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Procedure for Nonconformance, Corrective and Preventive Actions

This is a Suggested Procedure 

	SCEPP CONTROLLED DOCUMENT:

PROCEDURE FOR NONCONFORMANCE, CORRECTIVE AND PREVENTIVE ACTIONS


Description:

The SCEPP must establish a continuous management level review process that identifies and corrects nonconformance from the SCEPP and takes actions to prevent recurrence.
This procedure is used for implementing corrective and preventive actions. 

The procedure should:

1)
Define responsibility for taking the results of monitoring and measuring and auditing, using 
them to determine what, if any, corrective and preventive actions need to be implemented.
2)
Specify what corrective and preventive actions will be taken when nonconformance is 
discovered outside of the monitoring or auditing procedures – such as when a spill or 
accident occurs or notice of noncompliance is issued by a regulatory agency.
3)
Specify how corrective and preventive actions will be documented so that changes to the 
SCEPP (i.e., continual improvement) can be demonstrated.
Procedure:
Corrective action is generally a reactive process used to address problems after they have occurred. Corrective action may be triggered by a variety of events, including internal audits and management reviews; neighbor complaints; results from routine self-inspection; monitoring and measurement; spills and emergencies; or a notice of noncompliance from a regulatory agency.
Preventive action is generally a proactive process intended to prevent potential problems before they occur or become more severe. Preventive actions focus on identifying negative trends and addressing them before they become significant.  Events that might require preventive action include monitoring and measurement; trend analysis; tracking of progress on achieving objectives and targets; root cause determination for near misses; and customer or neighbor complaints.

The SCEPP Manager is responsible for reviewing issues affecting the SCEPP; the application and maintenance of this procedure; and any updates to the SCEPP documents affected by the preventive and corrective actions.

The SCEPP Manager is responsible for logging the communications and recording solutions.  Department and facility managers must monitor and verify the effectiveness of the solution.  
The SCEPP Manager is responsible for overall tracking and reporting on preventive and corrective actions.
Responsible personnel must institute required corrective or preventive action; report completion of the required action to the SCEPP Manager; and assure sustained effectiveness. Use SCEPP/13.01 F2 Form for Corrective Action Request & Response to initiate a corrective action.
Initiating Corrective or Preventive Action:
1)
Any employee may initiate a corrective or preventive action.  The employee is responsible for bringing the problem to the attention of department or facility manager, or the SCEPP Manager.  The SCEPP Manager is responsible for determining whether action is required and records the appropriate information.  Responsibility for resolving the problem is assigned to a specific individual.

2)
The SCEPP Manager, working with the department or facility manager, determines an 
appropriate due date for resolving the issue.

Determining and Implementing Corrective and Preventive Actions:

1)
The relevant personnel must investigate and resolve the problem and communicate the 
corrective or preventive action taken to the SCEPP Manager.
2)
If the relevant personnel cannot resolve the problem by the specified date, he/she is 
responsible for determining an acceptable alternative due date with the SCEPP Manager.

Tracking Corrective and Preventive Actions:

1)
The SCEPP Manager is responsible for issuing a weekly report to the responsible 
personnel detailing any overdue action and request an explanation.

2)
Records of actions should be maintained for at least two-years after completion of the 
corrective action or preventive action unless a different retention period is specified by 
rules or regulations.
Tracking Effectiveness of Solutions:

1)
The relevant personnel are responsible for verifying the effectiveness of the solution. 

If the solution is deemed not effective, a new corrective action must be issued to the 
relevant personnel.
This information is recorded in the SCEPP/13.01 F1 Form for Preparing Corrective and Preventive Action Tracking Log, and is given a document control number.
Example Text:
The operational control procedure, SCEPP/13.01 Procedure for Nonconformance, Corrective and Preventive Actions defines responsibility and authority for handling and investigating occurrences of nonconformance with requirements of the SCEPP.  This includes taking action to mitigate significant environmental impacts, and initiating and completing corrective and preventive action.  Any changes in procedures resulting from corrective and preventive actions are implemented and recorded.  The SCEPP Manager [name of the person] maintains these records.  

See Procedure:

SCEPP/13.01 Procedure for Nonconformance, Corrective and Preventive Actions 

See Blank Forms: 
SCEPP/13.01 F1 Form for Preparing Corrective and Preventive Action Tracking Log
SCEPP/13.01 F2 Form for Corrective Action Request & Response
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