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How to Use This Guide 
This is Guide 1.3 in Volume 1 of the ISO 14001 Implementation Hub. It covers the documentation development 
phase of EMS implementation — the design, writing, and control of the documented information that ISO 
14001:2015 requires and that makes the EMS auditable, sustainable, and genuinely useful in daily environmental 
management. 

 

Documentation is where many EMS implementations go wrong in one of two opposing directions: under-
documentation (inadequate evidence for certification, operational staff with no clear guidance for environmental 
tasks) or over-documentation (a document library so large and complex that no one reads it, maintains it, or uses 
it). This guide provides the framework for building the right amount of documentation — enough to demonstrate 
systematic environmental management and satisfy the standard, calibrated to the complexity and risk of the 
operations involved, and organised for daily use rather than annual audit review. 

 

The Cascade Industrial Coatings document library developed through this guide contains 28 controlled 
documents across four tiers. It is used throughout as the reference example, demonstrating how each 
documentation principle applies to the surface finishing industry context. 
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The EMS Documentation Philosophy 
ISO 14001:2015 takes a deliberately flexible approach to documented information — it identifies what types of 
information must be maintained and retained but leaves the format, detail level, and extent of documentation to 
the organisation's judgment. Clause 7.5.1 requires documented information as determined necessary for the 
effectiveness of the EMS plus specific items explicitly required by the standard. The phrase "to the extent 
necessary" appears repeatedly in ISO 14001:2015 to signal that calibration is expected and documentation for its 
own sake is not the goal. 

 

The documentation should be calibrated to three factors: 

 

• Complexity and environmental risk of the operation: a solvent coating operation with air emission permit 
conditions requires more detailed operational procedure documentation than a simple material storage 
operation with no regulated environmental aspects 

• Competence and experience of personnel: highly experienced operators working with stable, well-
understood processes may need less instructional documentation than new personnel or personnel 
performing infrequent or complex environmental tasks 

• Regulatory and certification requirements: some documentation is mandated by environmental permits, 
regulations, or the ISO 14001 standard itself — these cannot be calibrated away regardless of other 
factors 

 

The Maintain vs. Retain Distinction 
ISO 14001:2015 uses two distinct verbs when referring to documented information — "maintain" and "retain" — 
and the distinction is operationally significant: 

 

Type Maintain (Instructional 
Documents) 

Retain (Evidence Records) 

Nature Describes what to do and how — 
procedures, work instructions, the 
environmental policy, the aspects 
register, objectives tracker 

Captures what was done — 
monitoring data, inspection 
records, training records, 
calibration records, compliance 
evaluation results, incident 
reports 

Control requirement Must be current, approved, 
version-controlled, accessible. 
Obsolete versions removed from 
active use. Reviewed periodically 
and updated when processes, 
regulations, or aspects change. 

Must be legible, retrievable, 
protected from alteration or 
inadvertent deletion. Retained for 
defined periods. Not revised — 
they are historical snapshots. 

ISO 14001 examples Environmental Policy (Clause 
5.2); EMS Scope (Clause 4.3); 
Aspects Register (Clause 6.1.2); 
Compliance Obligations Register 
(Clause 6.1.3); Objectives and 
Plans (Clause 6.2); Operational 
procedures (Clause 8.1) 

Compliance monitoring data 
(Clause 9.1.2); Training 
completion records (Clause 7.2); 
Internal audit records (Clause 
9.2.2); Management review 
records (Clause 9.3); Emergency 
drill records (Clause 8.2); 
Corrective action records (Clause 
10.2.2) 
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Type Maintain (Instructional 
Documents) 

Retain (Evidence Records) 

Retention period Maintained while current; prior 
versions retained as controlled 
superseded documents for the 
period specified in the retention 
schedule 

Retained for defined periods 
based on regulatory requirements 
(permit records, compliance 
demonstration), legal liability 
exposure, and organisational 
policy — typically 5 to 10 years 
for environmental compliance 
records 
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Mandatory Documented Information — What ISO 
14001:2015 Explicitly Requires 
ISO 14001:2015 explicitly requires specific types of documented information to be maintained or retained. These 
are non-negotiable — they are required regardless of the organisation's documentation calibration philosophy. 
Any EMS that lacks these items will receive nonconformance findings in certification audits. 

 

Mandatory Maintained Documents (Procedures and Reference Documents) 
 

Required Document Clause What It Must Contain 

EMS Scope Statement 4.3 The boundaries and applicability of the EMS; types of 
activities, products, and services included; applicable 
locations; justification for any exclusions; statement 
that all ISO 14001 requirements apply within the 
defined scope 

Environmental Policy 5.2 Commitments to protect the environment (including 
prevention of pollution); fulfil compliance obligations; 
continually improve the EMS; provides a framework 
for environmental objectives. Approved by top 
management. Available to interested parties. 

Environmental Aspects and 
Impacts Register 

6.1.2 All identified environmental aspects of activities, 
products, and services; associated environmental 
impacts; significance determination methodology and 
results; designation of significant aspects; 
consideration of normal, abnormal, and emergency 
conditions; life cycle perspective consideration 

Compliance Obligations 
Register 

6.1.3 All applicable legal requirements and other 
requirements (voluntary commitments) related to 
environmental aspects; how each applies to the 
organisation; specific compliance obligations (permit 
limits, monitoring requirements, reporting deadlines, 
operational requirements) 

Environmental Objectives 
and Plans 

6.2 Environmental objectives consistent with policy and 
significant aspects; measurable targets; plans for 
each objective specifying what will be done, who is 
responsible, required resources, timeframe, and 
evaluation method 

 

Mandatory Retained Records (Evidence Documents) 
 

Required Record Clause What Evidence It Must Provide 

Competence evidence for 
EMS-affecting roles 

7.2 Evidence that persons affecting EMS performance 
and environmental performance are competent on the 
basis of education, training, or experience. Training 
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Required Record Clause What Evidence It Must Provide 

records, qualifications, or competence assessments 
for all roles identified as EMS-affecting. 

Monitoring, measurement, 
analysis, and evaluation 
results 

9.1.1 Results of environmental monitoring and 
measurement — permit monitoring data, performance 
indicators for significant aspects, objective metric 
data. Sufficient detail to demonstrate what was 
measured, when, by whom, and with what result. 

Compliance evaluation 
results 

9.1.2 Records demonstrating that the organisation has 
periodically evaluated compliance with all legal 
requirements and other requirements; results of each 
evaluation; any compliance failures identified; status 
of corrective actions for failures 

Internal audit programme and 
results 

9.2.2 The audit programme (schedule, scope, criteria, 
methods, responsibilities); individual audit records 
showing scope, criteria, evidence examined, and 
findings; audit report distributed to management; 
corrective action records for findings 

Management review records 9.3 Evidence of management review — inputs addressed 
(all required topics), discussions, decisions made, and 
actions assigned with owners and target dates. 
Approved by top management. 

Nonconformity and corrective 
action records 

10.2.2 Nature of nonconformances; actions taken 
(correction, root cause analysis, corrective action); 
effectiveness of corrective action; any updates to 
EMS resulting from corrective action 

Emergency preparedness 
and response exercise 
records 

8.2 Records of emergency drills and exercises; scenario 
tested; date; participants; outcomes; any corrective 
actions identified and their status 

 

⚠️  Common Pitfall 

The compliance evaluation record (Clause 9.1.2) is the mandatory record most frequently absent or 
inadequate in first-time ISO 14001 certification audits — mirroring the gap finding identified for Cascade in 
Guide 1.1. Registrar auditors specifically ask for it in every Stage 2 audit. An organisation that has been 
compliant with all its environmental obligations but has never documented a systematic compliance 
evaluation cannot demonstrate compliance — it can only assert it. The record must show that each 
identified compliance obligation was specifically evaluated, by whom, when, and with what conclusion. "We 
comply" is not a compliance evaluation record. A table showing each permit condition, the monitoring data 
used to evaluate it, the evaluation date, the evaluator, and the pass/fail conclusion is. 
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EMS Document Hierarchy Design 
The EMS document hierarchy organises documented information into tiers that reflect the level of detail and the 
audience for each type of document. A well-designed hierarchy makes the EMS navigable for operational staff 
and auditors alike — anyone who needs to understand what the EMS requires for a specific activity can follow the 
hierarchy from the high-level policy to the specific operational instruction for their task. 

 

Tier Document Type Purpose and Audience Cascade Examples 

Tier 1 — 
Policy Level 

Environmental Policy; EMS 
Scope Statement 

Communicates 
organisational 
environmental 
commitments and the 
boundary of the EMS. 
Audience: all employees, 
customers, regulators, 
community. Brief — 
typically one page. 

MPC-EMS-POL-001 
(Environmental Policy 
Rev. 1) MPC-EMS-SCO-
001 (EMS Scope 
Statement Rev. 1) 

Tier 2 — 
System 
Level 

EMS Manual (optional); 
Aspects Register; 
Compliance Obligations 
Register; Objectives Tracker; 
Risk Register; Roles and 
Responsibilities Matrix 

Describes how the EMS 
is structured and what it 
manages. Audience: 
EHS Manager, senior 
management, internal 
auditors, registrar. 
Moderate length — the 
key analytical documents 
of the EMS. 

MPC-EMS-ASP-001 
(Aspects Register) MPC-
EMS-LEG-001 
(Compliance Obligations 
Register) MPC-EMS-
OBJ-001 (Objectives 
Tracker) MPC-EMS-
RSK-001 (Risk Register) 

Tier 3 — 
Procedure 
Level 

Operational control 
procedures; Environmental 
management procedures 
(monitoring, communication, 
audit, management review, 
corrective action, emergency 
response) 

Describes how specific 
processes are managed. 
Audience: supervisors 
and technical staff 
responsible for the 
process. Medium length 
— enough detail to 
enable consistent 
execution without 
duplicating work 
instructions. 

MPC-EMS-PRO-001 
(VOC Emission Control) 
MPC-EMS-PRO-002 
(Wastewater Pre-
treatment Management) 
MPC-EMS-PRO-003 
(Hazardous Waste 
Management) MPC-
EMS-PRO-007 
(Compliance Evaluation) 
MPC-EMS-PRO-009 
(Internal Audit) 

Tier 4 — 
Work 
Instruction / 
Record Level 

Job-specific environmental 
work instructions; monitoring 
and inspection record forms; 
compliance checklists; 
emergency response quick-
reference cards 

Describes specific task-
level environmental 
requirements and 
captures evidence of 
execution. Audience: 
operators, technicians, 
maintenance staff. Brief 
— point-of-use 
documents and forms. 

MPC-EMS-WI-001 
(Spray Booth Pre-
inspection Checklist) 
MPC-EMS-WI-002 
(Wastewater Grab 
Sample Procedure) 
MPC-EMS-FRM-001 
(Daily Emission Control 
Log) MPC-EMS-FRM-
002 (Hazardous Waste 
Manifest Record) 

 



 

8 | P a g e  
 

Document Numbering Scheme 
A consistent, logical document numbering scheme is essential for document control. It must accommodate both 
the current EMS document set and any future expansion (including potential ISO 9001 integration). Cascade's 
document numbering scheme: 

 

Document Number Element Definition and Usage 

MPC Organisation prefix — Meridian for ISO 9001 series in this hub; for 
real Cascade: CIC (Cascade Industrial Coatings) 

EMS System identifier — distinguishes EMS documents from QMS 
documents (which use no system identifier in the Meridian ISO 
9001 system). Enables integrated filing without document 
conflicts. 

Document type code POL = Policy; SCO = Scope; ASP = Aspects register; LEG = 
Legal/compliance register; OBJ = Objectives; RSK = Risk register; 
PRO = Procedure; WI = Work instruction; FRM = Form/record 
template; PLA = Plan 

Sequential number 001, 002, 003... within each document type category. New 
documents receive the next available number in sequence — 
numbers are never reused when documents are retired. 

Example: MPC-EMS-PRO-003 Organisation = MPC; System = EMS; Type = Procedure; 
Sequential = 003 (third procedure in the EMS). Instantly 
communicates what the document is and where it fits in the 
hierarchy. 
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Writing Environmental Operational Control Procedures 
Clause 8.1 requires the organisation to establish, implement, and control processes needed to meet EMS 
requirements and to implement the actions identified in planning, by establishing operational controls appropriate 
to its significant environmental aspects and compliance obligations. For most manufacturing organisations, these 
operational control procedures are the most important Tier 3 documents in the EMS — they translate the abstract 
requirements of the standard and the permit conditions into specific, actionable guidance for the people who 
actually manage environmental risks in daily operations. 

 

📋  Standard Requirement 

ISO 14001:2015, Clause 8.1: "The organization shall establish, implement, control and maintain the 
processes needed to meet requirements for the provision of products and services, and to implement the 
actions determined in Clause 6, by: establishing operating criteria for the processes; implementing control of 
the processes, in accordance with the operating criteria. The organization shall control planned changes 
and review the consequences of unintended changes, taking action to mitigate any adverse effects as 
necessary. The organization shall ensure that outsourced processes are controlled or influenced." 

 

Note 1: "Controls can include engineering controls and procedures. Controls can be implemented following 
a hierarchy, e.g., elimination, substitution, administrative controls." 

Note 2: "Controls can include those related to purchasing, design, and contractors or vendors." 

 

Procedure Structure: The Minimum Required Elements 
An effective EMS operational control procedure contains eight elements. The structure should be consistent 
across all procedures so that any reader can navigate any procedure without needing to understand each 
document's individual organisation: 

 

Element Content and Purpose 

1. Purpose One to three sentences stating what this procedure governs and why 
it exists. Should reference the significant environmental aspect(s) it 
controls and the compliance obligation(s) it addresses. This tells the 
reader immediately whether they have the right document. 

2. Scope Which operations, activities, locations, and personnel this procedure 
applies to. Also explicitly states what is NOT covered. Clear scope 
prevents both gaps (something significant not covered) and over-
application (procedure applied to operations where it does not add 
value). 

3. Regulatory and Legal 
References 

The specific permit conditions, regulatory requirements, or internal 
standards that this procedure satisfies. This is the critical link between 
the compliance obligations register and operational practice. 
Reference by permit section number and regulatory citation where 
possible. 

4. Roles and Responsibilities Who does what in this procedure — not just who is responsible for the 
overall process, but which role performs each key action. Cross-
reference to the EMS roles and responsibilities matrix. 
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Element Content and Purpose 

5. Procedure Steps The specific environmental controls and requirements, written as 
actionable instructions. For complex procedures, organised by 
operating condition (normal, abnormal, emergency). Parameters, 
limits, and required actions at each step should be unambiguous — a 
new employee following the procedure should be able to execute it 
correctly without additional guidance. 

6. Monitoring and 
Measurement Requirements 

What must be measured, how often, with what equipment, and what 
the acceptable range is. References to specific monitoring forms and 
equipment calibration requirements. This section connects the 
procedure to the Clause 9.1.1 monitoring and measurement 
requirements. 

7. Response to Abnormal 
Conditions and Exceedances 

What to do when a measurement exceeds a limit, when equipment 
malfunctions, or when an abnormal condition develops. Required 
notifications, containment actions, regulatory reporting obligations. 
This is the section most frequently omitted from environmental 
procedures and most frequently tested by regulators during 
inspections. 

8. Records What records must be created when this procedure is followed, where 
they are retained, and for how long. Specific form references. This 
connects the procedure to the Clause 7.5 documented information 
requirements. 

 

Sample Procedure: VOC Emission Control — Solvent-Based Coating 
Operations 
The following is a condensed illustration of the VOC emission control procedure for Cascade's solvent-based 
coating operations — the procedure addressing significant aspect CA-A-001 (VOC emissions from spray booth 
operations, regulatory significance 5/5 — directly regulated under the PSCAA Air Quality Permit). This is the 
highest-priority operational control procedure in the Cascade EMS. 

 

PROCEDURE: MPC-EMS-PRO-001 

VOC Emission Control — Solvent-Based Coating Operations 

Document No. MPC-EMS-PRO-001  |  Revision: 2  |  Effective Date: [Month/Year]  |  
Owner: EHS Manager 

1. Purpose This procedure establishes controls for volatile organic compound 
(VOC) emissions from solvent-based liquid coating spray operations. 
It implements the emission controls required by PSCAA Air Quality 
Permit No. [Permit Number] and addresses significant environmental 
aspect CA-A-001 (VOC emissions from coating operations). 

2. Scope Applies to: All solvent-based liquid coating application operations in 
Spray Booths 1 through 4. Applies to: All coating line operators, lead 
technicians, and supervisors operating spray booths. Does not apply 
to powder coating operations (covered in MPC-EMS-PRO-004) or 
waterborne coating operations (covered in MPC-EMS-PRO-005). 
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3. Regulatory References PSCAA Air Quality Permit No. [Number], Conditions 4.1 through 4.8 
(VOC emission limits, coating material VOC content limits, throughput 
tracking requirements, recordkeeping); PSCAA Regulation I, Section 
9.16 (Emission Standards for Coating Operations); WAC 173-400 
(Washington State air quality regulations); Cascade SPCC Plan, 
Section 3.2 (solvent storage and handling) 

4. Roles and Responsibilities Coating Line Operator: Performs pre-operation inspection (Section 
5.1); verifies coating VOC content against permit-approved materials 
list before each production run; records daily coating usage on MPC-
EMS-FRM-001. Lead Technician: Approves new coating materials 
before first use; conducts monthly emission calculation review; 
responds to abnormal conditions per Section 5.3. EHS Manager: 
Maintains permit-approved materials list; conducts annual compliance 
evaluation; submits required permit reports to PSCAA; manages 
corrective actions for exceedances. 

5.1 Pre-Operation 
Requirements (Normal 
Conditions) 

Before beginning any coating run using solvent-based materials, the 
operator shall: (a) Verify that the coating material is on the PSCAA-
approved materials list (posted at each spray booth). If material is not 
on the list, stop and notify Lead Technician — do not apply unlisted 
materials. (b) Record coating material identity, lot number, and VOC 
content (from container label or SDS) on the Daily Emission Control 
Log (MPC-EMS-FRM-001). (c) Inspect spray booth exhaust filters — 
replace if differential pressure exceeds 0.5 inches water column on 
booth pressure gauge. (d) Confirm booth exhaust fan is operating — 
verify by checking air movement at booth face with tissue paper test or 
anemometer. Record filter status and fan confirmation on the daily log. 

5.2 During-Operation Controls 
(Normal Conditions) 

During coating application: (a) Apply only permit-listed materials at the 
application rates specified in the job router. (b) Record quantity of 
coating material used (gallons) at the end of each shift on MPC-EMS-
FRM-001. (c) If multiple coating materials are used in a shift, record 
each material separately with quantity. (d) Monitor booth pressure 
gauge at two-hour intervals — if differential pressure exceeds 0.5 in 
w.c. at any reading, stop production and replace exhaust filters before 
continuing. Record all readings. 

5.3 Abnormal Conditions and 
Exceedance Response 

IF booth exhaust fan fails: Stop coating operations immediately. 
Evacuate booth area. Notify Lead Technician and EHS Manager. Do 
not resume operations until fan is repaired and operational verification 
is complete. Record downtime and action on MPC-EMS-FRM-001. IF 
monthly VOC calculation exceeds permit limit (see Section 6): Lead 
Technician immediately notifies EHS Manager. EHS Manager 
evaluates whether a permit exceedance reporting obligation is 
triggered (within 2 business days of exceedance determination per 
PSCAA permit conditions). EHS Manager initiates corrective action 
investigation. IF coating material is used that is not on the approved 
list: Stop coating operations with that material. Notify EHS Manager 
same day. Do not resume use of that material until EHS Manager 
evaluates permit implications and either confirms permit coverage or 
initiates permit modification process. 

6. Monitoring and 
Measurement 

Daily: Coating material usage (gallons by material) recorded on MPC-
EMS-FRM-001. Booth pressure gauge readings (every 2 hours). 
Monthly: EHS Manager calculates total facility VOC emissions from 
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coating operations using PSCAA-approved calculation method (VOC 
content x gallons used x density). Results compared to PSCAA permit 
monthly and annual limits. Results recorded on MPC-EMS-FRM-003 
(Monthly VOC Emission Calculation). Annually: PSCAA stack testing if 
required by permit conditions (current permit requires testing every 3 
years or when throughput increases by >20%). Calculation instrument: 
None — calculation from material SDS data. Monitoring equipment: 
Differential pressure gauge (calibrated monthly per MPC-EMS-CAL-
002). 

7. Records MPC-EMS-FRM-001 (Daily Emission Control Log) — retained 5 years 
(PSCAA permit requirement is 3 years; Cascade retains 5 years for 
legal defensibility). MPC-EMS-FRM-003 (Monthly VOC Emission 
Calculation) — retained 5 years. PSCAA stack test reports — retained 
indefinitely. Permit exceedance correspondence — retained 
indefinitely. 

 

🔍  Auditor Perspective 

Registrar auditors evaluate operational control procedures through a consistent process: they review the 
procedure, then observe or ask about the operation it governs. The most revealing gap is the discrepancy 
between procedure and practice — a well-written procedure for VOC emission control that instructs 
operators to record daily material usage, combined with production records showing blank usage logs for 
the past three months, demonstrates that the procedure is documented but not operational. Auditors pay 
particular attention to the abnormal conditions section: "What would you do if the booth fan failed during 
production?" is a standard interview question. If the operator cannot describe a response consistent with the 
procedure — and the procedure does not describe a response at all — the operational control is inadequate 
regardless of how comprehensive the normal operations section is. 
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The Compliance Obligations Register — Design and 
Maintenance 
The compliance obligations register (Clause 6.1.3) and the compliance evaluation process (Clause 9.1.2) form the 
regulatory backbone of the EMS. The register's design determines whether the compliance evaluation can be 
conducted systematically and whether it produces useful evidence. This section addresses the register design 
principles and the Cascade implementation approach. 

 

Register Design: From Permit List to Operational Compliance Tool 
Many organisations build compliance registers that capture what regulations and permits apply (the inventory 
function) but not the specific compliance obligations that operational staff need to manage day-to-day (the 
operational guidance function). The distinction is important: knowing that the PSCAA Air Quality Permit applies is 
not the same as knowing what specific monitoring, recordkeeping, reporting, and operational requirements that 
permit imposes. 

 

A fully functional compliance obligations register has two integrated sections: 

 

• Section A — Regulatory Inventory: a high-level list of all applicable requirements — permits, regulations, 
and voluntary commitments — with their current status, expiration dates, and the environmental aspects 
they apply to. This section serves the monitoring function: tracking what regulations apply and whether 
the organisation is maintaining its permits and approvals in good standing. 

• Section B — Specific Compliance Obligations: for each regulatory requirement, the individual compliance 
conditions that must be met — specific emission limits, monitoring frequencies, reporting deadlines, 
recordkeeping requirements, operational requirements (e.g., VOC content limits, required equipment 
configurations). This section serves the operational guidance function and the compliance evaluation 
function. 

 

Cascade Compliance Obligations Register — Section A Extract 
 

Reg. ID Requirement / Permit Issuing 
Authority 

Status / 
Expiry 

Environmental 
Aspects Covered 

CA-L-001 PSCAA Air Quality Permit No. 
[Number] — Minor Source 
Operating Permit for VOC 
emissions from coating 
operations 

Puget Sound 
Clean Air 
Agency 

Active. 
Expires 
[Date]. 
Renewal 
application 
due 180 
days before 
expiry. 

CA-A-001 (VOC 
emissions — 
coating), CA-A-
005 (combustion 
emissions — 
ovens) 

CA-L-002 State Waste Discharge Permit 
No. [Number] — Industrial 
Wastewater Pre-treatment to 
METRO sewer system 

WA Dept. of 
Ecology 

Active. 
Expires 
[Date]. 
Renewal in 
progress with 
Ecology. 

CA-A-002 
(wastewater 
discharge), CA-
A-008 (pre-
treatment 
system) 



 

14 | P a g e  
 

Reg. ID Requirement / Permit Issuing 
Authority 

Status / 
Expiry 

Environmental 
Aspects Covered 

CA-L-003 RCRA Large Quantity Generator 
— Hazardous Waste 
Management 

EPA / WA 
Ecology 
(delegated) 

Active 
registration. 
USEPA ID: 
[Number]. 
Annual 
renewal not 
required — 
update 
required 
when 
generator 
status 
changes. 

CA-A-003 (spent 
solvents HW), 
CA-A-004 
(treatment sludge 
HW), CA-A-007 
(contaminated 
rags HW) 

CA-L-004 NPDES General Permit for 
Stormwater — Industrial Activity 
Stormwater Discharge 

WA Dept. of 
Ecology 

Active. 
General 
permit 
coverage — 
annual 
Ecology fee 
paid. 
SWPPP 
current 
(updated 
[Date]). 

CA-A-006 
(stormwater 
contamination 
risk) 

CA-L-005 Spill Prevention, Control and 
Countermeasure (SPCC) Plan — 
Oil storage above threshold 
quantities 

EPA (40 
CFR Part 
112) 

Current 
SPCC Plan. 
PE 
certification 
current. 
Annual 
review 
completed 
[Date]. 

CA-A-004 (spill 
risk — chemical 
storage areas) 

CA-L-006 Customer Sustainability 
Requirements — Two OEM 
customers require annual GHG 
emissions data for Scope 3 
reporting 

Customer: 
[OEM-1]; 
Customer: 
[OEM-2] 

Voluntary 
commitment 
per customer 
agreements. 
Annual 
reporting 
cycle — data 
due by 
March 31 
each year. 

CA-A-009 
(energy/GHG), 
CA-A-001 
(indirect — 
VOC/GHG 
relationship) 

 

Cascade Register Section B extract — PSCAA Permit Specific Obligations (CA-L-001): 
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Specific Obligation Permit 
Section 

Monitoring / 
Verification Method 

Responsible Role 

VOC emissions must not 
exceed [X] tons per rolling 
12-month period from all 
coating operations combined 

Condition 4.2 Monthly emission 
calculation using 
material usage logs 
and SDS VOC 
content data. 
Compare to monthly 
and annual limits. 
Record on MPC-
EMS-FRM-003. 

EHS Manager (monthly 
calculation); Lead Technician 
(data collection) 

All coating materials must be 
on the PSCAA-approved 
materials list OR approved 
through permit modification 
before first use 

Condition 4.3 Maintain current 
approved materials 
list at each spray 
booth. Purchasing to 
verify materials list 
status before 
ordering new coating 
products. EHS 
Manager approves 
additions. 

EHS Manager (list 
maintenance); Purchasing 
(pre-order check); Operators 
(point-of-use verification) 

Record coating material 
usage (material identity, VOC 
content, quantity applied) for 
each coating operation day 

Condition 4.5 Daily Emission 
Control Log (MPC-
EMS-FRM-001) 
completed by coating 
operator at end of 
each shift. EHS 
Manager reviews 
monthly. 

Coating operators (daily); 
EHS Manager (monthly 
review) 

Submit annual emissions 
inventory to PSCAA by 
March 15 each year 

Condition 5.1 Annual calculation 
from 12-month rolling 
usage data. EHS 
Manager prepares 
and submits. 
Deadline tracked in 
compliance calendar. 

EHS Manager 

Report permit exceedance to 
PSCAA within 10 business 
days of discovering that 
monthly or annual emission 
limit has been exceeded 

Condition 6.2 Monthly limit 
comparison on 
emission calculation 
form triggers 
immediate 
notification to EHS 
Manager. EHS 
Manager evaluates 
and submits 
notification if 
required. 

EHS Manager (evaluation 
and submission) 
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Compliance Evaluation: Turning the Register into 
Evidence 
The compliance evaluation (Clause 9.1.2) is the process of periodically and systematically determining whether 
the organisation is meeting each of its compliance obligations. The compliance register identifies what must be 
evaluated; the compliance evaluation procedure defines how the evaluation is conducted and documented. 
Together, they answer the auditor's most important question: "How do you know you are in compliance?" 

 

📋  Standard Requirement 

ISO 14001:2015, Clause 9.1.2: "The organization shall establish, implement and maintain a process needed 
to evaluate fulfilment of its compliance obligations. The organization shall: a) determine the frequency and 
method(s) for evaluation of compliance; b) evaluate compliance and take action if needed (see 10.1 and 
10.2); c) maintain knowledge and understanding of its compliance status. The organization shall retain 
documented information as evidence of the compliance evaluation result(s)." 

 

Compliance Evaluation Frequency — The Frequency Differentiation 
Approach 
Not all compliance obligations require the same evaluation frequency. A permit condition with monthly monitoring 
and a hard emission limit requires monthly evaluation; a RCRA training obligation with an annual deadline 
requires annual evaluation; a permit condition about having an approved SPCC Plan requires evaluation 
whenever the plan is due for review or revision. The compliance evaluation procedure should establish a 
differentiated frequency approach: 

 

Obligation Type Evaluation Frequency Cascade Examples 

Quantitative permit limits with 
ongoing monitoring 

Monthly — compare 
monitoring data to permit 
limits each month 

VOC emission limits (monthly 
and annual rolling); wastewater 
pH and metals concentrations; 
stormwater monitoring results 
compared to benchmark values 

Operational requirements with 
continuous compliance 
expectations 

Quarterly — verify that 
operational controls remain in 
place and functioning 

PSCAA-approved materials list 
compliance; wastewater pre-
treatment system operational 
parameters; hazardous waste 
storage area compliance 
(secondary containment, 
labelling, container integrity) 

Periodic reporting and 
submission obligations 

At each reporting deadline — 
verify submission completion 
and accuracy 

PSCAA annual emissions 
inventory (March 15); RCRA 
Biennial Report (years required 
by EPA schedule); State Waste 
Discharge annual report; 
customer GHG data submissions 
(March 31) 

Document currency requirements 
(plans, permits, SPCC) 

Annual — verify that all 
required plans and permits 

SPCC Plan annual review; 
SWPPP annual review; 
Emergency response plan 
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Obligation Type Evaluation Frequency Cascade Examples 

are current and reflect current 
operations 

currency; permit expiration dates 
and renewal status 

Regulatory applicability 
verification 

Annual — confirm that the 
compliance obligations 
register remains complete 
and current as regulations 
and operations change 

Annual review of all obligations in 
the register; assessment of any 
regulatory changes that affect 
applicability; assessment of any 
operational changes that create 
new obligations 

 

The Compliance Evaluation Record — What It Must Show 
The compliance evaluation record is the primary evidence of Clause 9.1.2 conformance. It must demonstrate that 
a systematic, specific evaluation occurred — not merely that the organisation believes itself to be in compliance. 
Cascade's compliance evaluation record structure: 

 

Record Field Content Required 

Evaluation period The specific time period covered by this evaluation (e.g., January 
1 to March 31; rolling 12 months ending [date]) 

Obligation reference The specific compliance obligation being evaluated — regulatory 
citation, permit condition number, or register entry ID. Not just 
"PSCAA permit" — the specific condition. 

Evaluation method How compliance was determined — review of monitoring records, 
physical inspection, document review, permit report submission 
confirmation. Specific enough that the evaluator's methodology is 
clear. 

Evidence reviewed What specific records, data, or observations were used in the 
evaluation. References to specific record documents or data files. 

Evaluation result Compliant, Noncompliant, or Partially Compliant (with description 
of the specific shortfall). "Compliant" alone is insufficient — what 
was evaluated and why it is compliant must be evident from the 
record. 

Noncompliance description (if 
applicable) 

If not fully compliant, a specific description of what obligation is 
not being met, the magnitude of the gap, and any regulatory 
notification obligations triggered. 

Actions taken or planned If noncompliant: what corrective action was initiated, what 
regulatory notification was made, and the expected timeline for 
return to compliance. Reference to specific corrective action 
record. 

Evaluator and date Name and role of the person who conducted the evaluation; date 
evaluation was completed. Provides accountability and enables 
follow-up if questions arise. 

 

🏭  Cascade Case Study 
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Cascade First Compliance Evaluation: The first formal compliance evaluation at Cascade was conducted by 
Marcus Webb during Month 9 of the implementation (Phase 3 activation). The evaluation covered 23 
specific compliance obligations drawn from the Section B of the compliance obligations register. Results: 19 
obligations evaluated as fully compliant with documentation. 2 obligations evaluated as requiring corrective 
action: (1) The daily coating material usage logs (MPC-EMS-FRM-001) were incomplete — operators had 
been completing the material identity and VOC content fields but not the quantity fields for the past 2 
months. This represents a recordkeeping gap under PSCAA Permit Condition 4.5. Corrective action MPC-
EMS-CAR-003 was opened: retraining of coating operators on complete log completion, with Lead 
Technician daily review for 30 days. (2) The SWPPP had not been updated to reflect a change in a 
chemical storage area made during facility maintenance 4 months earlier. This was a documentation 
currency gap under the NPDES General Permit requirements. Corrective action: SWPPP updated same 
day; engineer PE certification of updated SWPPP initiated. 2 obligations with monitoring not yet complete — 
the RCRA Biennial Report submission (not yet due; confirmed reporting period not triggered) and the 
customer GHG reporting (submission due in March; evaluation confirmed data collection on track). Overall 
evaluation result: substantially compliant; 2 minor gaps with corrective action initiated. Marcus filed the 
evaluation record as MPC-EMS-CER-001 and distributed to Jennifer Ramos with a one-page summary. 
Jennifer's comment: "This is the first time I've ever had a written answer to the question of whether we are 
actually in compliance." 
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EMS Document Control System Setup 
ISO 14001:2015 Clause 7.5.3 requires the organisation to control documented information to ensure it is available 
and suitable for use where and when needed, and adequately protected. For most manufacturing organisations, 
this means establishing a practical document management approach that balances control rigour against 
operational accessibility. 

 

Document Control Requirements 
The control requirements for EMS documented information are the same as for ISO 9001 documented 
information, and organisations holding ISO 9001 certification should extend their existing document control 
system to cover EMS documents rather than building a parallel system. For organisations without an existing 
management system document control approach, the following five elements must be established: 

 

• Distribution and access: all personnel who need the document to perform their work can access the 
current version. For point-of-use documents (work instructions, checklists), this means physical or digital 
access at the work location. 

• Protection: documents are protected from unintended alteration, deletion, or loss. Electronic documents in 
a controlled document management system; physical documents in controlled locations. 

• Control of changes: changes to controlled documents are reviewed, approved, and communicated before 
the revised version becomes effective. The revision history is maintained. 

• Availability: controlled documents are retrievable within a reasonable time when needed — by operational 
staff for daily use, by auditors during audits, and by regulators during inspections. 

• Retention and disposition: records are retained for their defined retention period and then disposed of 
according to the retention schedule. Retention periods must meet or exceed regulatory minimum 
requirements. 

 

External Documents in the EMS Control System 
ISO 14001:2015 Clause 7.5.3.2 requires the organisation to control documented information of external origin that 
is determined to be necessary for the planning and operation of the EMS. This is a frequently under-implemented 
requirement. External EMS documents include: 

 

• Environmental permits and licences: the current version of each permit must be accessible to operational 
staff whose activities are governed by it. Permits are updated and modified — the organisation must know 
when changes occur and update operational procedures accordingly. 

• Regulatory text: the specific regulatory provisions referenced in procedures (PSCAA Regulations, WAC 
environmental regulations, RCRA standards) should be identified and their currency monitored. A 
procedure that references an outdated regulation may be technically incorrect. 

• Material Safety Data Sheets / Safety Data Sheets: for materials with significant environmental aspects, 
current SDS documents are external documented information. They provide VOC content data for 
emission calculations and hazard information for waste characterisation. 

• Industry standards and guidance documents: voluntary guidance adopted as a compliance approach 
(e.g., industry best management practices, EPA guidance documents) if referenced in procedures. 

• Customer environmental requirements documents: customer sustainability requirements or supplier 
codes of conduct that represent voluntary compliance obligations. 
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Cascade EMS Document Control System 
Cascade uses a SharePoint-based EMS document library as its controlled document management system, 
separate from (but structured identically to) a future ISO 9001 QMS document library. The library is configured 
with: 

 

• Version control enabled: all document revisions are retained; the current version is the only version 
accessible without specifically requesting version history 

• Check-out required for editing: only the EHS Manager and the Management Representative can edit EMS 
documents; all other users are read-only 

• Automatic revision history: who made changes, when, and a brief change summary is captured with each 
revision 

• Folder structure matching the document hierarchy: Tier 1 (Policy), Tier 2 (System), Tier 3 (Procedures), 
Tier 4 (Work Instructions and Forms), Permits and External Documents (sub-library) 

• Notification alerts: document owners receive automatic email notifications when a document is 
approaching its scheduled review date (30 days warning) 

• Mobile access: operators can access work instructions and forms on company tablets at work stations 
without needing to return to an office computer 
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Cascade Industrial Coatings — Complete EMS Document 
Library 
The following table lists all 28 controlled documents in the Cascade EMS as of initial certification. This document 
set was developed over the Phase 2 implementation period and represents the minimum documentation 
necessary for a manufacturing organisation of Cascade's environmental complexity to achieve ISO 14001:2015 
certification with an audit-ready evidence record. 

 

Doc. Number Title Tier / Type Rev. Owner Role 

MPC-EMS-POL-
001 

Environmental Policy Tier 1 / 
Policy 

1 CEO 

MPC-EMS-SCO-
001 

EMS Scope Statement Tier 1 / 
Policy 

1 EHS Mgr 

MPC-EMS-ASP-
001 

Environmental Aspects and Impacts 
Register 

Tier 2 / 
Register 

2 EHS Mgr 

MPC-EMS-LEG-
001 

Compliance Obligations Register Tier 2 / 
Register 

2 EHS Mgr 

MPC-EMS-OBJ-
001 

Environmental Objectives and Plans 
Tracker 

Tier 2 / 
Register 

1 EHS Mgr 

MPC-EMS-RSK-
001 

EMS Risk and Opportunity Register Tier 2 / 
Register 

1 EHS Mgr 

MPC-EMS-RRM-
001 

EMS Roles and Responsibilities 
Matrix 

Tier 2 / 
Reference 

2 EHS Mgr 

MPC-EMS-CTX-
001 

Organisational Context Analysis Tier 2 / 
Reference 

1 EHS Mgr 

MPC-EMS-IPR-
001 

Interested Party Register Tier 2 / 
Reference 

1 EHS Mgr 

MPC-EMS-PRO-
001 

VOC Emission Control — Solvent-
Based Coating Operations 

Tier 3 / 
Procedure 

2 EHS Mgr 

MPC-EMS-PRO-
002 

Wastewater Pre-Treatment 
Management and Discharge Control 

Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
003 

Hazardous Waste Management — 
Generation, Storage, and Disposal 

Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
004 

Powder Coating Operations — 
Environmental Controls 

Tier 3 / 
Procedure 

1 Production 
Mgr 

MPC-EMS-PRO-
005 

Waterborne Coating Operations — 
Environmental Controls 

Tier 3 / 
Procedure 

1 Production 
Mgr 

MPC-EMS-PRO-
006 

Stormwater Pollution Prevention — 
Inspection and Response 

Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
007 

Compliance Evaluation Procedure Tier 3 / 
Procedure 

1 EHS Mgr 
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Doc. Number Title Tier / Type Rev. Owner Role 

MPC-EMS-PRO-
008 

Environmental Monitoring and 
Measurement 

Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
009 

EMS Internal Audit Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
010 

EMS Management Review Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
011 

Environmental Nonconformity, 
Corrective Action, and Continual 
Improvement 

Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
012 

Emergency Preparedness and 
Response 

Tier 3 / 
Procedure 

2 EHS Mgr 

MPC-EMS-PRO-
013 

Environmental Communication — 
Internal and External 

Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-PRO-
014 

EMS Document and Record Control Tier 3 / 
Procedure 

1 EHS Mgr 

MPC-EMS-WI-
001 

Spray Booth Pre-Operation 
Inspection Checklist 

Tier 4 / Work 
Instruction 

1 Production 
Mgr 

MPC-EMS-WI-
002 

Wastewater Grab Sample Collection 
Procedure 

Tier 4 / Work 
Instruction 

1 EHS Mgr 

MPC-EMS-FRM-
001 

Daily Coating Emission Control Log 
(Record Template) 

Tier 4 / Form 2 EHS Mgr 

MPC-EMS-FRM-
002 

Monthly VOC Emission Calculation 
Worksheet (Record Template) 

Tier 4 / Form 1 EHS Mgr 

MPC-EMS-FRM-
003 

Hazardous Waste Accumulation Area 
Inspection Log (Record Template) 

Tier 4 / Form 1 EHS Mgr 
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Environmental Record Retention Schedule 
Environmental records have retention requirements driven by three distinct sources: the ISO 14001:2015 
standard (which requires retention sufficient to demonstrate EMS effectiveness), environmental permit and 
regulatory requirements (which specify minimum retention periods for compliance evidence), and legal liability 
considerations (which may justify longer retention than the regulatory minimum). The Cascade retention schedule 
takes the most stringent applicable requirement as the minimum. 

 

Record Type Regulatory 
Minimum 

Cascade 
Retention 

Rationale 

PSCAA permit monitoring 
records (daily emission logs, 
monthly calculations) 

3 years (PSCAA 
permit condition) 

5 years WAA civil enforcement 
limitation period is 5 
years; 5-year retention 
protects against late-
discovered violations 

Wastewater monitoring data and 
lab reports 

3 years (permit 
condition) 

5 years Consistent with air quality 
records; product liability 
and enforcement 
considerations 

RCRA hazardous waste 
manifests 

3 years from 
signing date 

7 years Federal civil RCRA 
enforcement can extend 
beyond 3 years; waste 
liability exposure may 
extend to ultimate 
disposal 

RCRA hazardous waste 
inspection records 

3 years 5 years Consistent with other 
RCRA records; 
enforcement liability 

Spill records and emergency 
response reports 

Varies — 
generally 3 years 
for reports 
submitted to 
regulators 

10 years / 
permanent for 
significant spills 

Soil and groundwater 
contamination liability is 
indefinite; significant spill 
records should be 
retained permanently 

SPCC Plan Retain current 
plan; prior 
versions for 
duration of plan 
period 

Current + 5 years 
for superseded 
versions 

SPCC amendment and 
revision history supports 
defence in enforcement 
actions referencing past 
operations 

Employee EMS training records No regulatory 
minimum for 
training 
specifically 

Employment 
duration + 5 
years 

Competence evidence is 
personnel record; may be 
needed in regulatory 
defence if employee 
action causes incident 

Compliance evaluation records No regulatory 
minimum 
specifically 

5 years Demonstrates due 
diligence in compliance 
management; supports 
defence against 
regulatory enforcement 
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Record Type Regulatory 
Minimum 

Cascade 
Retention 

Rationale 

Internal audit records No regulatory 
minimum 

3 complete audit 
cycles 

Standard audit 
programme coverage; 
surveillance and 
recertification audit 
reference 

Management review records No regulatory 
minimum 

3 years minimum Surveillance and 
recertification audit 
reference; demonstrates 
ongoing executive 
engagement 

Environmental incident and 
corrective action records 

Varies — 
environmental 
incidents 
triggering 
regulatory 
reports: retain 
regulatory report 
for period 
specified in 
permit 

5 years from 
closure 

Demonstrates systemic 
response; supports 
defence and enforcement 
negotiation 

 

✅  Best Practice 

The single most impactful best practice in EMS record management for regulated industrial facilities is 
maintaining a unified environmental compliance evidence package that organises all compliance evidence 
by permit condition. Rather than storing monitoring data in one folder, reports in another, and inspection 
logs in a third, organise records by the permit condition they demonstrate compliance with. When a 
regulatory inspector arrives or an auditor asks "show me how you demonstrate compliance with PSCAA 
Condition 4.5," the evidence package for that condition is immediately retrievable — containing the relevant 
emission logs, the monthly calculations, and any related correspondence in a single location. This 
organisation takes additional effort to maintain but dramatically reduces the time and stress of regulatory 
interactions and makes compliance evaluation straightforward rather than document-hunting. 
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Quick Reference: EMS Documentation Development 
 

Documentation Development Sequence 
Build EMS documents in this order to respect dependency relationships: 

 

1. EMS Scope Statement (MPC-EMS-SCO-001) — all other documents are bounded by the scope 

2. Environmental Policy (MPC-EMS-POL-001) — required before objectives and public communication 

3. EMS Roles and Responsibilities Matrix (MPC-EMS-RRM-001) — required before any process ownership 
is assigned 

4. Environmental Aspects and Impacts Register (MPC-EMS-ASP-001) — required before operational 
controls, monitoring, and objectives can be designed 

5. Compliance Obligations Register (MPC-EMS-LEG-001) — required before compliance evaluation 
procedure and operational controls referencing specific permit conditions 

6. Environmental Objectives and Plans (MPC-EMS-OBJ-001) — required before monitoring programme for 
objective metrics 

7. Operational Control Procedures (MPC-EMS-PRO-001 through -006) — required before the EMS can be 
said to control significant aspects 

8. Emergency Preparedness and Response Plan update (MPC-EMS-PRO-012) — required before any 
emergency-condition aspects can be controlled 

9. EMS Management Procedures (MPC-EMS-PRO-007 through -014) — required before activation of 
evaluation and improvement elements in Phase 3 

10. Work Instructions and Record Templates (MPC-EMS-WI-xxx, MPC-EMS-FRM-xxx) — required before 
procedures can be fully executed and evidence captured 

 

Common Documentation Audit Findings 
 

Finding Area Clause Typical Finding Statement 

Aspects register 
missing emergency 
conditions 

6.1.2 Environmental aspects and impacts register identifies aspects 
for normal and abnormal conditions but does not address 
emergency scenarios — specifically, chemical spill during 
production and wastewater treatment system failure are not 
identified as emergency condition aspects despite being 
foreseeable events with significant environmental impact 
potential. 

Compliance 
obligations register 
incomplete 

6.1.3 Compliance obligations register identifies applicable 
regulations and permits but does not document the specific 
compliance conditions within those permits (monitoring 
frequencies, emission limits, recordkeeping requirements) in a 
form that operational staff can use for compliance 
management. Section B of the register has not been 
developed. 

Operational 
procedure lacks 
abnormal response 

8.1 Procedure MPC-EMS-PRO-001 (VOC Emission Control) 
describes pre-operation requirements and during-operation 
controls but does not address what operators must do when 
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Finding Area Clause Typical Finding Statement 

the spray booth exhaust fan fails or when a monthly emission 
limit appears to have been exceeded. The most 
environmentally significant event scenarios are not 
addressed. 

No compliance 
evaluation record 

9.1.2 The organisation maintains a compliance obligations register 
and monitors permit limits monthly. However, no documented 
compliance evaluation record demonstrates that the 
organisation has systematically evaluated whether each 
tracked obligation is being met. Monthly emission calculations 
are available but are not organised as a compliance 
evaluation. 

External permits not 
in document control 

7.5.3.2 The PSCAA Air Quality Permit and State Waste Discharge 
Permit are not listed in the EMS document control register. 
Procedures reference these permits by permit number, but 
there is no mechanism for detecting when the permits are 
amended or renewed, and no confirmation that the 
procedures reference the current permit conditions. 

Records retention 
undefined 

7.5.3 No retention schedule defines how long environmental 
records must be retained. The EHS Manager retains records 
indefinitely on a network drive, but there is no documented 
policy specifying retention periods for different record types or 
a disposition procedure for records at the end of their 
retention period. 

 

 

 

Next in Volume 1: Guide 1.4 — Training, Competence, and Awareness. Designing the EMS training programme: 
environmental competence requirements for all EMS-affecting roles, awareness training for the full workforce, 
contractor environmental awareness, and training effectiveness evaluation — with the complete Cascade training 
programme as the worked example. 

 

 

 


