidental pollution of water in Chempark Záluží are set out in Plant emergency plans (UNIRPA) , in Internal emergency plans and Emengency plans of water management of individual plants (UNIDO) see Clause 7.8.1. The procedure of reporting and registration of emergency leak or loss of liquid or solid hazardous substances into surfaře and underground waters or rock environemnt is described in Directive 444/1 „Reporting and recording of accidental pollution of water and rock environment“ (UNIRPA).   It prescribes the form and contents of the accident record sheet, including the nature of disposal works and evaluation of their efficiency and includes contacts for reporting of accidents.  In order to prevent environment threatening situations the Directive 444/4 “Tightness checks" (UNIRPA, UNIDO, US) prescribes the procedure for planning and carrying out of watertightness and tightness checks of equipment, in which hazardous substances are disposed of. 

8 Measuring, Analysis and Improvement

8.1 General

The GROUP companies plan and implement processes of monitoring, measuring, analysis and improvement, which are required for: 

a) proving of conformity of IMS processes, activities and elements;

b) ensuring of IMS conformity; 

c) constant improvement of IMS efficiency. 

Description of methods and scope of their application is specified in Directive 810 "IMS review" (GROUP).

8.2 Monitoring and Measuring

8.2.1 Customer satisfaction

The GROUP companies monitor information relating to satisfaction of customer requirements as one measurement of QMS performance. The manner of obtaining and use of such information is determined and described in Directive 838 “Evaluation of customer satisfaction” (UNIRPA, US) and Directive 34 “Evaluation of customer satisfaction” (UNIDO). 
8.2.2 Internal audit

The process of IMS internal audits in the GROUP is ensured by US - HSE&Q Dept. According to Directive 812 „Internal audits“ (GROUP).  Planning of internal audits is carried out biannually in order to determine whether IMS:

a) corresponds to elements of system standards or other standards, generally applicable legal regulations, OŘN, technical documentation, customer requirements and other;

b) is effectively implemented and maintained. 

The audit programme is planned with view of the state and importance of processes and areas subjected to the audit, as well as results of previous audits.  The audit criteria, subject of the audit, frequency and methods of the audit a determined by US - HSE&Q Dept. Records of the audits and their results are maintained. Audits are carried out by employees independent of audited worplaces and activities.  The performance and efficiency of corrective measures is monitored and documented.  Summary information on IMS internal audits are regularly submitted to managements of the GROUP companies in the form of the report “IMS evaluation” (see Clause 5.6).

8.2.3 Process monitoring and measuring 

The GROUP has applied suitable methods of monitoring and measuring of QMS processes. These methods prove ability of the processes to achieve planned results.  If the planned results are not achieved, the situation is rectified or corrective measures are taken.  Requirements on the manner of monitoring and measuring of processes are stipulated in Basic process specifications. 
8.2.4 Monitoring and measurement product 

The GROUP monitors and measures the product characteristics in order to verify that all requirements were met.  It is performed in prescribed stages of the product execution process in accordance with planned activities.  Requirements on monitoring and measuring are specified in the technical documentation. 
Records are kept on conformity with acceptance criteria, in which the name of employee approving release of the product is stated. 

The product is not released to the customer unless the planned activities are completed in a satisfactory manner or unless an employee in charge determines other procedure (in cooperation with the customer or the relevant authority). 

8.2.5 Monitoring and measuring in EMS

The GROUP regularly monitors/measures the key features of the operation and activities, which may have significant environmental impact.  The responsibility for monitoring/measuring carried out by the company departments, its manner, conditions and scope and documenting are stipulated in OŘN or operating documentation.  The most frequent method of monitoring of processes and activities are common (technologial, process) measurements.  Monitoring of emergency preparedness is carried out similarly - the condition, tightness, watertightness of equipment etc. is regularly monitored. 

Monitoring/measurements carried out by external organizations as authorized measurements are provided under a contract by UNIPETROL SERVICES, s.r.o. - HSE&Q Dept. for UNIRPA and by ACIS, Construction and Technology Services, s.r.o.  for BENZINA, s.r.o. Monitoring/measuring equipment is registered, calibrated and maintained.  Records on calibration are kept in accordance with the “Metrological Rules” (GROUP).  

The amount of greenhouse gases emissions is determined, recorded and verified in a manner and using a procedure specified in Directive 441 “Greenhouse gases emissions” (UNIRPA) and in accordance with Equipment monitoring plans, which are approved by decisions of the Ministry of the Environment. 

8.2.6 Assessment of compliance

IMS areas in the GROUP companies are subject to a system of (regular and irregular) inspections carried out by managers, (internal) control departments, contractual partners, control authorities of the state administration and other entities, the objective of which is to verify whether activities, products or services of the companies are in compliance with relevant requirements of legal regulations and in compliance with other requirements applicable to the GROUP companies. 

Table 4 shows a summary of activities/inspections verifying compliance with legal and other requirements. 

Table 4 - Review of activities/inspections verifying compliance with legal and other requirements 

	Area
	Company
	Form of verification
	Do/Responsibility

	IMS
	GROUP
	Internal audits
	US - HSE&Q - OSŘ

	PZH
	UNIRPA, UNIDO
	Emergency practice
	UNIRPA – managers of product plants

	BOZP
	GROUP
	VZ inspection
	several VZ

	EMS
	US
	VZ inspection
	several VZ

	PO, BOZP
	UNIRPA
	OBOZ technical check up
	US - HSE&Q - OBOZ

	PO, BOZP
	UNIRPA
	OBOZ + ZIBP OO review
	US - HSE&Q - OBOZ

	PO, BOZP
	SKUPINA
	OZO inspection
	US - HSE&Q - OBOZ

	PO, BOZP
	BENZINA (ČS)
	OZO inspection
	contracting OZO

	HSMS
	BENZINA (ČS)
	AM inspection at PS
	BENZINA - příslušný AM

	EMS
	BENZINA (ČS)
	Kontrola AM na ČS
	BENZINA - příslušný AM


	EMS
	BENZINA (ČS)
	Inspection of VH works, water sampling
	MERCED

	EMS
	BENZINA (ČS)
	Inspection of environmental documentation
	MERCED

	EMS
	UNIRPA
	Checking of fulfilment of IP conditions
	ČIŽP/US - HSE&Q 

	IMS
	UNIRPA
	Checking of IMS
	LRQA/US - HSE&Q - OSŘ

	EMS
	UNIRPA
	Authorized measurements on ZZO
	TESO/US - HSE&Q - OŽPS

	EMS
	UNIRPA
	Inspections by ČIŽP/MÚ
	ČIŽP/MÚ/US - HSE&Q  

	EMS, HSMS
	UNIRPA
	Responsible Care
	SCHP ČR/US - HSE&Q

	QMS
	BENZINA
	Taking of sampes of fuels at PS
	ÚPM a.s., ČOI

	EMS, HSMS
	UNIRPA, UNIDO
	Integrated supervision according to Act No 59/2006 Coll.
	ČIŽP/ KHS/ HZS/ OIP/ US - HSE&Q


VZ - manager

OZO - a qualified person in the area of PO and risk prevention

AM - area manager

VH - water management

IP - integrated permits

ZZO - sources of air pollution

MÚ - locally competent Municipal Authority

ČIŽP - Czech Environmental Inspection (Česká inspekce životního prostředí)

ÚPM – Institute of fuels and oils

ČOI – Czech trade inspection

KHS - locally competent Regional sanitary station

HZS - locally competent Regional fire rescue brigade

OIP - locally competent District labour inspectorate

ZIBP OO - factory work safety  inspector of a trade union organization

ČS - petrol station BENZINA

ŽP – environment

SCHP ČR – Association of Chemical Industry of the Czech Republic

LRQA – Lloyd`s Register  Quality Assurance 
On the basis of results of specified activities/inspections a summary evaluation of results is carried out within the framework of the annual IMS evaluation in UNIRPA, UNIDO and BENZINA, i.e. evaluation of compliance with requirements of legal regulations and other requirements.   In case that material non-compliance or repeated non-performance are ascertained, such fact is recorded in the report "IMS evaluation", including a proposal of a corrective measure, a date of the non-compliance removal and the name of department/employee in charge.  The report “IMS evaluation” further includes the results of summary evaluation of compliance and is considered as approved after having been discussed at management meetings of said companies. 

8.2.7 Monitoring and measuring in HSMS

The GROUP companies have established the following basic indicators of HSMS performance measurements:

· number of registered industrial accidents;

· number of industrial accidents treated by a medical doctor;

· number of industrial accidents, as a result of which the injured was incapable to work for more than three calendar days or died; 

· rate of accidents, as a result of which the injured was incapable to work for more than three calendar days or died;

· frequency of accidents, as a result of which the injured was incapable to work for more than three calendar days or died;

· state when no serious accidents occurred;

· number of adverse contingencies;  

· losses due to adverse contingencies.

Monitoring of basic indicators is ensured by means of the system of operative and monthly reporting (Lotus Notes).  Achieved results are regularly evaluated at management meetings of individual members of the GROUP.  On the basis of the evaluation outcomes the executive directors assigns task if needed.  A record on the evaluation outcome and assigned tasks are included in the minutes of the management meetings of individual members of the GROUP. 

Performance of HSMS targets is regularly monitored by reviews of performance of relevant programmes.  Evaluation of the degree of their achievement forms an integral part of the regular IMS review at management meetings of individual members of the GROUP.  

Ongoing requesting and regular reviews of compliance with relevant requirements of legal and other regulations and OŘN in the BOZP area, technical standards and operating documentation, together with performance of preventative and corrective measures, are ensured and documented in the GROUP according to Directive 400 „Principal safety regulation“ (UNI, US, BENZINA), Directive 401 "Principal regulation for BOZP and BTZ" (UNIRPA) and Directive 26 "Principal safety regulation“ (UNIDO) as part of BOZP reviews carried out by managers at all levels and by the internal audits system according to Directive 812 „IMS audits“ (GROUP).  

Reviews of compliance with legal regulations and OŘN in the area of PZH and fire protection are ensured and documented as an integral part of internal audits according to Clause 8.2.2.

Plan-based and operative measurements of environmental factors is carried out and documented according to Directive 443 “Working environment”.  It is provided (with the exception of measurements for job classification) by own laboratory of industrial sanitation (UNIRPA).  Measuring results and the degree of employee exposure are evaluated by HSE&Q. Monitoring of health fitness of employees in the GROUP is ensured by initial, preventative, transfer, professional and final medical check ups, which are carried out by a health-care facility providing factory preventative care to individual members of the GROUP.  The scope, dates and manner of documenting of medical check ups is determined by Directive 945 “Preventative medical check ups, health care system”.  

8.2.8 Health care

Factory preventative care is ensured by the GROUP through a contractual partner in a scope prescribed by requirements of relevant legal regulations. 

8.3 Control of  nonconforming product 

A product or provided service, which does not comply with requirements is identified and managed in order to prevent its non-intened use or delivery. 

Where applicable, the GROUP companies dispose of a nonconforming product in one or several of the following manners:

a) it is reworked / provided in order to comply with requirements;

b) it is dispatched / provided after reworking or without reworking on the basis of an exception granted by the customer;

c) it is reclassified to a lower quality class (if permitted so by technical standards or other documetnation) and sold;

d) it is used for another purpose (unless services);

e) it is rejected and liquidated (unless services).

If required under a contract, the customer is proposed, together with the application to grant an exception, a suitable use for the product.  The description of acknowledged non-conformity and the manner of reworking are documented.  Reworked products are subjected to repeated inspections.  Non-conformity reports are handed over to employees responsible for corrective measures.

Records of the nature of nonconformities and any subsequent action taken, including concessions obtained, are maitained.

In exceptional cases, when the customer raises a claim, it is proceded according to Directive 835 "Product claims" (UNIRPA), “Complaints rules” (UNIDO), PP 001 “Operating regulation of a petrol station” (BENZINA), Directive 833 “Stock management and fuel claims at a petrol station" (BENZINA). 

If non-conformity of a product is ascertained only after its delivery or start of use, a GROUP company takes measures corresponding to consequences of the non-conformity or potencial consequences of the non-conformity. 

8.4 Analysis of data (QMS)

In order to prove suitability and efficiency of QMS and to identify areas of constant improvement of QMS efficiency, the GROUP collects and analyzes specified data.  The data include results obtained in monitoring and measuring of processes and products. 

Data analysis provides information relating to:

a) customer satisfaction - marketing report, report "Quality” (UNIRPA), “IMS evaluation”;

b) compliance with requirements on the product - evaluation of operating and laboratory records (UNIRPA); evaluation provided services in the field railway operation and transport, quality in cleanind of vehicles (UNIDO); evaluation provided services in GROUP (US), evaluation provided services on petrol stations (BENZINA).
c) characteristics and trends or processes and products, including opportunities for preventative measures - report “IMS evaluation", comparison of achieved values of indicators of the technological mode, indices of product quality with prescribed parameters; 

d) suppliers - evaluation of suppliers;

8.5 Improvement

8.5.1 Continual improvement

The GROUP continually improves IMS efficiency by using the policy, targets, programmes, audit results, data analyses, corrective measures, preventative measures and management reviews.

Activities directed at IMS efficiency improvement are carried out on the basis of tasks assigned by the management meeting of the company or US - HSE&Q Dept. US - HSE&Q Dept. maintains a databasee of „IMS targets and programmes“ for the purpose of documenting and evaltuion of activities for IMS improvement.  The database is located on the Intranet and contains the name of the improved process or standard element, description of activity, anticipated effect, responsible department, date of completion and evaluation. Evaluation of activites directed at improvement is subject to IMS management reviews. 

8.5.2 Corrective measure (QMS)

In order to prevent repeated occurrence of non-compliances, measures to remove their causes are determined and implemented.  Corrective measures are adequate to consequences of ascertained non-compliances. 
The GROUP has established documented procedures for corrective measures performance, the activities/statuses of which are described in the folowing separate directives within IMS. 

IMS management review
- Directive 810
(GROUP) 

Internal audits
- Directive 812
(GROUP)

External audits
- Directive 812
(GROUP)

Claims of services
- Complaints rules (UNIDO)
Product complaints or claims
- Directive 835 (UNIRPA)
Raw materials complaints or claims
- Directive 503 (GROUP) 

Deviation from operating documentation
- Directive 503 (GROUP)
Deviation from business documentation
- Directive 503 (GROUP)

Laboratory control and testing
- Directive 870 (UNIRPA)

Delivered products claims
- Directive 833 (BENZINA)

Documented procedures determine requirements on:
a) reviewing nonconformities (including customer complaints);

b) determining  the causes of nonconformities;

c) evaluating the need for action to ensure that nonconformities do not recur;

d) determining and implementing action needed;

e) records of the results of action taken;

f) reviewing the effectiveness of the corrective action taken.

8.5.3 Preventative action (QMS)

At all levels of the GROUP measures to eliminate causes of potential non-conformities are determined from time to time to prevent occurence of non-conformities.  Preventative measures are adequate to consequences of potential problems. 

The GROUP has established documented procedures in Clause 8.5.2 to determined requirements on:

a) determining potential nonconformities and their causes;

b) evaluating need for action to prevent occurence of nonconformities;

c) determining and implementing action need;

d) records of results of action taken;

e) reviewing the effectiveness of the preventive action taken.

8.5.4 Nonconformities, corrective and preventative measures (EMS, HSMS)

The GROUP has further established and maintained documented procedures, a part of which is identification of nonconformities (including investigation of accidents and non-conformities see Clause 7.8.1), determination of corrective and preventative measures, their implementation and verification of their efficiency.  A list of relevant documents is shown in Table 5.

Table 5 - Documents related to non-conformities and corrective measures

	Area
	Document
	System 
	Applicability

	IMS management review
	Directive 810
	IMS
	GROUP

	Internal audits 
	Directive 812
	IMS
	GROUP

	Employment
	Working regulations
	HSMS
	UNI, US, BENZINA, UNIDO, UNIRPA

	Ensuring HSMS and EMS in business contracts
	Directive 401

Directive 26

Directive 400
	HSMS, EMS
	UNIRPA

UNIDO

other

	Safety requirements on other persons
	Directive 402

PP 001
	HSMS, EMS
	UNIRPA

BENZINA

	Crises management and accident prevention
	Directive 430

Directive 33
	HSMS
	UNIRPA

UNIDO

	Adverse contingencies (accidents, breakdowns, industrial accidents, occupational diseases etc.)
	Directive 432, 401

Directive 48, 48/1, 49

Directive 400
	HSMS, EMS


	UNIRPA

UNIDO

other

	Dangerous things transport
	Directive 433

PRP 25-31 (annex)

PP 001

PRP 4
	HSMS, EMS
	UNIRPA

UNIDO

BENZINA

UNIDO, RPA

	Emergency planning
	Directive 434

PRP 25-31
	HSMS, EMS
	UNIRPA

UNIDO

	Basic safety requirements
	Directive 401

Directive 26

Directive 400
	HSMS
	UNIRPA

UNIDO

other

	Basic requirements in PO area
	Directive 403

Directive 50/0-4

Directive 400
	HSMS
	UNIRPA

UNIDO

other

	Basic requirements in PZH area
	Directive 405

PRP 25-31

Directive 400
	HSMS
	UNIRPA

UNIDO

other

	Risks of potential threat to life and health 
	Directive 401

Directive 40–TŘ-B

Directive 400
	HSMS
	UNIRPA

UNIDO

other

	Education and training
	Directive 915

Directive 437

Directive 46
	IMS
	GROUP

UNIRPA

UNIDO

	Factory preventative health care and fitness
	Directive 945
	HSMS
	GROUP

	Air protection 
	Directive 440
	EMS
	UNIRPA, UNIDO, US

	Greenhouse gasses emissions

	Directive 441
	EMS
	UNIRPA

	Working environment
	Directive 443
	EMS, HSMS
	GROUP

	Rules for water and rock environment protection
	Directive 444
	EMS  
	UNIRPA

	Reporting and registration of accidental leaks to water and rock environment
	Directive 444/1
	EMS
	UNIRPA

	Waters and rock environment protection
	Directive 61 
	EMS
	UNIDO

	Designing and execution of outside water and sewerage piping
	Directive 444/2
	EMS
	UNIRPA

	Tightness checks 
	Directive 444/4
	EMS
	UNIRPA

	Rules for waste management and packages
	Directive 445
	EMS
	UNIRPA, UNIDO, US

	Chemical substances and preparations
	Directive 474
	EMS
	GROUP

	Disposal of earth soil - OSEZ
	Directive 372
	EMS
	UNIRPA

	Operation and use of VTZ
	N standards
	HSMS
	UNIRPA


	Inspections and revisions of electrical appliances
	N standards

Directive 26

Directive 400
	HSMS
	UNIRPA

UNIDO

other


Corrective and preventative measures that are prescribed with the aim of eliminating causes of identified and potential nonconformities must correspond to the scope of nonconformities or threatened impacts on the EMS and HSMS area. The manager, within the powers of whom non-conformity was identified is responsible for adoption of a measure, setting a deadline for execution and for ongoing monitoring and verification of its efficiency, unless stipulated otherwise. 

According to above OŘN records are made and filed on ascertained non-conformities and determined corrective and preventative measures.  

In case that adopted measures cause the need of a change in documentation, the procedure is according to Directive 821 “Internal documentation" (GROUP).  In case of technological changes in UNIRPA, the procedure is according to Directive 843 "Changes of technological procedure and production equipment”. 

Registration and statistical processing of data about causes and consequences of occurred contingencies is carried out and submission of prescribed documents to relevant state administration authorities is ensured for the GROUP by US - HSE&Q Dept. 

9 Responsibility

Detailed specification of responsibilities of individual departments in individual IMS areas is prescribed by the Organizational guidelines, OŘN and job descriptions. 

Appendix - conversion matrix between systems

	OHSAS 18001:2007
	Chapter
	ISO 14001:2004
	Chapter

	4.1 General requirements
	4.1
	4.1 General requirements
	4.1

	4.2 BOZP policy
	5.3
	4.2 Environmental policy
	5.3

	4.3 Planning
	5.4
	4.3 Planning
	5.4

	4.3.1 Planning with the purpose of identification of risks, risk assessment and management
	5.4.4
	4.3.1 Environmental aspects
	5.4.3

	4.3.2 Statutory and other requirements
	5.4.5
	4.3.2 Statutory and other requirements
	5.4.5

	4.3.3 Targets
	5.4.1
	4.3.3 Targets, target values and programmes
	5.4.1

	4.3.4 BOZP management programmes
	5.4.1
	4.4 Implementation and operation
	5

	4.4 Implementation and operation
	5.4.1
	4.4.1 Resources, tasks, responsibilities and powers
	5.5.1  6

	4.4.1 Structure and responsibility
	5.5.1
	4.4.2 Qualification, training and awareness
	6.2.2

	4.4.2 Training, awareness and qualification
	6.2.2
	4.4.3Communication
	5.5.3

	4.4.3 Consultation and communication
	5.5.3
	4.4.4Documentation 
	4.2.1

	4.4.4 Documentation
	4.2.1
	4.4.5Document Control
	4.2.3

	4.4.5 Document and data control
	4.2.3
	4.4.6 Operations control
	7.7.1

	4.4.6 Operations control
	7.7.3
	4.4.7 Emergency preparedness and response
	7.8

	4.4.7 Emergency preparedness and response
	7.8
	4.5 Control
	8.2

	4.5 Corrective measures control
	8.2.7
	4.5.1 Monitoring and measuring
	8.2.5

	4.5.1 Performance measuring and monitoring
	8.2.7
	4.5.2 Assessment of compliance
	8.2.6

	4.5.2 Injuries, accidents, preventative and corrective acitivities
	8.5.4
	4.5.3 Nonconformity, corrective and preventative measures
	8.5.4

	4.5.3 Records, record control
	4.2.4
	4.5.4 Record control
	4.2.4

	4.5.4 Audit
	8.2.2
	4.5.5 Internal audit
	8.2.2

	4.6 Company management review
	5.6
	4.6 Company management review
	5.6
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