Checklist ISO 14001:2004 
(November 2004)
	Overall Documentation Requirements:


	Comment
	Status

	Ensure that you, as a minimum,  have documentation as required specifically by the standard:

a)
Documented information on environmental aspects and impacts evaluation 

b)
Records of identified applicable environmental legal requirements and 
     document(s) showing applicability to its environmental aspects
c)
Documented policy, objectives, and targets and programmes 

d)
Documented roles, responsibilities and authorities 
e)
Records on competence and performed training of own employees and of 
     relevant personnel working on its behalf, e.g. contractors.  Records of 
     emergency preparedness training and tests (if applicable)

f)
Documented communications from and with external interested parties, at 
     least complaint records. 

g)
Documented procedures for operations and activities that may cause 
     significant environmental impacts.

h)
Documenting of information to monitor performance, applicable operational 
     controls and conformity with objectives and targets. Records to track 
     calibration and maintenance of monitoring and measurement equipment.

i)
Documented changes resulting from corrective and preventive action 
    (including incident reports)

j)
Documenting evaluation of compliance with environmental legal requirements
     and other applicable environmental requirements to which your organization 
     subscribes
k)
Documented internal audit programmes and records from audits 

l)   Records from management review 
	Most of these were already a requirement under ISO 14001:1996, but this list provides complete list as required under new version.
	


Changes (referred to clause in standard):

	New Requirement to Review
	Comment
	Status

	3. Definitions

7 new terms are included, primarily for harmonisation and compatibility with ISO 9001:2000 (these are: audit, document, procedure, record, nonconformity corrective action and preventive action).


	Need to check for consistency if EMS contains definitions.
	

	4.1  General requirements

More explicit on:
1. The need to demonstrate continual improvement of the EMS.
2. The need for the organizations to clearly define the scope of the EMS.
	This should already be integral to the existing EMS.
	

	4.2 Environmental policy
More explicit regarding communication of policy to persons working on its behalf, not only to employees as in ’96-edition. (Communication to “external” persons need also be seen in conjunction with requirements in 4.4.2 and 4.4.6 c))


	See clause 4.4.2
	

	4.3.1 Environmental aspects

More explicit on:
1. Inclusion of planned or new developments and new or modified activities, 
    products and services within the aspects process (this was formerly under
    Clause 4.3.4). 

2. Clear requirement for the information from the aspect process to be
    documented.

3. Significant aspects shall be considered when establishing and maintaining/ 
    developing the EMS in general and as a basis to set the environmental 
    objectives.
	These changes should already be covered under the EMS, but some rearrangement of documentation may be needed to reflect changes within this clause.
	

	4.3.2 Legal and other requirements

More explicit on:
1. Determining the applicability of legal/other requirements to an organizations 
    environmental aspects.
2. Ensuring that environmental legal and other environmental requirements to
    which the organization subscribes are considered in developing, implementing
    and maintaining the EMS.
	This should already be covered within an effective EMS, but checks will be needed, particularly on effectiveness on interpreting applicability of legal and other requirements.
	

	4.3.3 Objectives, targets and programme(s)

Changes are:

1. More explicit to address that objectives and targets shall be consistent
    with commitment to continual improvement (also for environmental
    performance).
2. Objectives and targets shall be measurable, where practicable.
3. Text under former Clause 4.3.4 on programmes has been merged into this 
    clause.


	Should already be covered under existing EMS, but the requirement for measurable objectives and targets related to environmental performance should be reviewed and considered.
	

	4.4.2 Competence, training and awareness
The new version is more explicit  requiring procedure for awareness “training” also for relevant persons working on behalf of the organisation, which could include contractors, temporary staff etc., and not only own employees or members as specified in the 1996 version. (Communication of environmental policy (ref. 4.2) to “external” persons can, as stated in Annex A2 in the standard, be in alternative forms to the policy statement itself, such as rules, directives and procedures covering pertinent sections of the policy)

	Need to review the range of personnel working under scope of EMS and check that they are adequately covered under this clause.
	

	4.4.3 Communication
The new version states that the organization shall establish (a) method(s) for external communication about its significant aspects if it is decided to communicate

	Need to review approach to external communications and ensure that new clause wording is adequately met.


	

	4.4.4 Documentation

The new version is more detailed in defining the documentation needed to be included in an EMS. The scope of the EMS shall be described in the system documentation.

	This should already be covered under existing EMS, but check to ensure that description of the scope of EMS in the documentation is included.


	

	4.4.5 Control of documents
Changes are:

1. Closer alignment to ISO 9001:2000 in terms of content and clausal structure.

2. More explicit requirement to control documents of external origin.
3. The term document is now clearly defined and is same as for ISO 9001:2000


	This should be effectively covered under existing EMS, but should check control of external documentation.
	

	4.5.1 Monitoring and  measurements

The new version no longer requires a “documented procedure”, but note that clause  requires procedure(s) that includes the documenting of  information required to monitor performance, applicable operational controls and conformity with objectives and targets.


	This should be effectively covered under existing EMS 

	

	4.5.2 Evaluation of compliance

New clause partly covered by 4.5.1 in 1996-edition. Requires evaluation of compliance for both legal environmental requirements and other requirements to which an organisation subscribes.  There is no requirement for documented procedure, but it is required to keep records of the evaluation(s). 
The changes made imply that this issue have been given more emphasis. 

	Need to ensure that adequate records are available for periodical evaluation of compliance, and that there is an effective process for this evaluation (one mechanism could be via internal audit).

	

	4.5.3 Nonconformity, corrective action and preventive action

This clause have been reworded for clarity.  New version more clearly requires: 
- Investigation and determination of causes related to actual non-
  conformities to avoid their recurrence. 
- Procedure for evaluating need for action(s) to prevent occurrence of 
  potential nonconformities
- Records of the results of taken corrective and/or preventive actions, and 
- Review of the effectiveness of the actions taken.
	Should already be covered under existing EMS, but should re-check that revised elements are covered.
	

	4.5.4 Control of records

The new version also makes a more general requirement for the establishment and maintenance of any records required “to demonstrate conformity to the requirements of its EMS and of this International Standard”.
	Need to review all records to check that they are adequate and sufficient to meet the broad stipulation in this clause.
	

	4.5.5 Internal Audit

This clause has been reworded for clarity, but also note that Annex A refers to the standard ISO 19011:2002 for guidance.


	Should already be covered under existing EMS. 
	

	4.6 Management review

The new version has been harmonised with ISO 9001:2000, with a more detailed list of agenda/content for Management Review. The input to management review shall include: 

a) results of internal audits and evaluations of compliance with legal 
    requirements and with other requirements to which the
    organization subscribes; 
b) communication(s) from external interested parties, including
    complaints;
c) the environmental performance of the organization;
d) the extent to which objectives and targets have been met;
e) status of corrective and preventive actions;
f) follow-up actions from previous management reviews;
g) changing circumstances including developments in legal and other 
    requirements related to its environmental aspects; and 
h) recommendations for improvement.
	Need to check processes for, and records of, Management Review to assess compliance with changes and extended list of areas to be included.
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