SCEPP/15.01

Procedure for SCEPP Compliance Audit
This is a Suggested Procedure 


	SCEPP CONTROLLED DOCUMENT:  PROCEDURE FOR SCEPP COMPLIANCE AUDIT


Description:

The governing body of the small community or special district must make a commitment to an annual comprehensive review of compliance with the SCEPP documented in a written report to be presented to the governing body and made available to the public and ADEQ.  In addition, the governing body must agree to initiate an independent third-party audit of the SCEPP within three years of submitting the SCEPP to ADEQ. ADEQ will be available to conduct this audit upon request.

The outputs from SCEPP audits feed into two separate processes:
1)
Management Review by the Government Body
2)
Corrective and Preventive Action

SCEPP audit procedures must be developed and documented with goals that:
1)
Ensure that the procedures incorporated into the SCEPP are being followed
2)
Determine if the SCEPP itself requires revision or restructuring
Procedure:
Audit Team Selection: One or more auditors comprise an audit team.  When the team consists of more than one auditor, a Lead Auditor is designated.  The Lead Auditor is responsible for audit team orientation, coordinating the audit process, and preparing the report.
The Lead Auditor prepares a written audit plan for conducting the audit using form SCEPP/15.01 F1 Form for Preparing a SCEPP Audit Plan. 
A pre-audit conference is held with SCEPP Manager and SCEPP Team and other appropriate personnel to review the scope, plan and schedule for the audit.

The Lead Auditor prepares the audit report, which summarizes the audit’s scope and identifies the audit team.  A summary of the results of the SCEPP Audit are described in SCEPP/15.01 F2 Form for Preparing a SCEPP Audit Summary Sheet.  A post-audit conference is held to present audit findings, clarify any misunderstandings, and summarize the audit results.
The SCEPP Manager communicates the audit results to the governing body.  The SCEPP Manager with the governing body’s approval executes follow-up actions as needed using form SCEPP/15.01 F3 Form for Requesting & Responding to SCEPP Audit Finding (used like a work order).
The SCEPP Manager tracks the completion and effectiveness of corrective actions on the Section 13 form SCEPP/13.01 F1 Form for Preparing Corrective and Preventive Action Tracking Log. 
CORRECTIVE ACTION
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 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 requirements; process upsets in a significant operation; or violations of SCEPP procedure (examples are: work instructions, calibration, or record keeping and reporting requirements are not followed). This means that nonconformance can be detected in the SCEPP Compliance Audit, but can also be detected by employees that discover a deviation from their daily activities.  Nonconformance may have been identified in prior Environmental Compliance Audits or prior SCEPP Compliance Audits and remain unresolved.
Use the SCEPP/15.01 F3 Form for Requesting & Responding to SCEPP Audit Finding to address the corrective actions identified in the environmental compliance audit.  

Use the procedures developed in Section 13 Nonconformance, Corrective and Preventive Actions to address the corrective actions identified in the SCEPP audit.

Summary 
SCEPP feedback is a mechanism for conveying information about how a community is doing in implementing its SCEPP.  When nonconformance exists, a community needs to know the causes of nonconformance and the appropriate action to correct nonconformance. One of the mechanisms to gain feedback is through an SCEPP audit. 

This procedure described steps necessary for planning a SCEPP audit, developing an audit procedure, and performing an SCEPP audit. When conducting an audit, the audit team may observe nonconformance issues and areas where nonconformance may exist but needs further information for confirmation. As part of the audit, the audit team will also recommend areas that need to be improved in order to conform to SCEPP requirements. 

When nonconformance exists, corrective action needs to be conducted and describes the process for investigating and correcting nonconformance.  The procedure contains provisions to initiate and complete corrective action and to review corrective actions for effectiveness. 

SCEPP feedback represents an important part of the SCEPP cycle. Through SCEPP feedback,    the governing body will be able to provide sound 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.

Example Text:
The [town/city of Name] conducts an annual internal SCEPP audit to ensure that the SCEPP has been properly implemented and is being maintained.  Audits include a review of documentation and records, personnel interviews, and a review of the results from monitoring, including regulatory sampling and measurement.

The results of these audits are documented in a written report presented to governing body and the SCEPP Team for inclusion in the management review process.  Audits are performed as described in operational control procedure SCEPP/15.01 Procedure for SCEPP Audits.  The audit procedure covers the audit scope; frequency; methodologies applied; the responsibilities and requirements for conducting audits; and reporting the audit results.  All auditors are properly trained, and the audit records are provided to the SCEPP Manager [name of the person] for use in the [governing body – names and/or title of persons] management review process.  

See Procedure:

SCEPP/15.01 Procedure for SCEPP Compliance Audits 
See Blank Forms:

SCEPP/15.01 F1 Form for Preparing a SCEPP Audit Plan

SCEPP/15.01 F2 Form for Preparing a SCEPP Audit Summary Sheet

SCEPP/15.01 F3 Form for Requesting & Responding to SCEPP Audit Finding
Also See:

Section 7 Operational Controls & Organizational Structure & Responsibilities
Section 13 Nonconformance, Corrective and Preventive Action
Section 14 Environmental Compliance Audit
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