Lear Corporation ISO 14001 

Implementation Action Item Checklist


	Action Item
	Responsibility
	Target Date
	Completed Date

	Task 1: Preparation
	
	
	

	1.1. Decide on EMS Representative and Facility Environmental Coordinator
	
	
	

	1.2. Obtain off-site training for EMS Rep and Facility Environmental Coordinator
	
	
	

	1.3. Discuss the Scope of EMS and integration of ISO 9000 and ISO 14001 
systems
	
	
	

	1.4. Environmental Policy
	
	
	

	1.5. Define roles and responsibilities for implementation
	
	
	

	1.6. Develop implementation timeline
	
	
	

	1.7. Plant Manager Meeting

1.7.1 Brief overview of ISO 14001 and implementation process

1.7.2 Appoint EMS Representative and Facility Environmental Coordinator
1.7.3 Designate Representatives to

· Steering Committee

· Working Group

· Core Group (if necessary)

1.7.4 Review and approve output from Tasks 1.3-1.6

	
	
	

	Task 2: Planning
	
	
	

	2.1. Provide 2-4 hour training for Steering Committee and Working Group
	
	
	

	2.2. Determine Significant Impacts and Aspects
	
	
	

	2.3. Develop Objectives, Targets and Programs
	
	
	

	2.4. Develop a list of Operational Control Procedures
	
	
	

	2.5. Identify Monitoring and Measurement requirements
	
	
	

	2.6. Develop a list of Records and Retention times
	
	
	

	2.7. Perform Legal and Other Requirements Assessment ,  Compliance 
Calendar, send out Vendor Verification Request Forms
	
	
	

	2.8. Review and update Emergency Preparedness and Response programs
	
	
	

	2.9. Communication
	
	
	

	2.10. Environmental Management Program Review by Steering Committee

2.10.1. Review items 2.2-2.9 and approve output

2.10.2. Finalize Objectives and Targets and establish Environmental 


Management Program

2.10.3. Resolve outstanding action items

	
	
	

	Task 3: Development
	
	
	

	3.1 Define and Develop System Documentation (see Sample Documentation)
	
	
	

	3.1.1. Level 1: Corporate EMS Policy Manual (Corporate Level 1)
	
	
	

	3.1.2. Level 2:  EMS Procedures
	
	
	

	3.1.3. Level 3: Work Instructions and Referenced Documents
	
	
	

	3.1.4. Level 4: Forms and Records
	
	
	

	3.2  Identify Monitoring and Measurement Requirements
	
	
	

	3.2.1. Include Corporate Metrics 
	
	
	

	3.2.2. Compliance requirements
	
	
	

	3.2.3. Tracking Objectives and Targets
	
	
	

	3.2.4. Calibration of Monitoring Equipment
	
	
	

	3.3   Develop Training Matrix and schedule specific training as necessary
	
	
	

	3.3.1. Work instructions and procedures
	
	
	

	3.3.2. Training required by rules and regulations
	
	
	

	3.3.3. Internal auditor training
	
	
	

	3.4   Revise Structure and Responsibility Chart to reflect on-going responsibilities
	
	
	

	3.5   Develop Internal Audit Checklists and Schedule
	
	
	

	3.6   Environmental Management Systems review by Steering Committee

3.6.1. Review items 3.1-3.5

3.6.2. Decide on Management Review Team

3.6.3. Resolve outstanding action items
	
	
	

	Task 4:  Implementation
	
	
	

	4.1. Provide specific job training
	
	
	

	4.2. Provide awareness training
	
	
	

	4.3. Start-up Environmental Management System (see Task 5.1.6)
	
	
	

	4.4. Perform initial internal audit 
	
	
	

	4.5. Hold initial Management Review meeting #1
	
	
	

	Task 5: System Certification 
	
	
	

	5.1. Registration
	
	
	

	5.1.1. 
Contact Registrar and schedule audits
	
	
	

	5.1.2. 
Document Review by Registrar (can be combined with 5.1.9)
	
	
	

	5.1.3. 
Corrective action as required by document review, distribute final 


documents as necessary
	
	
	

	5.1.4. 
Second internal audit by facility or external auditors (optional)
	
	
	

	5.1.5. 
Management Review meeting #2
	
	
	

	5.1.6. 
Awareness Training refresher (facility wide)
	
	
	

	5.1.7. 
Initial Audit by Registrar 
	
	
	

	5.1.8. 
Corrective Action 
	
	
	

	5.1.9. 
Registration Audit by Registrar
	
	
	

	5.1.10. Corrective Action
	
	
	

	5.1.11. Registration
	
	
	

	Task 6: Operation and Maintenance
	
	
	

	· Internal Audits
· Nonconformance and Corrective and Preventive Action 

· Tracking and Improving Performance

· Training New Hires and Replacements

· Surveillance Audits
	
	
	

	· Management Reviews 
	
	
	

	· Assess Aspects/Impacts for new or modified processes, activities, services
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