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1. Introduction

During auditing activities the environmental verifiers can utilize useful tools
such as checklist that can help them to verify the conformity of the EMS to the

audit criteria

The checkilsts represent a list of things that the verifiers should check and
verify and allow verifiers to use always the same procedures during the audit

In the next slides are presented general and specific checklists that are
used by environmental verifiers during audit activities to evaluate EMS in
relation with the environmental regulations and to assess the environmental
Impacts linked with the productive activities of an organization

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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2. General Checklists for EMS auditing
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Example of checklist to plan audit activities following 1SO14001 standards adopted by
environmental verifiers
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2. General Checklists for EMS auditing

Example of format used by
organization to define the
responsibility’s employees
to achieve environmental
objectives

Diate Individual Responsible:
7 1

Enviranmental Objective:

Related Taruel{:}:

Related Significant Environmental Aspectis):

Specific Function andlor E'epnrlment:

Target Date (MonthY ear): |

Enviranmental Management Program: BActicn Plan

Hiow will this ohjective be met? (attach additicnal pages as necsssary)

What operaticnal controls might support the achievement of this objective?

Howw will this ohjective be tracked? (attach additional pages as necessany)

What rescurces will be required 1o achieve this objective? (attach additional
pages as necessary)

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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2. General Checklists for EMS auditing

Example of format
used by environmental
verifiers to report non-
conformance
activities, and the
possible corrective
and prevention actions
taken by organization

Type of Finding (circle anej:

Monconformance: Major Minor Positive Practice Recommendation

Description {include where in the organization the finding was identified):

IS0 14001 {or other EMS criteria) Duata: Finding Murmibssr:
Reference:
Auditor: Auditea’s Rep.:

Corrective Action Plan (including time Trarmes):

Preventive Action Taken:

Individual Responsilxle for Completion of the
Corrective Action:

Drate Corrective Action Completaed:

Corrective Action Verified By:

Date:

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca



Egyptian and Italian Cooperation Programme on Environment
Sustainable Development

SmSpeCTire"®neckStSHo™ENS e e

Example of Audit Checklist for General requirement of EMS

Usually the checklists indicate the subject covered by Audit (in this case
general requirement for EMS) and are reported by the requirement requested,
the possible questions to verify and eventually methods to collect information

AUDIT s JECT: General requirements AUDITEE:

ALIDITEE ORGANIZATION: LOCATION:

REQUIREMENT: The aorganization shall define and document | REQUIRED REFERENCE(S):
the scope of its environmental managgment system. ISO 14001-2004. clause 4 1
CIUESTION: N

Where has the organization defined and documented the scope of its environmental management
system™?

YERIFICATION METHOD:
Review the documented scope statement.

NONCONFORMITIES/AUDIT EVIDENCE: STATUS:™
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Example of Audit Checklist for environmental policy of EMS

AULDIT SUBJECT: Environmental policy AUDITEE:
ALUDITEE ORGANIZATION: LOCATION:
REQUIREMENT: Top management shall define the REQUIRED REFERENCE(S):

crganization’s environmental policy and ensure that, within the

defined scope of its environmental management system, it . . . SO 140012004, clause 4.2 (1)

f)is . . . communicated to all persons working for or on behalf
of the organization™?

CQUESTION:

What i1s the organization’s environmental policy”? What does it mean to you in the work that you do™?

VERIFICATION METHOD:

Ask employees in different levels and functions what their understanding i1s of the environmental policy
and how it applies to their work. Take a stratified sample. Assess degree of understanding, e.g. through
informal tallying of the number of employees whose understanding is excellent, fair/good, or inadequate.
Include contractors working on-site or persons working off-site whose work activities are associated with
the organization’s significant environmental aspects.

NONCONFORMITIES/AUDIT EVIDENCE: STATUS:™

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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Example 1 of Audit checklist for legal environmental requirements for EMS

ALUDIT SUBJECT: Legal and other requirements AUDITEE:

ALUDITEE ORGANIZATION: LOCATION:

HE_C:L_JI_REMENT: The organization shall establish and REQUIRED REFERENCE(S):
maintain a procedure(s) to ISO 14001-2004, clause 4.3.2, para. 1
b) determine how these requirements apply to its (b)

environmental aspects.

CIUESTIOMN:

How has the organization determined the applicability of environmental legal and other requirements to
Iits activities, products and services?

VERIFICATION METHOD:

Ask management to descrnbe a process for assessing the applicability of legal requirements and other
requirements to its actvities, products and services.

NOMNCONFORMITIES/AUDIT EVIDENCE: STATUS™

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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3. Specific Checklists for EMS auditing

Example 2 of Audit checklist for legal environmental requirements for EMS

Legal and other requirements - Has the organization established, implemented and do thev maintain a
procedure(s) to identify and have access to the applicable legal requirements and other requirements to which the
organization subscribes, related to its environmental aspects and determined how these requirements apply to its
enviranmental aspects?

What is the procedure regarding this reguirement”

How does the organization kmow what regulations and requivements they may be subject to?

Do they subscribe to industry newsleters or websires” Do they have a third party envivonmental service moniror
regulations for them and alert them as to any changes’

Is theve a list of applicable yules and regulations?

Who is responsible for keeping this information updated and current”

Does the list inciude any voluntary standards’

How does the organization ensure it is complying with these regulations]

Speak with people in the organization to determine if they ave aware of any reguiarions.

Did the organization consider national, international, state and local rules and regulations’

Does the organization have any agreements with public authovities, or with customers”

Do they subscribe ro amy voluntary guidelines or industry practices such as Responsible Care?

What process does the organization have for reviewing requirements to make sure they are current in the face
of changing processes and business requivements”

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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Example of Audit Checklist for Competence, training and awareness for EMS

ALIDIT SUBJECT: Competence, training and avwareness AUDITEE:
ALIDITEE ORGAMIZATIOMN: LOCATIOM:
REQUIREMENT: The corganization shall ensure that any REQUIRED REFEREMCE(S):

person(s) performing tasks for it or on its behalf that have the
potential to cause significant environmental impact(s)
identified by the organization is (are) competant on the basis
of appropriate education, training or experience, and shall
retain appropriate records.

IS 140012004, clause 4. 4.2, para.

CNUESTIOM:

Howw does the organization assess the competence of personnel performing tasks which can cause
significant environmental impacts? How does the organization know which employees, or other persons

working for it or on its behalf, can hawve significant impacts on the environment? What associated
records are retained?

YWERIFICATION METHOD:

Look for an analysis, by significant aspect, of the types of personnel associated with the work, and trace
the organization’s determination of competence. Look for the establishment by the organization of
criteria of perfformance, and for evidence that personnel are assessed against those criteria. Include
suppliers and subcontractors, as appropriate. Look for consequences of the assessment of personnel,

such as implementation of training programs, educational development, and skill enhancemeaent, and
associated record keeping.

NONCONMFORMITIES/ALDIT EVYVIDENCE: STATUS™

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca



b - Egyptian and Italian Cooperation Programme on Environment
Q QL PA ﬂ’ Sustainable Development

3. Specific Checklists for EMS auditing

Example 1 of Audit Checklist for Environmental Aspects for EMS

ALIDIT SUBJECT: Environmental aspects AUDITEE:

ALIDITEE ORGANIZATION: LOCATION:

REQUIREMENT: The crganization shall ensure that the REQUIRED REFERENCE(S):
significant environmental aspects are taken into account In .

establishing, implementing and maintaining its envircnmental ISO 14001:2004, clause 4.3.1 para. 3
management system.

QUESTION:

How has the aorganization taken into consideration its significant environmental aspects in establishing,
implementing and maintaining its environmental management system?

VERIFICATION METHOD:

Review the main elements of the management system. Assess whether adequate consideration has
been given to significant environmental aspects. Review especially the setting of objectives and targets,
training, communication, operational control, emergency preparedness and response, and monitoring
and measurement.

NONCONFORMITIES/AUDIT EVIDENCE: STATUS:™

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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3. Specific Checklists for EMS auditing

Example? of Audit Checklist for Enviromental Aspects of EMS

[50 14001

Ewvironmental aspects — What evidence exists that the organization has established, implemented and maintains
(a) procedure(s) to identify the environmental aspects of its activities, products or services within the defined scope
of the environmental management svstem that it can contral and those thar it can influence taking into account
planned or new developments, or new modified acrivities, products and services and determined those aspects that
have or can have a significant impacr(s) on the environment (i.e. significant environmental aspecrs)? Where is this
information decumented and is it kept up ro dare?

Where has the organizarion idenrjfied environmental aspects for itz operarions, products and services?

Fhar was the process thal was uses

Fho was invalved i defermiining aspechs’

Were air emissions, possible gronnd and swvface water contamination, landfifl issues, use of matral resonrces, raw
marerials and energy considered as well as community [ssues such as noise, faffic, and odor?

Are cwrrent, planned and modified acnivities considered”

Look for potential aspects thar have not been raken ito considerarion and ask winy they were nor considered.

How ave significant envivenmenral aspects determined” Whar criveria are nsed”

Dioes the decision making process rake inro considerarion inpurs and owipurs, novmal and abuermal epevaring condlifions,
sttt ups and shur dewns, acrial igfinences, porential imfluvences and porential emergency sitvations, as well ar those
mar are beneficial 1o the environmens?

Daoes the decizion making process rake into consiceranion the amownt of conmel and influence the organizarion has over
its aspecrs?

Look for proceduras.

How i are aspects reviewed and mainrfained; canges 1o procasses, cRanges 1o regularions, furrodncion of new raw
marerials?

Dioes the documentation reflect this change”

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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3. Specific Checklists for EMS auditing

Example of ‘evaluation table’ to assess possible environmental impacts and its
conseguences used by environmental verifiers

Aspect/impact/Activity: Date:
Frequency Severity
Category Stages Use | Incident | Human | Animal/Plant | Public | Impact
Impact Rating
Air Quality Raw Material
Storage
Water Production
Quality (Start-Up)
Land Quality | Production
(Normal)
Consumption | Product/
Waste Storage
Transportation
Ultimate
Disposal

Overall Rating D

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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Example of ‘evaluation table’ to define what are the main environmental
Impacts of organization's activities divided for environmental matrixes used by

environmental verifiers

Water Ouality and Ouantity
Water guality

Polluting discharges to surface
E:Dund or marine waters

Water guantity

Adr Ouaality

Adr guality {local)

Adr guality (transboundary)
Polluting discharges to atmosphezre
Emiss:onzs of greenhouse gases
Biodiversity

Craalityr of area of habitats
Populations or range of species
Protected areas

Threatened or protected species

legend
FPosmatirw e arrpaack = -+
IwNesgatisse izrapact =
INNewitral i act = L
— —

INo iz actk

Eco-Audit Checklist Impact

significant of some significance insignificant none

0000

0
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Example of ‘evaluation table’ to define what are the main environmental
Impacts of organization's activities divided for environmental matrixes used by
environmental verifiers

Eco-Anudit Checklist Impract
si g Ficat aof soane significance 1 Sd g Flcand TR
Land Use
Land use patterns -
Landscape -

Resource Conservation

Energy uise L
YWaste recovery -

IMatural resoures Smaternial use -
Extraction or use of non-reneswwvable [
réesources

Waste

Waste Prn:n:h.-. ction -

D isposa 1 -

Crangerous Substances

Uzse of dangerous substances =
Fizk of accidents dwrin B Elue Ex ArLSP ort, =
uze and manufacture of dangesawus

substances
Positmee mmpact
MNegatimre inmpact
MNeutral inmpact
IWo impact

L
v
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Example 1 of Audit Checklist for Environmental objectives, targets and
programs of EMS

Ohjectives, targets and programs - Has the organization established, implemented and does 1t maintain
documented environmental ohjectives and targets, at each relevant function and level within the organization?

Look for documented environmental objectives and targats.

How does the organization ensure that emplovees on all levels are aware of objectives and targets?
Speak with emplovees on all levels to determine if they are aware of objectives and targets.

How are the objectives and targets maintained? Who is responsible for maintaining them!

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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Example 2 of Audit Checklist for Environmental objectives, targets and
programs of EMS

Objectives, targets and programs — Are the objectives and targets measurahle, where practical, and consistent with
the environmental policy, including the commitments to prevention of pollution, to compliance with applicable
legal requirements and with other reguirements to which the organization subscribes, and to continunal
improvement?

How does the erganization develop objectives and targets? Who is responsible for developing them?

What nypes of things were taken into consideration during development? Were reducing the creation of waste,
reducing the release of specific elements to the air, reducing ground water contamination, reducing use of

raw materials by reducing rework and serap, taken into consideration” Was promoting awareness within

the organization and the swrreunding community considered?

Do the objectives and targets reflect the vision of the EMS policy? Are they consistent with the policy?

Do they include commitments to the prevention of pallution and compliance with applicable rules, requirements and
regulations?

Have measurable targets been defined? If not, why not?

Are targets both short and long term?

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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Example 3 of Audit Checklist for Environmental objectives, targets and
programs of EMS

Ohjectives, targets and programs - When establishing and reviewing its objectives and targets, does the
organization take into account the legal requirements and other requirements to which the organization
subscribes, and its significant environmental aspects? Does the organization also consider its technological options,
its financial, operational and husiness requirements, and the views of interested parties?

What factors does the organization consider in setting objectives and targets” How are significant impacts
considered’

Are legal and other requivements, available technology, financial, operational and business requirements considered’
Were interested parties involved in the development of objectives? If so, how?
How were abjectives develaped? Who participated in their development?

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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3. Specific Checklists for EMS auditing

Example of Audit Checklist for planning of EMS

Has the orgamzation estabhished, implemented and does it maintain a program(s) for achieving its objectives and
targets, including designation of responsibility for achieving objectives and targets at each relevant function and
level of the organization and the means and time-frame by which they are to be achieved?

IWhat plans have been developed to achieve objectives and targers’

Do plans include responsibility for achieving the objectives and rargets’
Do pians reflect objecrives and targets at lower levels of the organization?
Does the plan include its own rargers and timelines for reaching them?
Look ar plans. Is there one for everv obiective and rarger” Whar happens when something doesn 't go
according to plan? Is corvective action taken?

How is management kept informed of the progress towards the rargets’
How are emplovees informed of the progress towards the targeis”

Look for grapiis, informarion in newslerters, meering minutes, and posters.
How does the organization plan to achieve objectives and rargess’

Have responsibilities been defined”

Have time lines been defined”

How is progress monitored” Is it measurable”

What fias been included in the development of the plan’

How are resources obrained”?

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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3. Specific Checklists for EMS auditing

Example 1 of Audit Checklist for inspection on-site of EMS

BEACKRGROLUMND INFORMATION

Name of Auditor:

Date of Audart:
Name of Project/Site:

Nes No

- - 1. Does the site produce. use, or store hazardous substances or extremely
hazardous substances (EHS). as defined by National Environmental Agency ?

. 1 2. If the site produces, uses, or stores hazardous substances or EHS, was the
information provided to the Stare Emergency Response Comuuission (SERC) and
Local Emergency Plannming Comuuttes {LEPC) for planmng purposes”

- - 3. If a hazardous substance release ocourred, did the release mesr the reportable
gquannty and have the potential to affect off-site persons? If ves, were the SERC
and LEPC notfied?

— d | 4. If a release has occurred, were the necessary response actions performed?”

= i | 5. Are the documents/records abour the hazardous substance release maintained?

NOTES /' ACTIONS NEEDED TO BRING SITE INTO COMPLIANCE:
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Example 2 of Audit Checklist for inspection on-site of EMS

Juestion

Yes

Not

N.A.

Description/Uhservation

Emission (thermic plant)

Does the thermic plant autorized by
the local municipalites that has
released the licenceY

Are utitlized in this thermic plant only
fuels allowed by enwvironmental
national regulations?

Does the thermic plant respect limait
pollutants erizsions fixed by law?

Are respected the specifical technical
instructions to use the thermic plant in
atl appropriate way?

Are implemented all the control
operation to moniter and to maintance
the thermic plant?

Are the equipment utilised by workers
i compliance with regulationsy
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3. Specific Checklists for EMS auditing
Examgle 3 of Audit Checklist scheme for inspection on-site of EMS
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3. Specific Checklists for EMS auditing

Example of Audit Checklist for emergency plans of EMS

Checklist for Emergency Preparedness and Response Plans

Does your plan describe the following:

] potential emergency situations (such as fires, explosions, spills or releases of hazardous
materials, and natural disasters)?

E hazardous matenals used on-site (and their locations)?
] key organizational responsibilities (including emergency coordinator)?
] arrangements with local emergency support providers?

] emergency response procedures, including emergency communication procedures?

] locations and types of emergency response equipment?
] maintenance of emergency response equipment?

[ training / testing of personnel, including the on-site emergency response team (if
applicable)?

M testing of alarm / public address systems?

[ evacuation routes and exits (map), and assembly points?

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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Example of Audit Checklist for review management of EMS

Review Management Comment

a) Is there evidence that the EMS has been audited
to determine whether the system conforms to
planned arrangements and has been correctly
implemented and maintained?

b) Is there any follow-up or corrective action to the
audits?

¢) Iz there evidence that the EMS has been
reviewed by management to ensure its continuing
applicability and effectiveness?

d) Are these reviews regular?

e) Is there any follow-up to the reviews?

Mr. Tonino Palma, Mr. Gaetano Battistella, Mr. Fabrizio Ciocca
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4. References
http://www.apat.gov.it/certificazioni/site/it-IT/

UNI EN ISO 14001 : Environmental management system: Requirements with
guidance for use

http://ec.europa.eu/environment/emas/index_en.htm

http://www.emas-ecolabel.it/site/it-IT/EMAS/

www.sincert.it
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