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Audit Criteria:
Passed: - The processes and procedures are conforming to requirements
OFI: - The processes and procedures are conforming to requirements but improvements could be made.
Minor Non Conformance: - The processes and procedures do not fulfil a requirement but is unlikely to result in ISMS failure.
Major Non Conformance: - The processes and procedures do not fulfil a requirement and is likely to result in ISMS failure.

Frequency of audit:
Audits are carried out at planned intervals as detailed in the audit plan and shall reflect previous audit results and the importance of processes.

Audit methods:
The audit process is carried out to ensure that planned arrangements and the ISO standard are conforming. They are conducted by independent trained auditors who carry out the function in an objective and impartial manner. The frequency of audits is detailed above. They are conducted either at the point of use of a procedure, within a process or department or as a desk audit as appropriate.
During the audit process the auditor interacts with the auditee in order to obtain objective evidence which can be in the form of documents, statements (verbal or written), records and visual media. This evidence is recorded as detailed below and includes a summary and a final result based on the above audit criteria.
This report is signed by both the auditor and the auditee to confirm that the audit has been conducted following the above process which includes agreement regarding the selected resulting criteria.


Introduction
This audit was commissioned by Trade Distribution Limited to ensure that their information security system and environmental system is conforming to the requirements of ISO 27001:2013 and ISO 14001:2015. This will ensure that any non-conformances (major or minor) are dealt with accordingly and preventive actions are put in place. The organisation also requires feedback on opportunities for improvement.

Scope
The audit reviewed the EMS documented system and communication.


	Documentation reviewed during audit
See details in the report below




	Details of audit and samples taken

The EMS Documented System (including internal and external documentation and communication) was reviewed with Ally Kinnin (AK).
The ISO 14001 documentation is retained within the shared Operations and Compliance Folder. This also contains an Archive Folder in which all old documentation is stored. The following documentation was reviewed with AK:
· Document Templates – labels, procedure templates, etc
· CCTV Camera Locations – v1.2 – 20/9/17
· Draft Documents – included the Lifecycle Management Process and ISO Context Diagram. These were awaiting review and sign off.
· Electrical Consumption 2016 – The ISO consultant (Kevin Burnell) has the electricity records for 2017 and will be developing the consumption spreadsheet for TDL.
· FLT Records – 2 x gas (25 and 26) and 1 x diesel (19). This information is captured when the tanks are replaced. There is also a gas FLT at Pets @ Home, which belongs to TDL. The information is transferred to a graph.
· FLT Hours of usage – information from readers on FLT’s – used to convert to CO2.
· FLT Form – Drivers complete one each morning before using the FLT, to determine the start readings and any issues with the FLT (this is in the form of a checklist).
· Hazardous Consignment Data Sheets – each vehicle has a handbook which includes the Spillage Control procedure and copies of the relevant Safety Data Sheets. Polyfibres require ADR drivers to transport them. Goods are collected from the UK and transported to Skelmersdale. The IOM Steam Packet is informed of the items being transported to the IOM with a Dangerous Goods Note, so that they can make any necessary arrangements for transport on the ship.
· Spill Incident Form – AK and PC retain copies of completed forms and PC retains a register of spill incidents.
· Heating Oil Records – TDL are no longer using the heating oil, but consideration needs to be given for the tank, its location, and protection.
· Paper Reduction Program – this is used to keep track of how much paper is printed each month from each printer in the business. 
· Process Documentation:
· Manx Petroleums On Site Spill Procedure
· Service Shut Down Procedure – SOPEM001 – details keys, how TDL areas are shut down, responsibilities, alarms and what happens when they are sounded, and standard operating hours. This procedure is owned by Mickey Cowell, Brian Wade, and Jim Neill.
· Vehicle Fuel Storage – SOPEM002 – bunded and alarmed (localised), tank not calibrated, process for fuelling, spill control, contaminated waste (special waste bin in Workshop, goes to SITA when full), end of day procedure, contingency plan (major fuel leak, can use Mannin Retail shops/garages as back up).
· QA Dept Spillage Procedure – overarching spill procedure – can be used if TDL needs to build a Spill Handbook for a vehicle. PPE Kit replenishments are retained by Jim.
· Red Diesel Records – used for fridge trailers. The usage is recorded and put in a chart.
· Road Fuel Records – TFM records used, which is recording all vehicle fill ups. AK uses this information and extrapolates the TDL records for her CO2 calculator.
· Shipping – trailer tonnage – only get this information annually from the IOM Steam Packet.
· EMS Carbon Footprint Calculator – measuring 11 items – to be completed for 2017.
· Supplier and Interested Parties Licenses
· Ask Buck Waste Disposal License
· CO2 certificate for H&B Group
· Costains license references
· Manx Telecom ISO Certificates
· Rentokil contract
· ISO 9001 certificate
· TEL’s waste license
· Waste Disposal Licenses Register
· Waste Transfer Notes
· Waste oil to SITA
· Hazardous waste to SITA (contaminated waste from Workshop)
· Doxbond collection notes and destruction certificates
· Waste Transfer Note Register
Waste cardboard from the warehouse process is placed in a skip and collected by TEL’s when full. Shrink wrap is placed in a separate bin and collected by Ask Buck for recycling.
· Standard Documentation:
· EMS 02 Documented System – details the ISO requirements by clause number, and the controls implemented by TDL.
· Combined Audit Plan – October 2017 (9th to 13th); Stage 2 (6/11/17); Stage 1 (24/8/17)
· Audit Requirements Template – this was archived during the audit, and deleted from the Controlled Documents Register, as AK confirmed that it was not relevant to the EMS.
· EMS04 Aspects and Impacts Register
· EMS Management Review Process & Agenda – there are no minutes to be audited as yet, as the first management review has not been undertaken.
· Email to on site staff regarding batteries disposal – classified as hazardous waste – pass to Yvonne for storage/disposal – dated 5/10/17
· Fire Evacuation Procedure – image of displayed Fire Action Sign
· Improved Controls – action plans for Jan 2017 and June 2017
· Internal Audit Report
· ISO 14001 EMS Overview – this will be distributed and will be used for awareness. It will also be printed and placed on the Awareness Wall.
· ISO 14001 Requirements – document for AK to work with
· Email regarding Office Waste Management dated 22/8/17 – what to do, bin location, disposal methods
It was noted during the audit that there was no documented drainage plan. 
The Suez Waste Oil Contractual Arrangement was presented to the auditor. This is for the Waste Oil Scheme Membership, dated 1-9-17 to 31-8-18. AK confirmed that TDL are yet to be invoiced the fee, to confirm their membership in the Scheme.
The TDL Applicable Requirements Register (located in the ISO 14001 folder) was reviewed, and it was noted that the updates completed by AP earlier in the week had not been captured within this register. AK explained that there were two registers used, which should be the same. During the audit she deleted the ISO 14001 register and referred to the ISO 27001 register in the EMS Controlled Documents Register.
AK presented the auditor with an email to all TDL customers and vendors, dated 22/8/17, informing them of the ISO 9001 re-certification, and future plans for ISO 14001 and 27001, including a description of what this means. The policy documents were attached to the email.




Signed (auditor)              G Burnell                                                                                             Date 11/10/17



	Passed
	Major NC
	Minor NC   1
	O F I

	Summary and Results of Audit (tick appropriate box)

Electrical Consumption 2016 – The ISO consultant (Kevin Burnell) has the electricity records for 2017 and will be developing the consumption spreadsheet for TDL.

It was noted during the audit that there was no documented drainage plan. 

The TDL Applicable Requirements Register (located in the ISO 14001 folder) was reviewed, and it was noted that the updates completed by AP earlier in the week had not been captured within this register. AK explained that there were two registers used, which should be the same. During the audit she deleted the ISO 14001 register and referred to the ISO 27001 register in the EMS Controlled Documents Register.


Signed (auditor)              G Burnell                                                                                             Date 11/10/17
Signed (auditee)                                                                                                          Date



	Investigation including Root Cause ( 5 whys )







Signed                                                                                                                              Date



	Corrective Action Agreed
Kevin Burnell, ISO QA IOM Consultant has confirmed that he will be completing the Kewaigue Drainage Plan.  In additional, the electricity and refuse utility bills for the third quarter of the year will be sent through to Kevin in order that the CO2 calculations can be updated.

Signed (auditor)                                                                                                           Date
Signed (process owner)       A. Kinnin                                                                       Date 6/11/17



	Corrective action completed
Documents that are applicable to both 14001 and 27001 can be accessed from both Control Registers – the hyperlinks in the spreadsheets will lead to the same version of the document.


Signed (auditor)                                                                                                           Date
[bookmark: _GoBack]Signed (process owner)          A. Kinnin                                                                   Date 6/11/17
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