EMD D4. NON-CONFORMITY (INTERNAL AUDIT) FORM

	Auditor Name
	Scope of Audit ()
	Audit Date

	
	Operational area
	Kaizen Project
	




Questions to keep in mind when assessing these areas:

· What are the expected outcomes (objectives / targets)? And what is the actual outcome observed?
· Are we getting the data / information we expected?
· Is the outcome on track, still in development or is there a problem? 
· Is the result acceptable? Or within acceptable limits?
· Where may risks occur? And what controls are there for each risk identified? Are these working?
· What is not working? What do we need to change to make things work better?
· Did the activity happen when it was supposed to? And was it done properly? How do we know?
· What department checks are in place? Are these working effectively?
· What improvements have taken place since the last internal audit of this area?
· Are there any other areas where a similar risk may be present?


* Key: CAR = Corrective Action	 Observation = area of opportunity
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· We have assessed whether similar non-conformances are occurring elsewhere.

Upon completion, this form is provided to the relevant manager for investigation and resolution of any corrective actions.

· We have added this risk to Environment Site Inspection Checklist (above) to ensure the action(s) taken continue to work.


Non-conformity & corrective action guidance notes

A non-conformity is defined as a deviation from operational practices, EMS standards or expectations. It may result in a system failure, hazardous or polluting condition depending on the activity. Some issues may be noted as minor non-conformances or kaizen observations (e.g. during an internal or external audit). But multiple minor issues may collectively raise the required response to that of a major non-conformity.

Non-conformities are addressed with Corrective Actions to resolve issues and prevent re-occurence; potential non-conformities are tackled with preventive actions.

· We follow a standard process for identifying, responding to and correcting EMS non-conformities of:


	Non-conformities and kaizen observations are identified via site inspections, external and internal audits, complaints, accidents, incidents and near misses, quarterly kaizen project reviews, data monitoring or testing of environmental emergency responses.
· The non-conformity is recorded and reported to the relevant department manager and Environment Champion. 
· Where there is an immediate risk of non-compliance or pollution: urgent action is taken to contain the environmental impact, if safe to do so. 
· Compliance non-conformities and serious complaints must be reported immediately to TNZ – see EMD B10.
	· The relevant departmental manager will investigate* root causes of the problem, and discuss appropriate countermeasures to prevent a reoccurrence. This may include liaising with the Environment Champion, and TNZ where appropriate.











* What happened? What went wrong? Who was involved? How might we prevent it reoccurring again?
	· Findings are raised with the relevant department. 
· Corrective and preventative actions, timescale for completion (based on incident severity) and close out dates are mutually agreed with the Environment Champion. 
· A written and dated record of the communication is held here: < insert document location >.
	· A person is made responsible for implementing the agreed actions. This may include liaising with the Environment Champion
	· Both the department manager and Environment Champion note the completion date in their diaries and confirm a date to review progress. If both are satisfied that the agreed actions have been implemented the incident is closed.

· Inadequate responses: If a corrective action is not taken or is implemented inadequately (e.g. the environmental risk or legal non-compliance remains) the Environment Champion follows a formal follow-up process with reminder emails to the responsible person or their manager, until the issue is resolved.
	· Notable non-conformities and preventative actions are included in the agenda for the EMD 5.4 Management Review process.




· We retain documented information and communications on the nature of the problem, actions taken and the effect achieved. These documents are held here: < insert location >.

· Resolved non-conformities are included in the EMD D2. Internal Audit Schedule and Document Control and EMD D3. Envt Site Inspection Checklist to ensure those issues are checked** and controlled in future to help prevent their reoccurrence. This is an essential part of continuous improvement.
** Did it work? Is it continuing to work? 
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