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1.	Summary of procedure


Audits of the environmental management system are conducted periodically to determine how well the system is being implemented and maintained and to determine how well it is achieving it objectives. There are currently five different types of audit which can be carried out:


Management System Audits: These are independent evaluations of the documentation within the GREENCODE environmental management manual.


Management Audits: These are the audits which were performed for the first time during the initial environmental review. These audits assist management review their management practices within 9 areas of environmental significance.


ISO 14001 Audits: These are independent audits of the entire environmental management system, including GREENCODE documentation and any other related documentation, to determine the level of compliance with the international standard.


Operational Control Audits: These are audits carried out on those operational control procedures and records identified using GREENCODE document 3.1.11 ‘Operational control’ to ensure that the environmental management system remains effective.


Follow-up Audits: These are audits performed, subsequent to an audit, to verify that any identified corrective action has been implemented and has been effective.





This procedure outlines how audits should be programmed, performed and reported on.





2.	Purpose of procedure


The purpose of the procedure is to ensure that all audits within the GREENCODE environmental management manual are programmed, performed and reported on in a consistent, effective and efficient manner.





3.	Implementation of procedure


This procedure shall be implemented by the Environmental Management Representative.





4.	Verification


Verification of particular elements within the GREENCODE environmental management manual will be required in the future. Verification of this procedure will be monitored by the generation of GREENCODE documents 3.2.3 (SF/01) ‘Management System Audit Programme’, 3.2.3 (SF/02) ‘Management Audit Programme’, 3.2.3 (SF/03) ‘ISO 14001 Audit Programme’, 3.2.3 (SF/04) ‘Operational Control Audit Programme’, 3.2.3 (SF/05) Auditor’s Report Worksheet, Automatic Audit reports generated by the GREENCODE Audit software and any Non-Conformance Reports generated during the audit process.





5.	Records


Certain records require to be maintained within the GREENCODE environmental management system to verify past activities and prove compliance with the environmental policy and objectives. To assist with these requirements, the documents generated using this procedure must be retained in section 8 of the GREENCODE manual and made available in a readable manner to any auditors in the future. 





6.	Selected references  


1.	ISO 14001 Environmental management systems - specification with guidance for use. International Organisation for Standardisation, 1996.


 


7.	Appendices


Standard Form	Management System Audit Programme	3.2.3 (SF/01)


Standard Form	Management Audit Programme	3.2.3 (SF/02)


Standard Form	ISO 14001  Audit Programme	3.2.3 (SF/03)


Standard Form	Operational Control Audit Programme	3.2.3 (SF/04)


Standard Form	Auditor’s Report Worksheet	3.2.3 (SF/05)


�
8.	Work instructions


1.	Management, Management System, ISO & Operational Control Audit Programmes


The Environmental Management Representative and the members of the environmental management team shall, each year, agree the content of GREENCODE documents 3.2.3 (SF/01) ‘Management System Audit Programme’, 3.2.3 (SF/02) ‘Management Audit Programme’, 3.2.3 (SF/03) ‘ISO 14001 Audit Programme’, and 3.2.3 (SF/04) ‘Operational Control Audit Programme’.


These documents will initially require the team to:


identify each document/area that is to be audited; and


identify the auditor(s) for each document/area.


The environmental management team will then have to agree the frequency of each audit. 





N.B.  Those ‘Management Audits’ (i.e. those audits contained in the GREENCODE audit module) which are relevant to the significant environmental aspects currently being considered in the organisation’s objectives & targets and environmental management programme must be performed on a more regular basis.





When the frequency of the audits has been agreed, the environmental management team will then complete GREENCODE documents 3.2.3 (SF/01), 3.2.3 (SF/02), 3.2.3 (SF/03) and 3.2.3 (SF/04) by agreeing:


start dates for each audit;


end dates for each audit; and


follow-up audit dates.


Once the documents have been completed they shall be signed and dated by the Environmental Management Representative and stored in section 8.8 of the GREENCODE manual.





2.	Auditor’s Report Worksheet


The Environmental Management Representative shall raise an audit report number (sequentially numbered) for each document/area being audited.


The Environmental Management Representative shall raise, for each audit being performed, an ‘Auditor’s Report Worksheet’ as per GREENCODE document 3.2.3 (SF/05) completing the top section and entering the ‘Audit Report Number’.


The Environmental Management Representative shall pass the ‘Auditor’s Report Worksheet’ to the named auditor(s) for their use at the time of audit.





3.	The Auditor shall utilise the ‘Auditor’s Report Worksheet’ as follows:


carry out an audit, as near as possible to the date on ‘Auditor’s Report Worksheet’;


list all non-conformance’s on the worksheet;


identify the person responsible for the department/area being audited and agree corrective action to be taken; and


at the end of the audit, the auditor shall sign and date the ‘Auditor’s Report Worksheet’ and return it to the environmental management representative.





4.	Audit Protocol


The Audit Team





The Environmental Management Representative shall select between 2 and 4 members of the organisation’s trained auditors to form the audit team and appoint one member to be the team leader.


The members of the audit team shall be independent of the area/activities being audited.





Audit Preparation





The elected audit team leader shall give consideration to the following points in preparation of the audit:


the audit work schedule,


delegate responsibilities to team members,


preparation of relevant working documents (Check list etc.), and


duration of audit.


The audit work schedule shall be communicated by the team leader to the auditees in advance of the audit to ensure all relevant documentation and key personnel are available.





The opening meeting





During the opening meeting the elected audit team leader shall:


introduce the audit team members,


outline scope of audit, objectives and timetable of events,


describe method of reporting,


explain details, timing and purpose of closing meeting, and


invite questions about the audit.





The Audit and Final Team Meeting





Information and objective evidence shall be gathered during the audit using a combination or all of the following:


interviewing of personnel,


observation of activities & practices, and


direct inspection of documentation & Records.


Once the audit activities are complete the audit team shall have a final meeting before presenting their findings to agree the extent of any non-conformances.


The audit team leader shall prepare a draft audit report for presentation at the closing meeting.





The closing meeting





At the closing meeting the audit team leader shall:


thank staff for their co-operation,


give a brief resume of the audit scope,


report on positive and negative aspects of the audit,


invite discussion on specific points relating to the audit, and


agree dates for remedial action.


5.	General


The Environmental Management Representative shall store all completed ‘Auditor’s Report Worksheets’ in section 8.9 of the GREENCODE manual.


The Environmental Management Representative shall analyse the returned ‘Auditor’s Report Worksheets’ and generate any necessary non-conformance reports as per GREENCODE document 3.2.4.


The Environmental Management Representative shall maintain records of all documentation development and shall maintain a record of changes to this procedure and related documentation in section 8.11 of the GREENCODE manual using GREENCODE document 3.2.2 (SF/05).








End of Procedure
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