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The Onsite Audit: What to Expect

The audit is typically a 3-day event where your peers review the current (and in some cases, past) aspects of your school’s operation.  It may seem stressful at first but it shouldn’t be.  Your peers are here to assist you to make your campus and their campus better and safer places to live and work.  Keep this is mind and relax.  

Accommodations

The school should reserve rooms at a local hotel for those auditors not commuting each day.  HRP will contact the school, prior to the audit, with the total number of rooms and nights needed. An audit “planning room” will be needed as a base of operations to review daily progress, download findings from the tablet computers (via a hard wired or preferably a wireless internet connection) and recharge electronic equipment.  Ideally, this “planning room” should have the ability to be locked to secure our spare equipment during the audit.  The auditors will also need access to phone, Internet, fax machine, and copier machine.  Lunch and dinner should either be brought in or dining hall passes provided.  If the hotel does not have a continental breakfast, then breakfast will also need to be provided. A box of nitrile gloves and some safety glasses should also be provided for the peer auditors to use.  

Audit Schedule

1. Day One:  The audit team arrives at 8 AM unless otherwise agreed to.  Please ensure that security staff and parking are advised and available.  

2. The opening conference should be scheduled for 9 AM in a room with enough capacity for approximately 15 people.  The 30-minute kick off meeting will include team introductions, audit goals, audit logistics and schedule as well as campus safety and security requirements.  Appropriate management, staff and/or faculty should be on hand to meet with the auditors to discuss any concerns or issues.  

3. The audit teams (typically 2) will then begin the audit.  Each team must have a campus escort with either the keys or ability to access all locations.  The professional auditor may remain in the planning room to review documents and address questions the auditors may have, but most likely will be in the field with a set of peer auditors.

4. After lunch, the auditors will regroup in the “planning room” and discuss the afternoon audit agenda.  

5. The auditors will regroup in the “planning room” around 5 PM to download their information.  After dinner, the audit team may return to the room or other campus location to examine the day’s findings.

6. Day Two:  The audit will begin at 8 AM and follow the same schedule as Day One (excluding the opening conference).  After lunch, one group will continue auditing while the other group reviews school documents.  Your institution can elect to schedule specific areas to be audited at a specific time to avoid disturbing classes and labs.  This should be arranged prior to audit.

7. Day Three (if necessary):  Auditing occurs from 8 AM until noon.  The auditors will regroup about 1:30 PM and prepare the closing conference power point presentation.  The presentation will begin at 3 PM (in a location setup with a power point projector and screen).  It would be very beneficial for all staff/faculty that will be affected by the audit to attend the presentation, including the VP of Business and Finance, the President, and Educational Dean.  At the least, the department head for each affected area should attend.  

Documents for Review

It will be very helpful if all documents pertaining to campus health, safety, and environmental programs and issues are available on the first day of the audit in the “planning room”.  Typical documents are listed on the following sheet.  The audit may identify the need to review additional documents not listed.  
Documentation List

	State Agency site inspection records
	Consent orders, Compliance agreements, Notice of Violations, and State enforcement actions

	Employee Training Documentation
	Copies of training for hazardous, universal waste and Biohazardous waste handlers/generators

	Hazardous Communications Plan
	Chemical Hygiene Plan

	Emergency Response Plan
	Source Reduction Strategy or Study Plan

	Hazardous Waste Management Plan
	Hazardous Waste Contingency Plan

	List of waste haulers used
	Pollution Prevention Plan

	Environmental, Health, and Safety Program Manual
	Health and Safety Training Records

	NPDES Permit (Wastewater)
	Sewer Discharge Permit (Wastewater)

	Groundwater Monitoring Reports
	Water Treatment documentation

	Tier I and Tier II reports (EPCRA)
	Emergency Planning Procedures for Hazardous Substances above TPQ

	Land Disposal Restriction determination
	Land Disposal Restriction Certifications

	Waste Stream Profiles
	Documentation of waste characterizations

	Hazardous Waste Manifests
	Infectious/Chemotherapeutic Waste Manifests

	Notification of Hazardous Waste Activity
	Non-hazardous Bills of Lading

	Chemical Inventories for previous calendar year or last known completion date
	MSDS’s (Books available for review)

	Universal Waste Program
	List of environmental vendors/consultants

	SPCC Plan (Oil Spill Control)
	Used Oil Management Procedures

	Storage tank inspection records
	Inventory of all oil containing equipment (55 gals or greater)

	UST Closure Reports
	Documentation on any CDC controlled pathogens stored or in use

	Asbestos O&M Plans
	Training records for individuals who work in areas where ACM present

	Asbestos Abatement Project records
	Records of asbestos surveys

	Emission control records/air monitoring for asbestos abatement projects
	Manifest for Asbestos Containing Material

	Air emission inventory
	Record log of total hours for emergency generator use

	Copies of pesticide applicators licenses
	Logs of pesticide applicators

	Certifications for contract pesticide applicators
	Air Permits (Operating and Construction)

	Lead Based Paint abatement activity records
	Copies of Lead Based Paint (LBP) notifications to lessees

	Inventory of PCB containing material/equipment
	PCB disposal records

	PMN exemption protocol or program
	Transportation records for research generated chemical shipments

	Radiation Management Plan
	Radioactive materials/equipment licenses

	CFC recovery certificates for individual employees
	CFC use and recovery log
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