SWINBURNE UNIVERSITY EMS

- NON CONFORMANCE PROCEDURE-

Responsible Manager: Associate Director, Operations and Services
Subject: EMS: Procedure

Reference: February 2009
Purpose
This procedure provides the detail for identifying environmental non-conformances and the associated reporting requirements. The procedure also includes necessary corrective and/or preventative actions if applicable.
Background
Conformance with this comprehensive Environmental Management System, legal and other requirements is essential to ensuring that Swinburne reduces the potential for causing harm to the environment. Tracking non-conformances can help Swinburne to identify actual and potential environmental impacts and areas for improvement. 

Implementation

Defining Non-conformance
A non-conformance, in relation to this Environmental Management System is considered to be an action or omission that does not conform with:
· Swinburne’s Environment Policy

· Legal and other requirements as outlined in the Legal Register

· Swinburne’s Environmental Management System Registers and Management Plans

Note: Non-achievement of Swinburne’s Environmental Policy or the Objectives and Targets is not considered to be a non-conformance as these are aspirational goals over which no single person has full control or responsibility.

Identifying Non-conformance
Non conformances may be identified in one of the following ways:
· Environmental incidents and/or accidents

· Through monitoring and/or reporting

· Environmental Management System audits

· Environmental Management System Biannual Review

· Staff communications/feedback

Reporting Non-conformance
Non-conformances must be investigated and reported to the EMS Coordinator. The following details must be included:

· Details of the person reporting the non-conformance

· Description of the non-conformance including time, date and location

· Summary of the non-conformance including personnel involved, cause and environmental impact

· Summary of actions taken to remediate the situation and mitigate further environmental impact

· Further action required and personnel involved to correct or prevent future non-conformances

Recording Non-conformance

Following the investigation and reporting (as described above), a summary of the non-conformance must be recorded in the Non-Conformance Register (see Attachment 1 for example).
Review of the Non-conformance Register

The Non-Conformance Register will be formally reviewed annually in line with this procedure.

Responsibilities

	Position
	Responsibility 

	Executive Group 
	Approve the Non-Conformance Register

	EMS Coordinator
	Coordinate the development and updating of the Non-Conformance Register 

Incorporate feedback and distribute to the Executive Group for approval and signing.


Review of procedure

This procedure will be reviewed annually by the EMS Coordinator. The EMS Coordinator is required to ensure that this procedure is current at all times.
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Appendix 1 – Example Non-Conformance Register
	Date Reported
	Campus/

Facility
	Responsible Person
	Summary
	Date Action Completed
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