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Title:  Environmental Corrective Action Reports 

1.0  PURPOSE 

A Corrective Action Report or CAR is used when a deficiency occurs in either the administrative function of the Environmental Management System (EMS) or a situation of regulatory non-compliance occurs or is imminent.  The CAR form documents the problem, assigns responsibility for correcting the problem, and reports how the situation was eventually corrected.  It also documents the root-cause analysis that allowed the deficiency to occur.

2.0  APPLICATION

A CAR should be filled out when a situation of non-compliance occurs or a significant deviation from the Station’s environmental management system is encountered.   The PW Environmental Branch will log and track all corrective actions on behalf of all other NAES and NAWCADLKE departments and tenants

3.0  REFERENCES


ISO 14001 Environmental Management Systems, Specifications with Guidance for Use (Section 4.5.2 “Nonconformance and corrective and preventive action”.)


EMS-LOG-CAR Corrective Action Log Sheet

4.0  PROCEDURE

4.1 Cataloging: 

If a situation indicates a significant failure of the EMS or a compliance violation occurs, the situation shall be documented.  Using the form attached, assign a Corrective Action Request number from the log sheet, format ENV-CAR- {year}-{#}. 

4.2 Filling out the CAR form:

Fill out the CAR form found attached to this SOP.  If this is the first time a CAR is being filled out for a particular situation, put a zero under revision letter.  If you are submitting an update to an earlier CAR, use the same CAR number and add the next alphabetic letter under Revision.  File the revision in back of the original.

· Put in the date the CAR is filled out

· Provide a short descriptive title to the problem.  If a revision, use the same title.

· Provide a brief description of the problem, describing when and how it was discovered.

· Provide a brief description of the proposed plan of action

· Describe who was notified, and how

· If a contract is involved or if a contract is needed to correct the problem, cite the number and title.

· Cite related work requests generated to correct the problem.

· If a spill or NOV is involved, cite the spill book number or NOV notification date, whichever applies.

· Provide an estimated cost to correct the problem in thousands (K), if under $1K, put in a zero or N/A.

· Assign responsibility to the CAR action.  If this needs to be revised in the future, fill out a revision page and have your supervisor initial the change.

4.3 Deadlines:

At the time of initiating the CAR, place a proposed deadline for corrective action.  This deadline is for tracking purposes only.  If the deadline is found to be unreasonable at a later date, fill out a revision CAR with a new deadline with a brief explanation.  Have your supervisor initial the new deadline.

4.4 Root-cause documentation:

Once completed, fill out the date and description of the action on the last revision sheet for the CAR.   A root-cause analysis should be provided for each problem.  The root-cause identifies any breakdown in the organizational structure, instructions or communication that contributed to the problem.  The resolution should address the root-causes and describe how changes in policy or procedure will prevent the problem in the future.

Corrective Action Report (CAR) 
	CAR Number


	Revision letter


	Date


	Originator (name, code)
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	Description of Problem



	Proposed Solution or Plan of Action



	Persons notified
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	How notified (email, phone, memo, mtg)
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