	Site: All Campuses
Version: 2.2
Issue date: 07-Mar-2014
	Approved by: Kat Thorne
Department: Facilities Management
	[image: image1.png]TR UNIVERSITY
of
GREENWICH







	Internal SMS Audit Report 

	Audit Ref Number**:
	Area/dept. being audited: 


	Audit date:



	
	Auditor(s):


	Auditee(s): 

	OBJECTIVES & SCOPE: 



	Non-conformance Reference *
	Description of non-conformances and observations (include photos if available) 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Signed (auditor):

Date:


	Signed (auditee):

Date: 


Guidance

* Non-Conformance Category 

Major – identifies a major non-compliance with legal requirements and/or a major environmental incident or near miss. Examples include a major permit violation or bulk storage of dangerous substances without adequate containment.  

Minor – identifies a minor non-conformance with internal, ISO 14001 or other requirements. Examples include the absence of spill protection near chemical stores, the lack of training of contractors regarding emergency spill procedures, or the absence of measuring internal sustainability indicators as required by the SMS. 

Observation – identifies both positive and negative observations, recorded as “Obs”. These can include issues that require attention to improve the operation of the SMS and that if left un-addressed may lead to lead to a non-conformance during future audits. In contrast, a positive example of good environmental practise may also deserve recognition or a flag for re-visit at the next audit.

Repeat Observation – identifies a repeat occurrence of an observation from a previous audit that was reported as closed. The “RObs.” Observation designation means that an item was found again in the same or substantially same circumstances. This includes those items identified in the most recent audit which were documented as ‘closed’ in a quarterly status report but found to be not fully corrected (i.e. all required action items were not completed).

Each observation on the internal audit report is given a reference number, e.g. MAJOR1, where MAJOR= Major Non Conformance and 1 = the individual number given to each instance on the audit form. 

**Audit Reference Guidelines

Each internal SMS audit will have a unique reference number that identifies its location, type and date. 

a) Depending on the campus where the audit took place it will begin with either:

· AH = Avery Hill

· GRE = Greenwich

· MED = Medway

· SMS = Audit of SMS processes

b) Depending on the area/dept/element audited a code should be generated that will be clear to anyone viewing or reviewing the document. Suggested example codes include:

· EXTERNAL = External Environment.

· COREDOC = Core Documents / SMS Systems Review

· LEGAL = Legal Register

· OBJ&TAR = Objectives & Targets

c) Finally, the month and year is indicated. 

An example of an audit on Avery Hill of the Charterhouse Workshop in July 2011 would be referenced as: AH-CHARTERHOUSE-07-2011. 

Recording non-conformances on SMS Action Request Log, CD09, Guidelines

When recording actions onto the SMS Action Request Log, CD09, the audit reference number and the conformance category number should be combined to form the Ref no in this log, e.g. AH-CHARTERHOUSE-07-2011-MAJOR1

Changes to this document

If you think changes are required please contact Alex Giles, Sustainable Projects Assistant, on x8813 or email sustainability@gre.ac.uk. If necessary, changes to this document will be made and recorded below, and a new version will be created

	Version no. updated
	Change made
	Name
	Date updated

	
	
	
	

	
	
	
	


UNCONTROLLED COPY WHEN PRINTED/ PHOTOCOPIED

Check validity with list of documents on shared drive ‘U:OFM/FM Shared/ISO14001_SMS_Shared’ before use
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