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PURPOSE

The purpose of this procedure is to provide the method for planning, performing, and reporting internal audits to verify whether the environmental activities of Public Works (PW) and related results conform with the requirements of the Environmental Management System (EMS) elements audited.
APPLICABILITY

All PW Divisions, particularly those with branches, shops or facilities whose activities have the potential for creating significant environmental impacts, will be internally audited and evaluated on a scheduled basis. Personnel conducting audits of the EMS elements will be qualified and independent of those having direct responsibilities for the specific areas being audited. 

DEFINITIONS 

EMS Audit — A systematic, documented and independent examination to objectively obtain and evaluate evidence to determine whether an organization’s EMS conforms to the EMS audit criteria set by the organization, and to communicate the results of this process to management.

EMS Management Representative  — An individual appointed by the Director of PW who, irrespective of other duties, has authority and responsibility for the operation of the Environmental Management System (EMS).

Finding — A nonfulfillment of a specified requirement of the EMS standards and/or PW procedure supported by objective evidence.

Internal Auditor — Person in PW who has successfully completed an internal auditor course and is approved by the EMS Management Representative to conduct internal audits in PW.  A PW internal auditor roster is maintained by the EMS Management Representative.
Internal Audit Team — Members of the PW internal auditor roster assigned by the EMS Management Representative to conduct an internal audit.

Audit Team Lead — An internal auditor selected by the EMS Management Representative to assist in the conduct of PW internal audits.  The audit team lead coordinates and actively monitors the conduct of the audit, and insures that post-audit PCARs and audit summary reports are prepared and submitted to the EMS Management Representative.

Objective Evidence — Information which can be proved true, based on facts obtained through observation, measurement, test or other means.

Observation — An undesirable practice that cannot be directly referenced as a requirement of the standard and/or PW procedures but if left unchecked could lead to a finding of nonconformance. 

Preventive/Corrective Action Request (PCAR) — A form used to initiate a request to address an existing or potential undesirable situation, nonconformity, or other unsatisfactory condition.

SUPPORTING DOCUMENTS

PRIVATE
Document ID
Title

ISO 14001 : 1996
Environmental Management Systems – Specification with Guidance for Use

ISO 14004 : 1996
Environmental Management Systems – General Guidelines on Principles, Systems and Support Techniques

ISO 14010 : 1996
Guidelines for Environmental Auditing – General Principles of Environmental Auditing 

ISO 14011/1 : 1996
Guidelines for Environmental Auditing – Audit Procedures – Auditing of Environmental Management Systems

ISO 14012 : 1996
Guidelines for Environmental Auditing – Qualification Criteria for Environmental Auditors

EMS-255
Preventive and Corrective Action

EMS-265
Environmental Records

EMS-270
Environmental Management Review

PROCESS

PRIVATE
Responsible
 
Action

EMS Management Representative
1
Maintain the roster of PW internal auditors. 


2
Schedule periodic internal auditor training courses as appropriate to insure an adequate roster of internal auditors. 


3
Prepare and maintain a schedule for EMS internal audits. Post the schedule on the PW Intranet. (Note: The schedule will consider previous audit results, last date the Division or activity was audited, environmental significance of the activity, and EMS elements to be audited).


4
Select the audit team lead and audit team members to conduct PW internal audits.


5
Maintain internal audit results.  Post the results on the PW Intranet.


6
Review/approve audit summary results from internal audit teams and forward to Division Chiefs of the audited activities. 


7
Take action on PCARs resulting from internal audits, per PW Procedure EMS-255, Preventive and Corrective Action.


8
Retain audit records in accordance with PW Procedure EMS-265, Environmental Records.


9
Provide audit summary results and applicable PCAR status information for EMS Management Reviews as needed.

Audit Team Lead 
1
Coordinate the audit schedule and specify individual auditor assignments for internal audits.  (Note: Individuals assigned to audit a PW Division or activity in the Division will be from a different Division).  


2
Meet with the audit team members prior to the audit to clarify audit assignments and requirements.


3
Meet periodically with the team members as needed during the audit to discuss audit progress, review emerging results, and resolve audit issues. 


4
Upon completion of the audit: 

a. Hold a closeout meeting with audit team members as needed.

b. Collect completed auditor checklists and working papers and submit to the EMS Management Representative for record files.

c. Insure submission by team members of PCARs resulting from the audit.

d. Insure submission to you by team members of draft audit summary reports (or information to prepare the summary reports.)

e. Prepare and submit audit summary reports to the EMS Management Representative using the form at Appendix 1.

Internal Audit Team Members 
1
If specified by the audit team lead, coordinate with the Division Chief or supervisor of the PW Division or activity assigned for the specific dates and times to perform the audit. 


2
Review procedures, work instructions, prior audit findings, associated PCARs and other documents as applicable to the audit scope.


3
Prepare audit work papers (annotated procedures and/or work instructions) and an audit checklist. (Note: The checklist and applicable documentation serves as a guide and assures depth and continuity of the audit).


4
Conduct the audit and document the findings. 

Note: The following guidelines are used:

a) Objective evidence is examined to determine conformance with applicable elements audited.

b) Each element examined is audited in sufficient depth to determine conformance. 

Comments regarding objective evidence, deficiencies or verification are recorded on the audit checklists and/or working papers. 


4
Upon completing the audit, conduct a closing meeting with the Division Chief or supervisor of the audited activity as pertinent to summarize findings and observations, both positive and negative. 


5
Prepare and submit pertinent PCARs resulting from the audit as required, per PW Procedure EMS-255, Preventive and Corrective Action.


6
Submit completed audit checklists and working papers to the audit team lead.


7
Prepare and submit draft audit summary results to the audit team lead using the form at Appendix 1, or submit information with which to prepare the audit summary reports, whichever is specified by the audit team lead.

Division Chief or Supervisor of the Activity Being Audited
1
Make applicable personnel and records available during the scheduled locations, dates, and times coordinated for the audit.


2
Assure that the pertinent process owners take action on PCARs resulting from internal audits, in accordance with PW Procedure EMS-255, Preventive and Corrective Action. 


 
End of activity

DOCUMENT REVISION HISTORY

Original Document Issue Date:  21 September 1999

REVISION NUMBER
DATE OF REVISION
REVISION SUMMARY

1
15 Feb 2000
This revision re-defines the procedure for the conduct of PW internal audits, and the responsibilities of the individuals who are involved in internal audits. The approval authority for this document is changed from the Chief, ENRD to the Deputy Director, Public Works.  The revision also includes additional definitions and minor editing for clarity.

2
24 Apr 2000
Date added to Audit Summary Report Form

3
18 Aug 2000
This revision reflects the current practice for conducting PW internal audits as it has continued to evolve.  The audit team lead (formerly referred to as lead auditor), not the audit team members, is responsible for submitting the audit summary reports to the EMS Management Representative.  The audit team members submit draft audit summary reports (or information to prepare the reports) to the audit team lead.  

AUDIT SUMMARY REPORT

(18 August 2000)




Internal Audit #:
     
Date of Report:
     





Date(s) of Audit:
     
Area Audited:
     





To:
     
From:
     


(auditee)

(lead auditor)






1.
SCOPE


The scope of this audit encompasses
     


     



2.
PREVENTIVE/CORRECTIVE ACTION REQUESTS (PCARs)


A total of

PCAR(s) are applicable to the Division as follows:





System 

Breakdown
PCAR

Number
Clause of 

ISO 14001
Description

 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No





 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No





 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No





 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No





 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No





 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No







3.
STRONG POINTS








4.
POINTS OF CONCERN (May be referred to as “Audit Observations.”)

The following may or may not appear among the above PCAR(s).  However, future audits should

look for






5.
ASSESSMENT OF FUTURE AUDIT FREQUENCY


The consensus of the audit team is that audit frequency should


 FORMCHECKBOX 

remain unchanged

 FORMCHECKBOX 

be increased to

per year



Report Approved By:



EMS Management Representative
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