I:I:D WOODBLOCK

Woodblock Standard Operating Procedure: Quality Control of
Goods

1. Scope

This operating procedure covers the Quality Control of Goods by Woodblock Limited, Home
Farm, Coldharbour Lane, Dorking, Surrey.

2. Objectives

e To ensure that all goods supplied by Woodblock meet rigorous quality standards,
ensuring consistency and compliance.

e This SOP covers both products manufactured by Woodblock and also those that are
warehoused and distributed by Woodblock.
To ensure that all products meet the needs and expectations of our customers.
To ensure that Woodblock is not at risk from any negative activity/publicity.

3. Procedures

3.1 Manufacturing/Machinery

3.1.1 Process
Pre-production:

All equipment must be regularly maintained, in accordance with manufacturers guidelines to
ensure the performance of machinery is optimal at all times.

All personnel operating machinery must have received training on any equipment used
before operation can commence. This training will be carried out by Aaron Gotto and will be
recorded in the Training Log.

Calibration of all equipment will be performed by Aaron Gotto, Director, before any
production is commenced. Once calibration has occurred a pre production sample will be
produced and checked rigorously against the product proof to ensure that it is of the required
standard. Production of further items will not take place until this sample has been signed off
against the product proof.

Quality Control SOP Version: v1 Issue Date: 19/03/2025




I:I:D WOODBLOCK

In process checks:

Once the item is in production then each individual product will be Quality checked by the
personnel operating the machine, and will only pass Quality Control if it meets the exact
specifications for that item. Any sub optimal items will not be used.

3.1.2 Responsibility

Aaron Gotto is responsible for ensuring timely machine maintenance occurs, for calibration
of equipment prior to each production run and for signing off the preproduction sample.

It is thereafter the responsibility of the staff member operating the machinery to ensure that
each and every product is Quality Checked. Post production the equipment operator is
recorded for full traceability.

3.2 Incoming Goods

3.2.1 Process

All products received from suppliers are thoroughly Quality Assessed upon delivery to
Woodblock, before storage within the warehousing facility. The process for this is outlined
below:

1. Products delivered and left within the holding area.

2. The Product Quantity is checked.

3. The Product Quality is checked by comparison of all products within that order with
the product proof.

4. |If there are any doubts as to the Quality of an item then a second opinion from a
Director will immediately be sought.

5. Products that are of substandard quality are not used and communication with the
supplier will begin to ensure that replacements are provided. Any potential delay at
this point will be communicated to the customer. Any issues are recorded in the
Quality Control Supplier Log.

6. Products of suitable quality are then clearly labelled and stored within the warehouse
until time of dispatch.

7. The results of this Quality Control Process are recorded within Woodblocks
Management System, Job Management.

3.1.2 Responsibility
It is the responsibility of the staff member who is processing the incoming goods to ensure

that they are thoroughly Quality checked and the outcome is recorded. It is also the
responsibility of this staff member to liaise with suppliers regarding any suboptimal products
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and also with colleagues to inform them of any potential delays in supply due to products
which have failed the Quality Control Check.

3.3 Distribution

3.3.1 Process

During the fulfilment stage products undergo a further visual inspection. This stage relates to
those products that are to form part of a merchandise pack and therefore will all be handled
again during the packing stage. This process is as follows:

1. A pre-production pack is produced. This pack must be signed off by a Director before
fulfilment can continue. This ensures that the Quality and contents of the pack are of
a suitably high standard and are aligned with the customers requirements.

2. Fulfilment Begins.

3. As each pack is completed it is visually checked and the staff member responsible for
the process is recorded for full traceability.

3.3.2 Responsibility

It is the responsibility of a director to sign off the pre-production pack, and thereafter the staff
member fulfilling the order is responsible for ensuring that each pack is Quality Checked.
Post fulfilment the staff member is recorded for full traceability.

3.4 Warehousing

3.4.1 Process

At Woodblock 12 months free storage of merchandise is offered, with longer term storage
options also available. This means that some goods will remain in the Warehouse at
Woodblock for a prolonged period of time. For this reason, and to ensure the long term
quality of all goods stored at Woodblock, random audits of held stock are carried out. These
audits occur monthly and a small sample of products held in stock will be checked to ensure
that no loss in Quality has occurred.

3.4.2 Responsibility
It is the responsibility of the Operations Manager to ensure that these random audits are

carried out in a timely manner and the results of which are recorded on the Quality Control
Log.
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3.5 Product Specifications/Safet

3.5.1 Process

Woodblock will only work with suppliers who are able to provide the necessary
compliance/safety information for each product. All relevant information is shared with
customers to ensure they are able to make informed decisions when considering products.
Information shared includes product finish/appearance, materials, branding options, any
environmental credentials, any considerations about design/logo positioning and any safety
information/warnings. This information is shared again at the invoicing stage.

Pre-production proofs of all products are produced. This ensures that customers have full
visibility of the product, including logo positioning and colour, before the product is put into
production. These proofs are produced by our design team and are provided to customers
for approval before products are put into production. This step ensures that each customer is
happy with the product and branding. The proof also acts as an important part of the Quality
Control process when goods are received/manufactured, as goods can be checked against
the proof. At the proofing stage any concerns about the branding will be relayed to the
customer so an informed decision can be made.

3.5.2 Responsibility

It is the responsibility of all staff to ensure that full product transparency occurs at all times,
and any necessary information is conveyed to the customer.

It is the responsibility of the design team to ensure that product proofs are created and
approved in advance of production. It is the responsibility of the customer to provide the
artwork in a suitable format for print.

3.6 Suppliers

3.6.1 Process

Any potential new supplier must be assessed by Woodblock on a number of criteria, related
to both environmental and social responsibility. These factors are listed within the Woodblock
Procurement of Suppliers SOP and ensure that all suppliers Woodblock purchases from are
committed to positive environmental and social practices to reduce negative impacts from
our upstream supply chain.

All current suppliers are closely monitored for any Quality Issues and any issues are
recorded in the Quality Control Supplier Log. This allows Woodblock to identify any trends
very quickly and address this with relevant suppliers. Any suppliers with recurrent issues will
not be used.
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3.6.2 Responsibility

As outlined by the Woodblock Procurement of Suppliers SOP, it is the responsibility of the

staff member who is proposing the new supplier to carry out the required due diligence

checks. Once checks are completed the proposed rating of the supplier should be discussed

with, and signed off by, a Director before this supplier can be used.

It is the responsibility of the staff member who is processing the incoming goods to ensure
that any issues are logged in the Quality Control Supplier Logo. It is the responsibility of the
Directors to ensure oversight of this log and to flag any recurrent supplier issues in a timely

fashion.
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