


Table 16.1.8 – Internal Auditor’s Minimum Question Checklist 
Element 8 Record audit number from worksheet:  08-2006-01 

Requirement Questions/Considerations Auditor Notes 
Establish and maintain a training program to ensure that employees 
responsible for specific biosolids management activities and for the 
implementation of various EMS functions are competent in performing 
their assigned tasks and duties. The training program shall provide 
general awareness of the EMS and how each employee's assigned roles 
and responsibilities relate to the entire biosolids value chain. 

Did all employees receive general awareness training? 
What records support this training? 
 

Yes, records are in Maintenance Conference Room office.  Sign in sheets. 

Include in the training program new or reassigned employees. What actions are taken with new employees? 
 

Yes, it is now included as part of initial training and the records are stored in the maintenance conference room. 

Maintain records of individual employee training delivered and 
completed. 

What training records do you maintain? Sign in sheets and more recently, training quizs and the records are stored in the maintenance conference room.. 

Require that contractors establish their own training programs consistent 
with their roles and responsibilities in biosolids management activities as 
defined through Service Agreements. 

What training records do you maintain? 
Where is documented that the contractor must train new 
employees? 

Contractor participated in the City’s initial training orientation training, records in the maintenance conference 
room.  Provide their own training for equipment, loading and hauling and the records are in the contractor office at 
Zimpro. Per the contract located in the WPS-OPS office page 13 of the RFP. 

Most of the City’s wastewater employees hold State of Michigan 
wastewater operators licenses or laboratory analyst licenses. The State of 
Michigan mandates ongoing training as a condition of license renewal. 

Can you show me which staff members have these licenses? Yes, these items are located in a display case in the main hallway of the administration building. 

   

   

   

   

   

   

   

   

   

   

   

 





Table 16.1.9 – Internal Auditor’s Minimum Question Checklist 
Element 9 Record audit number from worksheet: 09-2006-01 

Requirement Questions/Considerations Auditor Notes 
Establish and maintain a proactive Communications Program that 
provides ongoing information about the Biosolids Management Program 
and EMS to interested parties and the public, consistent with local 
circumstances, the method of biosolids management, public 
communications history, and degree of current interest in its Biosolids 
management activities. 

How is information about the biosolids EMS communicated to 
employees and other interested parties? 

Employees; Postings, Training, Project Updates, Antfarm and Email. 
Interested Parties; Personal contact, City’s website, mailings and  UAB Meetings. 

Include a procedure for receiving inquiries and requests for information 
from interested parties about its biosolids management activities and 
EMS. The procedure shall define a process for assuring a timely and 
complete response to inquiries by interested parties. 

How can interested parties request information about the City’s 
biosolids EMS? 
How do you assure that information is provided promptly? 
How do you track requests for information? 

Requests can come in writing, email, web form, personal contact and/or phone calls.  All request are tracked 
utilizing the request tracking form.  The request from provides data on the promptness of the response (Figure 
9.1).  

At a minimum, make the following information about the organization's 
Biosolids management program and activities available to interested 
parties: 

a) the Biosolids Management Policy; 
b) applicable legal and other requirements; 
c) biosolids program goals and objectives for continual improvement; 
d) the periodic Biosolids Management Program Performance Report; 
and 
e) a detailed report of the independent, third party EMS verification 
audit results. 

Is the Biosolids Management Policy available to interested 
parties? 
Are legal and other requirements available to interested parties? 
Are goals and objectives available to interested parties? 
Is the periodic biosolids management program performance report 
available to interested parties? 
Is third party audit and verification audit results available to 
interested parties? 

All the information is made available on the City’s website.  Third party audit has not been performed and will be 
made available when complete. 

Define roles and responsibilities of outside contractors in the 
Communications Program. 

Is there evidence of how contractors are to handle requests for 
information in element 9? 

Yes, WPS-OP has communicated this to them via email and in person 

Communicate relevant information about biosolids management 
activities and the Biosolids Management Policy, and all seventeen 
elements of the EMS to employees and outside contractors, consistent 
with assigned roles and responsibilities. 

Is there evidence that information about the biosolids EMS is 
communicated to employees and contractors? 
 

Training, postings and meetings are use to convey this information. 

   

   

   

   

   

   

   

   

   

 





Table 16.1.10 – Internal Auditor’s Minimum Question Checklist 
Element 10 Record audit number from worksheet: 10-2006-01 

Requirement Questions/Considerations Auditor Notes 
Develop and implement standard operating procedures, work 
management practices or other appropriate methods at all critical control 
points throughout the biosolids value chain to effectively manage 
potential environmental impacts. 

Have SOP’s and maintenance practices been implemented at all 
critical control points identified in Table 3.1? 
Do they effectively manage the environmental impacts listed in 
Table 3.1? 

Yes, Antfarm, Contractor, Maximo and Cityworks. Example Maximo Job Plans – 1267 Bar Screens, 0000001050 
Primary Tanks.  
Yes, Annual Plant and IPP audit by MDEQ.  There has been no adverse environmental impacts that the plant is 
aware of. 

Incorporate all legal and other adopted requirements in the operational 
controls of critical control points. 

Have legal requirements been included in operational controls 
(SOP’s)? 

Yes for example SOP 2705 - Pollutant Minimization Program for Total Mercury clearly demonstrates this. 
 

Consider applicable best management practices as defined in various 
authoritative sources on biosolids management (e.g., the National Manual 
of Good Practice, Water Environment Federation Manuals of Practice, 
etc.). 

What sources were considered when developing operational 
controls? 
Are they consistent with NBP guidance? 

National Manual of Good Practice, Water Environment Federation Manuals of Practice, O&M Manuals and Staff  
input. Yes, consistent with guidance. 

Include appropriate preventative maintenance procedures and work 
management systems for maintaining equipment, instrumentation, 
vehicles, and other treatment technology and process control systems 
associated with its biosolids management activities 

Is a facility maintenance management system in place? 
Is it functioning properly? 
Are records being maintained? 

Yes, Maximo, Cityworks and Lab logbooks are used. 
Yes, preventative and corrective work orders are generated daily.  PM vs CM graphs demonstrates that duer to 
these maintenance management system more preventative maintenance is performed than Corrective.  Vechicles 
are maintained mainly by Motor Equipment, notices of required maintenance  are received on a regular basis. 
Yes, within databases and logbooks. 

Require that contractors establish their own operational controls 
consistent with their roles and responsibilities in biosolids management 
activities. 

Have contractors implemented their own operational controls for 
processes they are responsible for? 

Yes, they are stored on the contractors site in the office (Table 3.1). Records include SOP’s and forms Truck 
Loading Procedure, SOP Vehicle Inspection and Odor Control System Operation and Maintenance. 

   

   

   

   

   

   

   

   

   

   

   

 









Table 16.1.11 – Internal Auditor’s Minimum Question Checklist 
Element 11 Record audit number from worksheet: 11-2006-01  

Requirement Questions/Considerations Auditor Notes 
Establish and maintain Emergency Preparedness and Response Plans and 
Procedures to assure effective response to accidents and emergency 
situations associated with Biosolids management activities. 

Are emergency procedures in place to deal with Biosolids related 
emergencies? 
Are they maintained? 

Yes, Spill Prevention and Control Plan.   
 
Yes, it was updated as recently as 1/1/06. 

Review and evaluate the effectiveness of emergency preparedness and 
response procedures, including communications systems, and revise then 
as necessary. 

How effective are the procedures? When followed they have been effective at responding to situations - biosolids spills (1 in three years) and 
forcemain failures.   

Have all emergency response equipment on site or readily available 
within a minimum response time. 

Is equipment readily available? Yes and checked monthly PM’s in MAXIMO - 2171 Generators, 1023 GR Pump and 2046 Emergency Trailer 

Require contractors to establish and maintain Emergency Preparedness 
and Response Plans and Procedures to assure effective response to 
accidents and emergency situations associated with biosolids 
management activities. 

Have contractors implemented emergency response procedures? 
Are they maintained? 

Yes, Spill Prevention and Control Plan and Safety. 
Yes, at the contractors site. 

   

   

   

   

   

   

   

   

   

   

   

   

   

 





Table 16.1.12 – Internal Auditor’s Minimum Question Checklist 
Element 12 Record audit number from worksheet: 12-2006-01 

Requirement Questions/Considerations Auditor Notes 
Establish and maintain documentation, documents, and records for the 
Biosolids Management program including the seventeen elements of its 
EMS. 

How is the Biosolids EMS documented? 
How are records of the Biosolids EMS maintained? 
 

The controlled copy is maintained on the Antfarm (intranet).  There is a folder on a network drive for working 
copies and updating.  Records are maintained in a similar manner and can be found in the locations show in table 
12.1 and 12.2. 

Establish and maintain document control procedures and practices to 
ensure that its Biosolids Management program documentation and 
documents are: 

a) available and can be easily located, 
b) created following established document creation protocols, 
c) kept up to date through periodic reviews and revision (if applicable), 
d) properly marked with version number, effective date(s), and 
references to replaced or superceded versions, and 
e) approved by authorized personnel. 

Is there a document control procedure in place? 
Are documents available and easily located? 
Do they follow established document creation protocols? 
Are they kept up to date? 
Are they marked with revision number? 
Are they marked with an effective date? 
Are they approved by authorized personnel? 

Yes refer to element 12 
Yes referring to table 12.1 or 12.2 would allow someone to locate a document. 
Yes as stated in element 12. 
Yes. 
No, the last revision date. 
Yes. 
Yes. 

Establish and maintain records of biosolids management activities and 
ensure that they are: 

a) available and can be easily located, and 
b) retained for the specified period of time 

Are records of Biosolids managements activities maintained? 
Are the records available and easily located? 
Are the records retained for the specified period of time? 

Yes consistent with table 12.1 and 12.2. 
Yes, however after two-three years they may be at the Archive and require additional time to access. 
Yes, five years. 

Establish documentation, document control and record requirements for 
Biosolids management activities conducted by its contractors in Service 
Agreements, and incorporate these requirements into its EMS for 
biosolids. 

Have contractors implemented document control procedures? 
Have requirements for document control procedures been 
included in service contracts? 

All documents are stored at their site.  There SOP’s have control information on them. 
Regulatory document requirements are maintained by the WPS-OP. 
The contract includes a Technical and Operation plan. 

   

   

   

   

   

   

   

   

   

   

   

 
  
 







Electronic copies on the “Antfarm” are considered controlled. All other copies are to be considered uncontrolled 

Element 14 - Nonconformance's Preventive and Corrective Action.doc Page 3 of 4 

Table 14.1 Nonconformance Summary and Response Time 

Nonconformance Summary/ 
Investigation team members DateH Investigation Findings and Recommendations Summary CompletedI/ 

Response TimeJ 

6/13/06 Internal audit 05-2006-01/ 
Gary DeKock 6/9/06 

There is no mechanism in place to make sure SMART criteria are used when 
setting goals and objectives. Develop new form and revise procedures so that 
SMART criteria are used in setting goals and objectives. 4 

  
 

 

 

  
 

 

 

  
 

 

 

  
 

 

 

  
 

 

 

  
 

 

 

  
 

 

 

  
 

 

 

  
 

 

 

                                                 
H Date nonconformance identified 
I Date nonconformance corrective action controls are in place and the nonconformance condition no longer exists. 
J Track time period in days from when nonconformance was identified until corrective action is in place. 




