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1. Purpose
Define a consistent method to plan, conduct, report and follow up internal environmental audits so that the organization obtains objective assurance on EMS implementation, effectiveness and conformity with applicable audit criteria.
2. Scope
Applies to the internal EMS audit programme and audits of activities, sites, processes and functions included in the EMS scope. It covers planning, auditor assignment, evidence collection, findings, reporting, corrective-action follow-up and escalation.
3. Responsibilities
	Role
	Responsibility

	Top Management
	Support audit independence, provide resources and receive material audit/escalation information.

	Audit Programme Manager / EMS Manager
	Maintain the audit programme, prioritize coverage, assign auditors, track reports/findings and coordinate follow-up.

	Lead Auditor
	Plan the audit, manage the team, confirm evidence, calibrate findings, conduct meetings and issue the report.

	Audit Team
	Collect objective evidence, follow process trails, record samples and communicate factual findings.

	Audited Process / Area Owner
	Provide access/evidence, clarify facts, define and implement corrective actions, and support effectiveness verification.


4. Procedure
	Step
	Responsible
	Activity
	Output / Record

	1. Establish / update audit programme
	Audit Programme Manager
	Plan audit coverage based on environmental importance, significant aspects, compliance obligations, changes, incidents, prior results, performance trends and management priorities.
	Approved audit programme / schedule

	2. Define audit objective, scope and criteria
	Lead Auditor
	Confirm what will be audited, evidence period, sites/processes, applicable internal criteria and relevant EMS requirements.
	Audit plan / assignment

	3. Confirm auditor competence and objectivity
	Audit Programme Manager
	Select auditors with appropriate EMS/process knowledge and sufficient independence from the work being audited.
	Auditor assignment

	4. Prepare audit trails and sampling
	Lead Auditor / Team
	Review prior findings, aspects, compliance evidence, controls, KPI trends, changes and records; identify process trails and samples.
	Working checklist / sampling plan

	5. Opening meeting
	Lead Auditor
	Confirm scope, method, timing, contacts, safety/site rules, confidentiality and escalation route.
	Opening meeting record

	6. Gather objective evidence
	Audit Team
	Observe work, interview relevant personnel, review documents/records and trace sampled evidence to actual operations.
	Audit working notes / evidence references

	7. Evaluate and classify results
	Lead Auditor / Team
	Compare evidence with audit criteria; confirm factual accuracy and classify results using the organization’s defined categories.
	Conformities / OFIs / nonconformities

	8. Escalate urgent issues
	Lead Auditor
	Promptly communicate a potentially material environmental incident, serious uncontrolled impact or credible compliance concern through the defined escalation process.
	Escalation / immediate-control record

	9. Closing meeting and report
	Lead Auditor
	Present results, explain evidence and criteria, record material factual disagreement, and issue the audit report.
	Closing meeting record / audit report

	10. Corrective action
	Process Owner / EMS Manager
	Address nonconformities through correction/containment where needed, cause analysis and corrective action proportionate to the issue.
	Corrective-action record

	11. Verify and close
	Lead Auditor / Assigned Verifier
	Verify implementation and effectiveness where appropriate; update audit status and recurring/systemic issues.
	Verified closure / follow-up record


5. Audit Evidence and Sampling
Use a combination of operational observation, interviews, documented information and records.
For significant aspects and operational controls, sample actual operating conditions rather than relying on procedures alone.
For compliance-related topics, verify the obligation source/applicability and the objective evidence supporting the organization’s evaluation.
Trace environmental data from reported result back to source and review when data credibility is material to the audit conclusion.
Record enough detail that another competent reviewer can understand the sample, evidence and basis for the result.
6. Working Finding Classifications
	NOTE: These are practical organization-defined working categories for consistent internal reporting. Calibrate them with the organization’s audit methodology and certification-body terminology where relevant.

	Classification
	Use

	Conformity
	Objective evidence demonstrates that the sampled criterion is implemented and operating.

	Opportunity for Improvement (OFI)
	An improvement opportunity is identified without evidence of a requirement failure.

	Minor Nonconformity
	A limited or isolated failure exists that does not indicate broad breakdown of the relevant EMS control.

	Major Nonconformity
	Evidence indicates absence, systemic breakdown or material failure of a required EMS arrangement, or another condition the organization’s audit methodology defines as major.


7. Finding Quality
	Finding Element
	Minimum Content

	Criterion
	The applicable ISO, internal, legal/other or process criterion used for the audit.

	Objective evidence
	Specific observation, interview, record, sample, date or reference.

	Statement
	Factual description of the conformity, improvement opportunity or demonstrated gap.

	Environmental significance
	Relevant impact/compliance/operational consequence where useful for prioritization.

	Owner / due date
	Assigned through the corrective-action process for required actions.


8. Exceptions and Escalation
The auditor does not wait for the final report when evidence indicates an immediate environmental-control issue, credible material compliance concern, or condition requiring urgent management attention. The auditor communicates the evidence and affected area through the organization’s escalation process. The audit itself does not replace technical, legal or emergency-response decision making.
9. Records
	Record
	Control

	Audit programme / schedule
	Maintain current scope, timing, status and responsible auditor.

	Audit plan / working papers
	Protect confidentiality and retain according to the organization’s record requirements.

	Audit report
	Controlled audit output distributed to authorized recipients.

	Corrective actions / verification
	Track through implementation and effectiveness verification as applicable.


10. Related Documents
Internal Environmental Audit Checklist (EMS-AUD-001).
Internal Environmental Audit Report (EMS-AUD-002).
Environmental Audit Guidance (EMS-GOV-004), where maintained.
Documented Information Procedure and corrective-action process, where maintained.
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