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1.0
PURPOSE (Describe the purpose of the procedure) (Example of a purpose statement)

The purpose of this procedure is to define this facility’s policies for planning, conducting and reporting of EMS internal audits. 
2.0
SCOPE (Describe what is included in this procedure) (Example of a scope statement)

This procedure applies to all EMS internal audits conducted at this facility.  EMS audits may cover all activities and processes comprising the EMS or selected elements thereof. 

3.0
RESPONSIBILITIES (Explain who has responsibilities in accomplishing this procedure) (Example of a responsibilities section)

3.1
It is the responsibility of the EMR to:

a.
Evaluate if planned EMS procedures and activities satisfy this facility’s EMS requirements;

b.
Verify that the EMS is effectively implemented and maintained;

c.
Ensure the effectiveness of the audit function; and

c.
Report audit results to Department Heads and senior management.

3.2
It is the responsibility of the EMR Designee to:

a.
Monitor all EMS audit activities at this facility;

b.
Develop training criteria for the auditors;

c.
Ensure that all EMS auditors are trained;

d.
Maintain a copy of all audit results in accordance with record retention criteria; and

e.
Track audit preventive/corrective actions to closure.

3.3
It is the responsibility of the Department Head or designee to:

a.
Inform employees about the objectives and scope of the audit as necessary;


b.
Appoint responsible and competent staff to accompany members of the audit team;


c.
Cooperate with the audit team to permit the audit objectives to be achieved;

d.
Close out findings related to the Department;

e.
Maintain a copy of its own audit results; 

f.
Report on audit results to the Commander during quarterly progress reviews.

g.
Identify and maintain at least one auditor (and back up as necessary) for the 
performance of EMS audits; and

h.
Maintain auditor competency.

4.0
ACRONYMS/DEFINITIONS

EMR:
Environmental Management Representative
EMS:
Environmental Management System

POC:
Point of Contact.
EMS Audit:  A systematic and documented verification process of obtaining and evaluating objective evidence to determine whether an organization's environmental management system conforms to the environmental management system audit criteria set by the organization, and for communication of the results of this process to management.

5.0
PROCEDURE (Describe how audits are to be conducted at the facility) (Example of an audit procedure section)

5.1
EMS audits are planned and conducted to a schedule issued by the EMR.  The EMR ensures that all elements of the EMS are audited at least once a year.

The EMR Designee prepares an annual audit plan.  The audit plan identifies the audit scope, methodology, requirements, audit personnel, and activities to be audited.  Prior audit results are considered in developing the audit plan.  Qualified personnel conduct audits.  Audits are performed using checklists approved by the EMR Designee.  The audit plan  provides for the entire program to be audited on an annual basis.  The audit schedule is provided to Department Heads and the Department EMS POC at least three weeks in advance of an audit of their area.  Internal audits may be conducted more frequently for critical environmental elements, or in response to ongoing nonconformances, recent performance trends, or other factors.


The Preventive/Corrective Action Reports, EMS-14001-452-F016, are signed by the auditor(s) conducting the audit.   An audit report is issued to the Department Head of the department audited by the EMR at the conclusion of the audit.  The report includes the following:

a.
Description of the audit scope;

b.
Preventive/Corrective Actions issued and summary of findings;

c.
Audit observations; and

d.
Assessment of future audit frequency.

Auditors do not audit activities where they have the responsibility to maintain the activity audited.

5.2
Activities which show a deficiency or potential for a deficiency through an audit are issued a Preventive/Corrective Action Report.  The Department Head or designee completes Page 2 of the Preventive/Corrective Action Report and returns it to the EMR Designee within the designated timeframe.  

5.3 Confirmation of corrected deficiencies is accomplished by a follow-up visit by a member of the audit team.

5.4 All results of internal EMS audits are presented to senior management during the EMS Management Review.

5.5 Records of nonconformance are maintained by the EMR Designee for at least five years after completion of the internal EMS audit.

6.0
Auditor Qualifications

6.1
Auditors are qualified in accordance with the following criteria:

a. Communication skills;

b. Familiar with the facility’s environmental practices;

c.
Knowledge of environmental management systems and standards against which audits may be conducted;

d.  
Knowledge of audit procedures, processes and techniques;

e.
Ability to reach sound judgements based on objective evidence; 

f.
Internal auditor training (2 day internal auditor class);

g.
Audit participation and effectiveness; and 

h.
Maintenance of qualifications.

6.2
Auditor responsibilities include:

a. Following the directions of and supporting the lead auditor;

b. Planning and carrying out the assigned task objectively, effectively, and efficiently within the scope of the audit;

c. Collecting and analyzing relevant and sufficient audit evidence to determine audit findings and reach audit conclusions regarding the EMS; and

d. Documenting audit findings.

6.3
Department Heads or designees select auditors.  The EMR Designee approves all auditors and maintains a current list of qualified auditors.

6.4
The Lead Auditor for this facility is the EMR Designee.  The Lead Auditor maintains the same qualifications as an auditor, plus the following:

a. Knowledge of appropriate technical and environmental aspects of facility operations;

b. Relevant knowledge of environmental laws, regulations and related documents;

c.
Interpersonal skills conducive to the effective and efficient performance of the audit;

d.
Skills of personal organization necessary to the effective and efficient performance of the audit.

The Lead Auditor is responsible for ensuring the efficient and effective conduct and completion of the audit within the audit scope.  In addition, responsibilities and activities of the Lead Auditor include:

a. Preparing the audit plan;

b. Forming the audit team;

c. Directing the activities of the audit team;

d. Resolving any problems that arise during the audit;

e. Representing the audit team in discussions with the auditee;

f. Establishing, maintaining, and monitoring the usage of audit checklist during audits.

7.0
REFERENCES (List any documents that are associated with this procedure)

EMS-14001-041-001, EMS Manual 

ANSI/ISO 14001-1996 Environmental Management Systems—Specification with guidance for use

ANSI/ISO 14011-1996 Guidelines for environmental auditing - Audit procedures - Audit of environmental management systems

ANSI/ISO 14-12-1996 Guidelines for environmental auditing - Qualification criteria for environmental auditors

EMS-14001-446-P006, Operational Control

8.0
RECORDS (List any records that are associated with this procedure)

Audit reports

EMS-14001-452-F016, EMS Preventive/Corrective Action Reports 

9.0
ATTACHMENTS (List any attachments that are associated with this procedure)

None

10.0
GENERAL
Comments on this procedure are encouraged.  Contact the Environmental Management Representative Designee or your EMS POC.

11.0

Authorized Distribution (Include a distribution statement – who will receive a copy of this procedure) (Example of a distribution statement)

The original copy of this document is located in the EMR Designee's Office.  This document is kept current on this facility’s EMS Web Page.

