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1.0
PURPOSE

1.1
The purpose of this procedure is to describe the systematic action plan that Chesterfield County will use to address nonconformances and opportunities for improvement during Environmental Management System (EMS) audits (internal and external), environmental compliance audits and monitoring and measurement inspections.



1.2
This procedure is intended to ensure that responsibility, accountability and authority for handling the investigation of nonconformances and initiating and completing corrective and preventive actions are delegated.


2.0
SCOPE

2.1
The scope of investigating and managing nonconformances and opportunities for improvement is limited to responding to those nonconformances and opportunities for improvement identified during EMS audits, environmental compliance audits and monitoring and measurement inspections of Chesterfield County facilities.


3.0
RESPONSIBILITIES

3.1
A Corrective Action Request (CAR) will be prepared for all nonconformances identified as a result of both internal and external EMS audits and environmental compliance audits.



3.1.1
At the completion of an EMS internal audit or environmental compliance audits, the audit team is responsible for bringing all nonconformances, identified during the EMS audit to the attention of the facility EMS team.  The audit team is responsible for preparing a CAR for each nonconformance identified.



3.1.2 At the completion of an EMS external audit, the facility EMS team is responsible for preparing a CAR for all of the nonconformances identified by the external auditor.



3.2
Facility personnel responsible for the management of the monitoring and measurement program are responsible for identifying nonconformances during monitoring and measurement inspections.  All nonconformances will be brought to the attention of the facility EMS team.  The facility EMS team is responsible for completing a CAR for the nonconformance.



3.3
The facility EMS team is responsible for recording all of the CARs on a Corrective and Preventive Action summary log ("summary log") and maintaining the summary log in the EMS Manual.


3.4
The facility EMS team is responsible for contacting regulatory agencies as required.  The Office of Environmental Management and the County Attorney's Office should be consulted before this notification is made.




4.0
DEFINITIONS


 
4.1
For the purpose of this procedure:



4.1.1
"Corrective action" is defined as an action taken to mitigate the impact or potential impact of a nonconformance on the environment, Chesterfield County's environmental performance or the operation of its EMS.



4.1.2
"Preventive action" is defined as an action taken to eliminate the cause of an existing or potential nonconformance in order to prevent the occurrence or recurrence of the nonconformance.



4.1.3
"Nonconformance" will be used to refer to both an aspect nonconformance and an operational nonconformance.





4.1.4
For other definitions, refer to 3.0 EMS Related Definitions.



5.0
PROCEDURES

5.1
Chesterfield County has a standard Corrective Action Request (CAR) Form (ENVMGT.FORM.0006) for recording nonconformances identified as a result of EMS audits, environmental compliance audits and monitoring and measurement inspections.  The CAR is a three-part form identifying the nonconformance, corrective and preventive actions for the nonconformance, and verification of implementation of the corrective action.  The originator fills out the first part of the CAR, which identifies the nonconformance or opportunity for improvement.  (If the nonconformance or opportunity for improvement is identified as part of an external audit, the facility EMS team will prepare the CAR for each nonconformance or opportunity for improvement identified by the third part auditor).  The facility EMS team or Area Representative fills out the second part of the CAR that identifies the corrective and preventive actions that will be implemented to address the nonconformance or opportunity for improvement.  The facility EMS team leader and the county Environmental Manager will fill out and sign the third part of the CAR after verification of implementation of corrective action.



5.1.1
A unique facility CAR Report number is assigned to each nonconformance.  The CAR report number is a four-digit number.  The first two digits are the year of the nonconformance, and the last two digits are a numerical sequence.  For example, the first CAR prepared in calendar year 2004 would be assigned the CAR Report number 0401.



5.2
Chesterfield County has a standard Corrective and Preventive Action Request Summary Log (ENVMGT.FORM.0010) ("summary log") for tracking CARs.  Each facility will record CARs on the summary log and identify each with a CAR Report Number.  The log also identifies the type of audit used to identify the nonconformance: MM is monitoring and measurement, CA is for environmental compliance audits, and EM is for environmental management system audits.


The summary log will be maintained as part of the EMS system.




 
5.3
Nonconformance Management



5.3.1
The current CARs and summary log will be organized and kept with the facility EMS manual.



5.3.2
Information pertaining to the handling and investigation of nonconformances and the initiation and completion of corrective and preventive actions will be documented and kept with the facility EMS manual.



5.3.3
Nonconformance documents will be distributed to those individuals required to approve or assist in the investigation or implementation of corrective and preventive actions.



5.3.4
The facility EMS team leader will notify and keep personnel who identified the nonconformance informed regarding the investigation and implementation of the corrective and 
preventive actions.



5.3.5
Internal and external inquiries about a nonconformance will be handled in accordance with procedures identified in the Environmental Management Systems documentation and Communication section of the facility EMS manual.



5.3.6 When required by a legal or regulatory obligation, Chesterfield County will notify the appropriate authority or organization of a nonconformance.  The facility EMS team leader is responsible for notifying the appropriate authority or organization.




 
5.4
Corrective Action Response (CAR) Completion



5.4.1
Response to all CARs will be completed by the facility EMS team and other designated personnel as required.



5.4.2
When responding to a CAR the following information will be identified and documented: a) Audit Area Location; b) Identify Nonconformance: brief description of the potential or actual nonconformance (observations), the identification of the person responsible for responding to the nonconformance, and an estimated completion date; c) Identify the root cause of nonconformance: list of issues and actions that caused or could cause the nonconformance; Also, determine legal and non‑regulatory obligations; d) Identify and implement short term corrective action: list corrective action and complete date; e) Identify and implement long term preventive controls: list of controls to be implemented or modified as a means to prevent the occurrence or recurrence of the nonconformance and implementation schedule f) Verification of Completion:  The EMS Team and the Environmental Manager are to verify CAR completion.



5.4.3
Prior to the undertaking of any corrective or preventive actions, the facility EMS team will review and approve the proposed corrective and preventive actions. 




5.4.4
Prior to a nonconformance being declared resolved, the facility EMS team and county Environmental Manager must sign off on the corrective action. 



5.4.5
Upon declaring a nonconformance resolved, the nonconformance will be saved as a record in the facility EMS file. The record will include documentation of the facility EMS team review and a copy of the completed CAR in its final state. The CAR documentation will be saved for a period as prescribed by any legal or non-regulatory requirements associated with the nonconformance. If no prescribed record period is associated with the nonconformance, the documentation will be retained for at least two years.
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6.1
4.4.2  EMS Audit Procedure




 
6.2
4.4.3  Communication Procedure




 
6.3
4.4.4  EMS Documentation Procedure




 
6.4
Internal EMS Audit Checklist (ENVMGT.CHKLST.0001)




 
6.5
Corrective Action Request (CAR) Form (ENVMGT.FORM.0006)





6.6
Corrective and Preventive Action Summary Log (ENVMGT.FORM.0010)




 
6.7
4.5.2  Evaluation of Compliance Procedure
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