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Form for Preparing Environmental Compliance Audit Plan
This is a Suggested Form
	SCEPP CONTROLLED DOCUMENT: 

ENVIRONMENTAL COMPLIANCE AUDIT PLAN



AUDIT SCHEDULE
	Department to be Audited
	Operation to be Audited
	Lead Auditor
	Audit Team

Members
	Scheduled Date
	Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


1)
ENVIRONMENTAL REGULATORY MAJOR OR MINOR VIOLATION IDENTIFIED
Identification of any major or minor violation of environmental regulatory requirements indicates that a problem exists with the SCEPP, either as written, and/or with implementation of the SCEPP.  The following should aid in identifying why the SCEPP failed to prevent regulatory violations and provide insight on improving the SCEPP.
	# 
	Questions 
	Yes
	No
	Notes 

	1.
	Have violations been identified in compliance inspection reports?

If so, by what regulatory agency?

 What is the status?


	
	
	

	2.
	Have any Notices of Opportunity to Correct (NOC) been issued?

If so, by what regulatory agency?

What is the status?


	
	
	

	3.
	Have any Notices of Violation (NOV) been issued?

If so, by what regulatory agency?

What is the status?
	
	
	

	4.
	Have any other citations or orders been issued for violation of environmental rules and regulations.
If so, by what regulatory agency?

What is the status?

	
	
	


2)
OPERATIONAL CONTROL 

The audit attempts to ensure that written operational procedures and work instructions 
represent current practice, and that all operations associated with environmental 
regulatory compliance are addressed in the procedures and work instructions. 
	# 
	Questions 
	Yes
	No
	Notes 

	1.
	Have procedures and work instructions been written for all regulated operations?
	
	
	

	2.
	Do procedures and work instructions monitor all regulated operations?
	
	
	

	3.
	Do the procedures and work instructions ensure that the operations remain within acceptable operational parameters?
	
	
	

	4.
	Do the procedures and work instructions include provisions to implement prompt corrective action if a deviation occurs?
	
	
	

	5.
	Do the procedures and work instructions mandate a review of records and reports associated with all regulated operations?
	
	
	


3)
EMPLOYEE TRAINING & TRACKING

The purpose of auditing this element is to ensure that training has taken place, and 
employees have been trained properly, verify that training documentation has been 
developed and maintained, and has been kept current with respect to any hiring, departures, 
reorganizations, or new environmental regulatory requirements.
	# 
	Questions 
	Yes
	No
	Notes 

	1.
	Have procedures been developed to identify and track the environmental training needs of all personnel who have responsibility for processes related to environmental regulatory compliance? 
	
	
	

	2.
	Do the training and tracking procedures contain provisions to identify the type and frequency of training? 
	
	
	

	3.
	Do the procedures identify who needs training? 
	
	
	

	4.
	Do the procedures contain mechanism to track training of employees? 
	
	
	

	5.
	Do the procedures contain provisions for review and updating training requirements? 
	
	
	

	6.
	Do the procedures include appropriate training required as they relate to legal requirements? 
(Such as: ADEQ, CWA, AQ, RCRA, SPCC, SWPPP, OSHA, etc.) 
	
	
	

	7.
	Do the training and tracking procedures include provisions to require employee training on the SCEPP procedures? 
	
	
	

	8.
	Do the procedures contain provisions to require training for new employees that informs them about the facility’s environmental policy and about new employees’ duties within the SCEPP?
	
	
	


4)
INTERNAL AND EXTERNAL COMMUNICATIONS
The purpose of auditing communications is to: ensure that the communication procedures are followed and documented and records maintained; find out how inquiries are documented and referred to appropriate personnel; did appropriate personnel respond to the inquiries; review the communication programs and verify that they are being implemented; and evaluate the effectiveness of the program. Has the community received any feedback, good or bad, regarding communication with stakeholders?
	# 
	Questions 
	Yes
	No
	Notes 

	1.
	Have communication procedures of the SCEPP been developed and implemented? 
	
	
	

	2.
	Do the procedures identify the method and type of communication? 
	
	
	

	3.
	Do the procedures identify the initiator and recipient of the communication? 
	
	
	

	4.
	Do the procedures mandate the documentation of the receipt and responses to inquiries? 
	
	
	

	5.
	Do the procedures contain a provision for referral of inquiries? 
	
	
	

	6.
	Do the procedures contain provisions for personnel to respond to inquires and document the response?
	
	
	

	7.
	Do the procedures provide for review and updating for communication efficiency? 
	
	
	

	8.
	Do the procedures include a requirement that any changes to the SCEPP be communicated to the appropriate personnel? 
	
	
	

	9.
	Does the documentation system show that communication is being carried out according to the procedures? 
	
	
	


5)
EMERGENCY PREPAREDNESS AND RESPONSE

The goal of this audit is to determine that the current emergency response plan(s), emergency identification, prevention, and mitigation programs, including any drills or equipment maintenance programs have been implemented and maintained. The review should include regulatory based and facility specific programs. Verify if facility changes have been reviewed for their impact on these programs.  Find out if emergency response procedures are available and if personnel understand and are trained in their roles.
	# 
	Questions 
	Yes
	No
	Notes 

	1.
	Have procedures (and/or an emergency response plans) been developed to respond to and report accidents, spills, malfunctions, process upsets, and other emergency situations? 
	
	
	

	2.
	Do the procedures provide for notification and reporting of accidents, spills, fires, or emergency situations? 
	
	
	

	3.
	Do the procedures contain a provision to mitigate or clean-up related environmental impacts? 
	
	
	

	4.
	Do the procedures provide for investigation of causes of accidents and evaluation of effectiveness of the response? 
	
	
	

	5.
	Are regulatory requirements for the facility included in the procedures? 
	
	
	

	6.
	Have arrangements been made with the local emergency responders? 
	
	
	

	7.
	Have emergency response drills been conducted pursuant to the procedures? 
	
	
	

	8.
	Have emergency responders been adequately trained for emergency response actions? 
	
	
	

	9.
	Are emergency response instructions available in designated locations? 
	
	
	

	10.
	Is emergency response equipment maintained and employees trained on location and use? 
	
	
	

	11.
	Do the procedures contain a provision for a review and update to accommodate facility changes? 
	
	
	

	12.
	Does the documentation system indicate that all procedures for preparedness and response are implemented pursuant to the procedures? 
	
	
	


6)
RECORDS and RECORDKEEPING
The audit should determine that the procedures for records and recordkeeping are appropriately developed, maintained, implemented and followed. Ensure that they are available and updated to accommodate facility changes. Verify that the record retention procedure is maintained and followed.
	# 
	Questions 
	Yes
	No
	Notes 

	1.
	Has a procedure for tracking records been developed? 
	
	
	

	2.
	Have the types of records to be retained been identified? 
	
	
	

	3.
	Has a system for record identification and indexing the records been developed? 
	
	
	

	4.
	Is there a procedure to remove obsolete records and record destruction? 
	
	
	

	5.
	Has a procedure for establishing reporting and recordkeeping been developed to document the environmental status of all activities? 
	
	
	

	6.
	Are there provisions to update the procedures to accommodate facility changes? 
	
	
	

	7.
	Does the documentation show that reporting and recordkeeping has been implemented according to the procedures? 
	
	
	


7)
ENVIORNMENTAL COMPLIANCE AUDITS
The audit of this element is to ensure that overall SCEPP Environmental Compliance Audits are:  conducted according to the procedure; audits are performed based on the established schedule; any nonconformance identified in current and past audits resulted in a corrective action that was referred, resolved and verified. Equally important is to verify that audit results were communicated to the governing body as part of the annual internal SCEPP Audit.

	# 
	Questions 
	Yes
	No
	Notes 

	1.
	Are procedures in place to perform an internal environmental compliance audit of all regulated operations? 
	
	
	

	2.
	Do the procedures explain the objective of the audit? 
	
	
	

	3.
	Do the procedures contain an audit schedule? 
	
	
	

	4.
	Do the procedures include a provision of methods of reporting audit results? 
	
	
	

	5.
	Does the documentation system indicate that procedures for the SCEPP Compliance Audit are implemented pursuant to the procedures? 
	
	
	

	6.
	Does the documentation system show that nonconformance issues are identified and referred to corrective action system? 
	
	
	

	7.
	Does the documentation system verify that nonconformance issues are promptly corrected? 
	
	
	

	8.
	Does the documentation system show that the audit results are communicated to the governing body? 
	
	
	

	9.
	Have the same violations identified in past compliance inspection reports been cited in later inspection reports?
	
	
	

	10.
	Have the same violations identified in past Notices of Opportunity to Correct been cited in later Notices of Opportunity to Correct?
	
	
	

	11.
	Have the same violations identified in past Notices of Violation been cited in later Notices of Violation?
	
	
	

	12.
	Have the same environmental regulatory violations identified in past citations or orders been cited again in later citations or orders? 
	
	
	


8)
AUDIT SUMMARY

The internal environmental compliance audit summary should address the following for each audit element:

1)
Nonconformance issues identified during this audit.


2)
Areas where nonconformance may exist but need further information for confirmation.


3)
Areas of improvement that need to be pursued in regard to conformance with SCEPP 


requirements.
	#
	Element
	Audit Comments & Corrective Actions

	1.
	Environmental regulatory major or minor violations identified
	

	2.
	Operational controls: procedures and work instructions
	

	3.
	Employee training and tracking
	

	4.
	Internal and external communication
	

	5.
	Emergency preparedness and response
	

	6.
	Records and recordkeeping
	

	7.
	Compliance with the past SCEPP environmental compliance audit requirements
	


CORRECTIVE ACTIONS
Once the audit is completed, the findings will indicate whether the audit evidence conforms or does not conform to the audit criteria. The audit also provides recommendations for areas of improvement.  The governing body, SCEPP Manager and SCEPP Team will review the audit conclusions and provide decisions and actions related to possible changes to environmental policy, objectives, targets, and other elements of the SCEPP consistent with the commitment to continual improvement. 
Nonconformance can occur due to violations of any legal requirement, process upsets in a significant operation, or violations of SCEPP procedures (examples: work instructions, calibration, or record keeping and reporting requirements are not followed). This means that nonconformance can be detected through a SCEPP environmental compliance audit, but can also be detected by employees that discover a deviation from their daily activities.
Use the procedures and forms developed in Section 13 Nonconformance, Corrective and Preventive Action to address the nonconformance issues identified in the environmental compliance audit.  
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