Internal Audit Checklist

SAMPLE ONLY

The following is a generic checklist that can be used in internal audits to evaluate conformity of an environmental management system with the requirements of AS/NZS ISO 14001:2004.

	Prompts
	Notes – Audit Evidence

	4.1 SCOPE OF EMS

	· Documented scope of EMS

· Scope of certification to requirements of AS/NZS ISO 14001:2004 (if different)

· Exclusions from scope of certification

· Justification of exclusions


	

	4.2 ENVIRONMENTAL POLICY

	· Policy is documented

· Consistent with scope of EMS (i.e. covers whole scope and no broader)

· Appropriate to nature, scale & environmental impacts of activities, products or services

· Includes commitment to continual improvement

· Includes commitment to prevention of pollution

· Includes commitment to comply with applicable legal requirements

· Includes commitment to comply with other requirements to which organisation subscribes relating to environmental aspects (e.g. government policy, industry guidelines, voluntary agreements)

· Provides framework for setting & reviewing environmental objectives & targets

· Implemented

· Maintained

· Communicated to everyone working for or on behalf of organisation (incl. contractors, volunteers, temp staff, remote workers)

· Available to public


	

	4.3.1 ENVIRONMENTAL ASPECTS

	· Procedure to identify environmental aspects  within scope of EMS that it can control & influence
· Procedure provides for planned or new developments, or new or modified activities, products & services
· Procedure provides for determining significant aspects (i.e. those that have or can have significant impact on the environment)
· Procedure maintenance
· Information on all environmental aspects documented & up-to-date (not just significant aspects)
· Significant aspects are taken into account during implementation & maintenance of EMS (e.g.  communication, setting environmental objectives, audit program, training/awareness, emergency preparedness)

	

	4.3.2 LEGAL & OTHER REQUIREMENTS

	· Procedure to identify & have up-to-date access to legal & other requirements (e.g. WPI, Greenhouse Challenge) to which your organisation subscribes directly applicable to all environmental aspects (not only significant ones)
· Procedure provides for determining how these legal & other requirements apply to environmental aspects
· Responsibility for identifying and determining how requirements apply
· Procedure maintenance
· Assurance that requirements are taken into account in the EMS

	

	4.3.3 OBJECTIVES, TARGETS & PROGRAMS

	· Documented environmental objectives & targets at relevant functions & levels in organisation (obtain copy to check progress against several objectives & targets later*)
· Objectives & targets are measurable (where practical)
· Objectives & targets are consistent with the policy regarding:
· prevention of pollution
· legal & other requirements
· continual improvement
· Objective & targets maintained (reviewed & updated)
· Legal & other requirements & significant environmental aspects are taken into account when establishing and reviewing objectives and targets
· When setting objectives & targets, the following are considers:
· technological options?
· financial, operational & business requirements
· view of interested parties
Environmental programs(s)

· Program(s) established for achieving environmental objectives & targets

· Responsibility for achieving objectives & targets at relevant functions & levels in organisation

· Means includes or resources allocated 

· Program includes timeframe

	

	4.4.1 RESOURCES, ROLES & RESPONSIBILITIES

	· Management provides resources for implementation, maintenance & improvement of EMS (resources include human resources, specialised skills, organisational infrastructure, technology, and financial resources)
· Roles, responsibilities and authorities for effective environmental management defined and documented (e.g. in position descriptions)
· Roles, responsibilities and authorities for effective environmental management communicated
· Management representative(s) responsible for EMS:
· Management representative has responsibility for ensuring that EMS is established, implemented and maintained
· Management representative has responsibility for reporting to top management on performance of EMS for review, including recommendations for improvement


	

	COMPETENCE, TRAINING & AWARENESS

	· Determination of competence of persons performing tasks on its behalf with potential to cause significant environmental impacts
· Competency records
· Identification of training needs associated with (all) environmental aspects & EMS (including internal audit, corrective & preventive action)
· Training or other action taken to meet such needs 
· Training records 
· Procedure on making workers aware of:
· importance of conformity with environmental policy & procedures & with requirements of EMS
· significant environmental aspects & actual or potential impacts associated with their work, & environmental benefits of improved personal performance
· their roles & responsibilities in achieving conformity with requirements of the EMS (including emergency preparedness & response)
· potential consequences of departure from specified operating procedures
· Procedure maintenance

	

	4.4.3 COMMUNICATION

	· Procedure(s) regarding environmental aspects & EMS for: 
· internal communication between various levels &functions of organisation
· receiving, recording & responding to external communication
· Documented decision whether to communicate externally about significant environmental aspects
· If the decision is YES, method(s) used:

	

	4.4.4 DOCUMENTATION

	· The EMS documentation includes the following:
· Environmental policy (cl. 4.2)
· Environmental objectives & targets (cl. 4.3.3)
· Description of scope of EMS  (cl. 4.1)
· Description of main elements of EMS & their interaction, & reference to related documents (cl. 4.4.4)
· Documents & records determined to be necessary to ensure effective planning, operation & control of processes relating to significant environmental aspects (cl. 4.4.6)
· Other documents & records required by AS/NZS ISO 14001:2004:
· Environmental aspects (cl. 4.3.1)
· Roles, responsibilities & authorities for environmental management (cl. 4.4.1)
· Records of competence (cl. 4.4.2)
· Training records (cl. 4.4.2)
· Decision to communicate externally (cl. 4.4.3)
· Records of monitoring performance, operational controls & conformity with environmental objectives & targets (cl. 4.5.1)
· Records of calibration (cl. 4.5.1)
· Records of evaluation of compliance (cl. 4.5.2)
· Records of results of corrective & preventive action
· Records of planning & conducting internal audits (cl. 4.5.5)
· Records of management reviews (cl. 4.6)
· Use of the certification mark of the certification body?
· Use of JAS-ANZ logo?
	

	4.4.5 CONTROL OF DOCUMENTS

	· Procedure(s) on document control established to:
· Approve documents for adequacy prior to issue 
· Review & update as necessary & re-approve documents
· Ensure changes & current revision status of documents are identified
· Ensure relevant versions of applicable documents are available at points of use
· Ensure documents remain legible & readily identifiable
· Ensure external documents are identified & their distribution controlled
· Prevent unintended use of obsolete documents, and apply suitable identification to them if they are retained for any purpose. 
· Procedure maintenance
· Documents required by EMS & AS/NZS ISO 14001:2004 & sighted in the audit are effectively controlled (record any nonconformities to this requirement)

	

	4.4.6 OPERATIONAL CONTROL

	Identification & planning of operations & activities associated with significant environmental aspects consistent with policy, objectives & targets to ensure they are carried out under specified conditions:
· Establishment of documented procedures to control situations where their absence could lead to deviations from environmental policy & objectives & targets
· Procedures stipulate operating criteria
· Procedure maintenance
· Establishment of procedures related to significant environmental aspects of goods & services used by the organisation
· Communication of procedures & requirements to suppliers & contractors
· Procedure maintenance

	

	4.4.7 EMERGENCY PREPAREDNESS & RESPONSE

	· Procedures to identify potential emergency situations & potential accidents that can have an impact(s) on the environment
· Procedure(s) includes response to emergency situations and potential accidents?
· Procedures maintenance
· Actual response to actual emergency situations or accidents since last audit (especially  prevention or mitigation of environmental impacts)
· Periodic tests of procedure(s) where practicable
· Review & revision (where necessary) of emergency preparedness & response procedures, particularly after accidents or emergency situations

	

	4.5.1 MONITORING & MEASUREMENT

	· Procedure(s) to monitor & measure on a regular basis the key characteristics of operations that can have a significant environmental impact
· Procedure(s) includes recording of information to track:
· performance
· operational controls
· conformity with environmental objectives & targets
· Monitoring & measuring equipment is calibrated or verified
· Calibration & verification records retained & up-to-date

	

	4.5.2 EVALUATION OF COMPLIANCE

	· Procedure for periodically evaluating compliance with applicable legal requirements
· Procedure for periodically evaluating compliance with other requirements to which organisation subscribes
· Procedure maintenance
· Records of the results of periodic evaluation

	

	4.5.3 NONCONFORMITY, CORRECTIVE & PREVENTATIVE ACTION

	· Procedure for:
· dealing with actual & potential environmental nonconformities
· taking corrective & preventive action
· Procedure defines requirements for:
· identifying & correcting nonconformities & taking action to mitigate environmental impact
· investigating nonconformities, determining their cause, & taking corrective action to avoid recurrence
· evaluating need for action to prevent nonconformities & implementing preventive action to avoid occurrence (including suggestions for improvement)
· recording results of corrective & preventive action
· reviewing effectiveness of corrective & preventive action
· Action taken is appropriate to magnitude of problems & environmental impacts encountered
· Changes made to EMS documentation resulting from corrective & preventive action

	

	4.5.4 CONTROL OF RECORDS

	· Procedures for following control of records:
· Identification
· Storage
· Protection
· Retrieval
· Retention
· Disposal
· Procedure maintenance
· Environmental records are:
· Legible
· Identifiable & traceable to activity, product or service involved


	

	4.5.5 INTERNAL AUDIT

	· Procedure(s) for:
· the responsibilities & requirements for planning & conducting audits, reporting results & retaining associated records
· determination of audit criteria, scope, frequency & methods
· Procedure maintenance
· Internal audits of EMS conducted at planned intervals:
· Interval/schedule
· Last audit conducted
· Next audit planned
· Results of audits reported to management
· Audit program based on environmental importance of the operations concerned & results of previous audits (especially significant environmental aspects)
· Selection of auditors & conduct of audits ensure objectivity & impartiality of audit process (e.g. training & qualifications of auditors)

	

	4.6 MANAGEMENT REVIEW

	· Top management reviews EMS at planned intervals to evaluate continuing suitability, adequacy & effectiveness
· Types of (or forums for) management reviews (include only those that are holistic and strategic):
· Management reviews recorded (agendas & minutes):
· Input to management review includes:
· results of internal audits (preferably evaluation of effectiveness of internal audit program)
· evaluations of compliance with legal requirements & other requirements 
· communication from external interested parties, including complaints
· environmental performance of the organisation
· extent to which objectives & targets have been met
· status of corrective & preventative action
· follow up actions from previous management reviews
· changing circumstances, including developments in legal & other requirements related to environmental aspects
· recommendations for improvement (from management representative)
· Output includes decisions & actions related to possible changes to environmental policy, objectives, targets, & other elements of EMS, consistent with commitment to continual improvement
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