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Purpose & Scope:

This document describes the procedures used to form audit teams, assess training needs for team members, set audit schedules and describe the elements required for audit plans.
Internal audits will be of two types. First, a team will be appointed to audit each Environmental Management Program (EMP) and will review the program’s legal obligations, training, procedures, environmental controls, equipment maintenance, inspection and other elements, documents and records referenced in each EMP.  Audits will include personnel interviews.

Second, the Steering Committee will audit each element of their EMS Manual, including procedures, communications, record retention, document control, legal obligations and resources, roles and responsibilities. 

Applicability:

This procedure applies to all personnel within the scope of NCI Frederick’s EMS:

· The SAIC-F Principal Investigator and Directors

· The NCI-F Directors

· Environment, Health and Safety (EHS)

· Acquisition and Logistical Services (ALS)

· Facilities Maintenance and Engineering (FME)

· Other directorates as they are included in the EMS scope in the future

References:

· ISO 14001

· Executive Order 13148

· NCI Frederick Environmental Management System Manual

Responsibilities:

· The NCI-F EMS Steering committee will solicit volunteers for audit teams, appoint a lead auditor for each team and set up training sessions for those personnel. 
· The auditors for each team will review EMPs, SOPs and other documents as needed to familiarize themselves with the program activities, products, services and environmental controls. 
· The lead auditor for each team will 
1. ensure that each member of his team has received internal audit training,

2. generate pertinent audit criteria

3. schedule the audit times with personnel involved with the EMP,
4. write up the audit results for review by the Steering Committee.
· THE Steering Committee will collect the results and complete an audit report to be presented to Senior Management as part of its review.
· Senior Management will review audit results and direct the EMS Steering Committee on any changes in policies, scope, procedures or other EMS elements it wishes to see changed. 
· NCI Frederick personnel will make themselves available and cooperate with audit personnel during interviews and requests for documents. 
Procedure: 

Internal EMS audits will occur once a year with a deadline scheduled by the EMS steering committee:

Audit planning will consist of: 

1. Review of previous audits (if applicable)
2. Review and scheduling of training for audit personnel,
3. Assignment of EMP programs to lead auditors,

4. Scheduling of audits,
5. Generation of audit criteria,
6. Requests for resources or assistance.

Audit criteria are generally in the form of checklists and are based on the EMS Manual and the EMPs. Criteria should include all training requirements, referenced procedures and any monitoring or measurements made to maintain the EMP such as equipment calibration logs.
The audit write-up for each EMP and the EMS structure should include a list of the audit criteria reviewed, items of non-conformance or non-compliance, notes from interviews and suggestions for improvement.
The Steering Committee will compile the results of all audits and compile a presentation for review by Senior Management. 
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