EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Conducting Internal Audits

	Document Owner:  EMS Management Representative (EMSMR) and/or the Chief, Environmental Management Office (EMO).  The installation has to decide who will be responsible for ensuring that the procedure is followed and designate that office/person as the document owner.  
	Approval:  The installation EMS Management Representative is the recommended appropriate approval authority

	
	Signature:  Approval authority’s signature

	
	Approval Date:  Date of last review and approval

	Update Requirements:  The (Installation Name) document owner(s) identified above shall maintain this procedure.  This procedure must be reviewed and approved annually.  This document and its revisions shall remain current for no more than one year from the approval date.  The EMS Management Representative must maintain a record of document history with this procedure.

	Revision Information

	Status
	Version Number
	Effective Date
	Revision Summary

	Baseline Procedure
	V1.0
	10 January 2004
	Initial version of this procedure

	References

	a. (Installation Name) Environmental Policy Statement
b. (Installation Name)’s procedure for Identifying Significant Environment Aspects
c. (Installation Name)’s procedure for Identifying Legal and other Requirements
d. (Installation Name)’s procedure for Setting Objectives and Targets
e. (Installation Name)’s Environmental Management Programs
f. (Installation Name)’s procedure for Establishing Operational Controls
g. (Installation Name)’s procedure for Awareness Training
h. (Installation Name)’s procedure for Competency Training
i. (Installation Name)’s procedure for Emergency Preparedness and Response
j. (Installation Name)’s procedure for Monitoring and Measuring
k. (Installation Name)’s procedure for Document Control
l. (Installation Name)’s procedure for Records Management
m. (Installation Name)’s procedure for Addressing Nonconformities
n. (Installation Name)’s procedure for Internal and External Communications
o. (Installation Name)’s procedure for Management Review
p. (Installation Name) EMS Manual

q. (Installation Name) EMS Gap Analysis

r. ISO 14001: 2004, Environmental Management Systems – Specification with Guidance for Use

s. Memorandum from Office of the Assistant secretary of the Army (Installations and Environment) Subject: Environmental Management System (EMS) Self-Declaration, February 2005



Note: This template is intended only as a guide for installations to use in developing their own procedures.  Installations should add, delete, and/or modify the language and structure as necessary in order to meet the needs of their individual EMS programs.

1.0
Purpose and Scope

The purpose of this procedure is to ensure the effective and timely conduct of internal EMS and compliance audits by (Installation Name)’s personnel.  Implementation of this EMS procedure will ensure the periodic review of the EMS for its continued conformance with the ISO 14001 standard, Army EMS Policy and (Installation Name)’s EMS procedures, as well as, compliance with all applicable legal requirements.  Additionally periodic internal audits will address the need for modifications to policy, objectives and targets, procedures, and other elements of (Installation Name)’s ISO 14001 conforming EMS.
The audits will cover key elements of the EMS and will include necessary and sufficient information for management to assess whether the installation is in conformance with all ISO 14001 requirements and internal procedures, in compliance with applicable legal requirements, and for making decisions or authorizing actions that need to be taken by (Installation Name) personnel to ensure the continual improvement of its environmental program.
2.0
Definitions
Compliance Audit:  An audit to evaluate compliance with the legal and other requirements that apply to environmental aspects as part of the installation’s commitment to compliance.  The compliance audit can encompass single or multiple environmental program elements.

EMS Audit:  An audit to determine or provide information on whether the EMS conforms to established procedures, has been properly implemented and maintained, and conforms to ISO 14001:2004 requirements.  They can also be performed to identify opportunities for improvement in the installation’s EMS.  The results of EMS audits should be documented and used to correct or prevent specific nonconformities and provide input for management reviews.
Internal Audit:  A systematic, independent, and documented process for obtaining audit evidence and evaluating it objectively to determine the extent to which the environmental management system audit criteria set by the organization are fulfilled.
Note: In many cases, particularly in smaller organizations, independence can be demonstrated by the freedom from the responsibility for the activity being audited.  (ISO 14001 definition)  

3.0
Procedure
3.1
General:  Although compliance audits and EMS audits have two different purposes, they can be conducted separately or simultaneously. Part of the EMS audit evaluates whether the installation is following its procedure to ensure compliance with legal and other requirements, while the compliance audit evaluates how effectively that procedure is enabling the installation to actually comply with the legal and other requirements.  Both audits should identify root causes of problems and deficiencies.

3.2
Frequency
3.2.1 Internal EMS Audits:
(Installation Name) internal EMS audits shall be scheduled with priority given to the importance of the activities taking place, environmental significance of those activities, and the results of previous audits.  An individual audit may be limited to a sampling of EMS elements or areas within the scope of the EMS, and can be both random and/or focused on certain activities.  Not all elements of the standard are required to be audited at one time; audits may span the course of the year so long as all elements of the standard and organizations within the scope of the EMS receive at least one complete EMS audit per year.
It may be appropriate to conduct more frequent audits for certain elements of the standard or at certain organizations on the installation.  The Environmental Program Assessment System (EPAS) program has provided external compliance audits of (Installation Name) in the past. However, due to resource constraints external EPAS audits will be conducted much less frequently.
3.2.2 Internal Compliance Audits
(Installation Name) will conduct internal compliance audits in accordance with (Installation Name)’s Regulation 200-1.
3.3 Responsibilities/Qualifications
3.3.1
Internal EMS Audits:
The audit team shall be designated by the EMS Management Representative and shall consist of personnel that have received internal EMS auditor training and are deemed competent to conduct such audits.  Where possible members of the Cross functional Team will serve on the audit team.  The (Installation Name) Environmental Management Division (EMD) Chief is responsible for maintaining a list of personnel deemed qualified to conduct an internal audit and for overseeing the EMS Audit Program.  He or she is also responsible for selecting the lead auditor for a given audit.  The designated lead auditor is responsible for ensuring that the audit team conducts and completes the audit as planned.  The Army EMS Self Declaration Protocol provides the minimum auditor qualification requirements. 
3.3.2
Internal Compliance Audits:
(Installation Name) Regulation 200-1 outlines the roles and responsibilities for conducting internal compliance audits. (Installation Name) ensures that internal compliance auditors meet the minimum qualifications as outlined in (Installation Name)’s Regulation 200-1.
3.4 Audit Planning

Each audit requires an audit plan that is prepared by the lead auditor for that audit. The audit plan addresses the following preparatory matters:

· Audit scope and objectives;

· Audit criteria to be applied;

· Contacts and coordination with the auditee(s);

· Audit dates, times, and other logistics;

· Review of previous audits, records, and descriptions (e.g., programs, operations, etc.);

· Protocol for conducting the audit (e.g., interviews, access, coordination, safety, resolution of findings, etc.); and

· Responsibilities for writing the audit report and for follow-up actions.

3.5 Internal EMS Audit Process

· EMS audits will be conducted primarily through interviews with personnel.
· The EMS auditors may rely on records for information related to the functioning of the EMS and its objectives and targets.
· The EMS auditors may rely on observations of operating conditions to gauge environmental status and conditions.
· The audit team will conduct opening an closing meetings with the functional area managers of the organizations and activities being audited.
· The audit team will document corrective actions.  Responsibility for corrective actions will reside with the functional area managers where the findings occurred.  If a corrective action relates to the EMS itself, the EMS Management Representative will have primary responsibility to arrange for the correction to be made.  
· The audit team validates that the corrective and preventive actions have been completed by the agreed-upon dates.  
3.6 Regulatory Compliance Evaluation Process
The regulatory compliance evaluation status is established periodically through the EPAS internal audit in accordance with (Installation Name)’s Regulation 200-1.

3.7 Audit Report

When the audit is complete, the audit leader will complete the audit report and make it available to the EMD Chief, the (Installation Name) EMSMR, and the functional area manager for the area(s) audited.  The auditee will document the execution of corrective and preventive action on appropriate forms.

3.8 Closing the Audit

The audit team leader will monitor the audited organization’s progress in completing the agreed upon corrective and preventive actions.  The EMS audit is closed when the audit team leader establishes that the corrective and preventive actions have been fully implemented.

3.9
Using the results of the Audit as Input to the Management Review
The results of the audit and the status of the corrective actions will be presented at the first EMS Management Review following the audit.  Any nonconformities that have not been fully implemented will continue to be monitored, and a status report will be provided until the corrective action is fully implemented.
4.0
Records

Records generated by this procedure include:

1. The audit plan;

2. The audit criteria;

3. Communications between audit team and organizations being audited;

4. Audit findings and conclusions;

5. Audit report;

6. Completion of corrective and preventive actions; and

7. Statement on compliance status.
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