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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 establish and outline the process for identifying, documenting, analyzing, and implementing preventive and corrective actions.  Preventive/corrective actions are issued during internal EMS/Compliance audits or by any facility employee or contractor.

2.0 
SCOPE  (Describe what is included in this procedure) (Example of a scope statement)

Preventive or corrective actions may be initiated using this procedure for any Environmental

Management System, compliance, or Best Management Practice affecting the facility.

3.0
ACRONYMS/DEFINITIONS

BMP:  Best Management Practice
EMS:  Environmental Management System. 
EMR:  Environmental Management Representative.

PCAR:  Preventive/Corrective Action Report.
POC:  Point-of-Contact. 

Corrective Action:  action taken to eliminate the causes of an existing nonconformity or noncompliance in order to prevent recurrence.

Nonconformance:  the nonfulfillment of specified requirements.  Out of conformance with this facility’s EMS Manual or regulatory requirements.. 

Preventive Action:  action taken to eliminate the causes of a potential nonconformity or noncompliance in order to prevent occurrence.

Recipient:  Individual identified by the EMR Designee or Department EMS POC who is assigned responsibility for the resolution of the PCAR.

4.0
RESPONSIBILITY  (Describe who has responsibilities associated with this procedure) 

(Example of a responsibilities section)
4.1
Personnel are encouraged to document environmental nonconformance’s or BMP issues, which can affect the operation of the facility’s EMS, on the Preventive/Corrective Action Report, EMS-14001-452-F016.  The employee fills out the PCAR form and sends it to his or her Department EMS POC who determines if the nonconformance/BMP is pertinent to the employee’s department.  If the nonconformance/BMP is outside the scope of the department, the employee or Department EMS POC forwards it to the EMR Designee for disposition.  

4.2
Depending on whether the nonconformance/BMP is department related or non-department related, either the Department EMS POC or the EMR Designee is responsible for logging the nonconformance/BMP into the applicable database and tracking and recording submission of solutions.  The recipient of the PCAR is responsible for the investigation and resolution of the nonconformance/BMP and for verifying the sustained effectiveness of the solution.

5.0  
PROCEDURE  (Describe how the facility’s corrective/preventive action system) (Example of a corrective/preventive action section) 

5.1
The preventive action process follows these steps:

	Step
	Action
	Preventive Action 

	1
	Identify the cause to a potential nonconformance
	Identify the potential nonconformance from:

· Processes affecting environmental quality

· Audit results

· Lack of training

· Poor communication

· Regulatory requirements

	2
	Potential Cause Investigation
	Investigate the potential cause of the nonconformance.

	3
	Preventive Action
	Determine the preventive action needed to eliminate the potential cause of the nonconformance.

	4
	Control
	Apply controls to ensure that the preventive action is implemented and effective by:

· Management review of changes

· Personnel training

· Documentation of implemented changes


5.2
The corrective action process follows these steps:

	Step
	Action
	Corrective Action 

	1
	Identify the nonconformance
	Identify the nonconformance from:

· Faulty or missing procedures

· Internal and external audit findings

· Deviations from Environmental Policy

· EMS requirements

· Regulatory requirements

	2
	Investigate the Root Cause
	Investigate the root cause of the nonconformance relating to the activity, process, service, or environmental system.

	3
	Corrective Action
	Determine the corrective action needed to eliminate the root cause of the nonconformance.

	4
	Control
	Apply controls to ensure the corrective action is implemented and effective.


5.3 
A PCAR issued for a BMP must include a description of the process, the improvement desired, and how the BMP will benefit the facility.

5.4
The PCAR, EMS-14001-452-F016, is a multi-part form that is filled out by the requestor, the auditor or the EMR Designee.  Complete instructions on how to complete this form are found on the instruction sheet included with the form.

5.5
Depending on the type of nonconformance/BMP, the recipient working with either his or her Department EMS POC or the EMR Designee, determines an appropriate due date for resolving the PCAR.  The status of a nonconformance/BMP is periodically reviewed.  If the recipient of a nonconformance/BMP is unable to meet closure date, the Department EMS POC or EMR Designee must be notified by email of this and a new closure date specified.   If the solution is deemed not effective, the nonconformance/BMP report will be reissued to the original recipient.

5.6
Facility records of nonconformance (PCAR forms) are maintained by the EMR Designee for at least five years after completion of the preventive or corrective action.

5.7 The preventive/correction action process is reviewed during internal audits to determine its effectiveness. 

5.8
EMS and compliance findings are reported to senior management during the annual EMS Management Review.
6.0  
REFERENCE  (Include any reference associated with this procedure)
ANSI/ISO 14001-1996 Environmental Management System—Specification with guidance for use

EMS 14001-041-001, Environmental Management System Manual

EMS 14001-446-P006, Operational Control Procedure

OPNAVINST 5090.1B

7.0  
RECORDS  (Include any records associated with this procedure)

Preventive/Corrective Action Reports

8.0  
ATTACHMENTS  (Include any attachments associated with this procedure)

None

9.0
GENERAL

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

10.0
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.
