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TIER 1 SELF-ASSESSMENT CHECKLIST

MOC EMS Audit Team will use this check off list for self-assessments.  

	EMS Self-Assessment

	Assessment performed by:                                                                            Date:



	Activity/Location: 



	Operational Controls Identify operational controls assessed. Assessment should cover observation, interviews and review of 

documents, identify any non-conformance to requirements.

	Operational Control
	Instructions followed



	
	Regulatory requirements 


	Records maintained

	
	
	

	Operational Control
	Instructions followed

	
	Regulatory 


	Records maintained

	Operational Control
	Instructions followed



	
	Regulatory requirements 


	Records Maintained

	Facility Walkthrough

	Housekeeping  General area/shop appearance, storage, labeling, use of PPE

	Comments


	Excellent

Fair

Poor

	*Reference: Category of finding: Housekeeping (H), Serious Condition (SC)


* Modify based on specific corrective and preventive practices adopted.
	EMS Audit and Self-Assessment

	Significance 1
	Immediate Action Required
	Implies a non-conformance directly associated with an environmental legal requirement.
	Person responsible for taking action:


	Provide copy of action (immediately) to

EMS Representative and:

· RECO 

· Deputy Director MOC

· Department Supervisor

	Significance 2
	Priority Action Required
	Implies a non-conformance that affects multiple areas, covers similar operations, or identifies an potential emergency issue.
	Person responsible for taking action:


	Provide copy of action (immediately) to EMS Representative and:

· Deputy Director MOC

· Department Supervisor

	Significance 3

Or Serious Condition


	Action Required
	Implies a non-conformance that is a serious condition but is associated with a single aspect of environmental program, EMS standard, procedures and practices.  
	Person responsible for taking action:


	Provide copy of action (immediately) to EMS Representative and:

· Department Supervisor


Verification and oversight of Corrective and Preventive Actions must be done by an independent party (person not responsible for taking action) and follow these guidelines:
· All Corrective and Preventive Actions presented (in association with Audit findings) during Management Review.

· When recurring or serious delays in completing actions are observed, a re-audit or top management oversight is warranted.

· EMS practices support the identification of Corrective and Preventive Actions via EMS Self-Assessments, Audits and/or by anyone observing a non-conformance. 

Class 3 non-conformances are considered minor. Observations may be minor non-conformances or represent improvement opportunities for the system. Minor non-conformances or observations do not require a formal written non-conformance. Minor non-conformances or observations may suggest: 
· Housekeeping (H) which implies a condition or practice that does not demonstrate best practices but is not seen as a root cause of a serious environmental impact incident, non-compliance to legal requirements or serious non-conformance to the EMS.

· An improvement opportunity whereby EMS procedures, practices and Work Instructions may be enhanced or improved. 

Minor non-conformances or observations should be discussed with the auditee and/or Department Supervisor at the time of the Audit or Self-Assessment.
	"NOT CONTROLLED" UNLESS VIEWED VIA NOAA INTRANET OR DISTRIBUTED HARDCOPY BY NOAA RECO





