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 3. INTERNAL AUDITS 
Purpose: 

The purpose of this procedure is to ensure that internal audits are conducted at planned intervals by independent suitably qualified auditors to demonstrate to management and third parties that business processes are being conducted in accordance with planned arrangements, regulatory, industry specific requirements & the requirements of ISO 9001:2008 and ISO 14001:2004 and BS OHSAS 18001 are operating in the most effective and efficient manner.

Responsibility:

It is the responsibility of the Management System Manager to prepare an annual audit schedule, review the results of audit at management review and ensure that corrective actions and improvements are closed out. It is the responsibility of the auditor (using either internal or external resources) to undertake the audit, identify any non conformities and report the findings. 
Procedure:

3.1 The Management System Manager shall compile an annual quality, health and safety and environmental management system audit schedule using form GEWS-F06, which ensures that all relevant requirements of the ISO 9001:2008, ISO 14001:2004 and BS OHSAS 18001 standards are audited within a twelve month period. Audits shall be planned based on findings from previous audits, consideration of the relative importance of the business processes, legislation and comments from staff and interested parties.

3.2 When compiling the schedule, provision shall be made for an appropriate level of auditing at site level to ensure satisfactory implementation of the system and compliance with the processes and procedures.
3.3 Audits shall be carried out to the planned schedule by competent auditors ensuring that auditors do not audit their own work or work area.

3.4 The auditor shall communicate with the relevant persons prior to an audit being undertaken and audits shall be completed in line with the schedule ensuring that good objective evidence is obtained and meaningful reports are compiled.

3.5 The details of the audit, including the standards references, documentation references, persons involved, etc shall be entered on the audit report form (form GEWS-F07). 

3.6 Previous nonconformities/observations should be closed out (if any) and any new nonconformities and opportunities for improvement identified. Non-conformances shall be raised where non-compliance with the management system or the standards is found. Observations shall be raised where slight deviations from the requirements are evidenced or possible improvements to the system are suggested. Non-conformities raised will be added to the non-conformity log held with the Management Systems Manager. 

3.7 Findings from the audit shall be discussed and reviewed with the appropriate personnel to confirm understanding and acceptance and any corrective and preventative actions required shall be documented and completed within a reasonable timescale.

3.8 On completion of the audit a report should be prepared, approved, issued and circulated within one week from the date of completion of the audit to relevant personnel where necessary. 
3.9 Where appropriate, follow up, verification audits shall be carried out to confirm that the corrective actions have been satisfactorily completed and that the action taken was effective. Where non-conformities still exist, or corrective actions have not been completed within an appropriate timescale, the auditor shall refer the matter to a more senior member of staff to progress.

3.10 The findings from internal audits and audit performance, status of corrective and preventive actions and opportunities for improvement shall be examined and reviewed at the management review meetings. Any changes to the management system or associated practices shall be identified and authorised for implementation. 
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