EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Internal and External Communications

	Document Owner:  EMS Management Representative (EMSMR) and/or the Chief, Public Affairs Office (PAO).  The installation has to decide who will be responsible for ensuring that the procedure is followed and designate that office/person as the document owner.  
	Approval:  The installation EMS Management Representative is the recommended appropriate approval authority.

	
	Signature:  Approval authority’s signature

	
	Approval Date:  Date of last review and approval

	Update Requirements:  The (Installation Name) document owner(s) identified above shall maintain this procedure.  This procedure must be reviewed and approved annually.  This document and its revisions shall remain current for no more than one year from the approval date.  The EMS Management Representative must maintain a record of document history with this procedure.

	Revision Information

	Status
	Version Number
	Effective Date
	Revision Summary

	Baseline Procedure
	V1.0
	DD/MM/20YY
	Initial version of this procedure

	References

	a. (Installation Name) Environmental Policy Statement
b. (Installation Name)’s procedure for Identifying Significant Environment Aspects
c. (Installation Name)’s procedure for Identifying Legal and other Requirements
d. (Installation Name)’s procedure for Setting Objectives and Targets
e. (Installation Name)’s Environmental Management Programs
f. (Installation Name)’s procedure for Establishing Operational Controls
g. (Installation Name)’s procedure for Awareness Training
h. (Installation Name)’s procedure for Competency Training 

i. (Installation Name)’s procedure for Emergency Preparedness and Response
j. (Installation Name)’s procedure for Document Control
k. (Installation Name)’s procedure for Records Management
l. (Installation Name)’s procedure for Monitoring and Measuring
m. (Installation Name)’s procedure for Addressing Nonconformities
n. (Installation Name)’s procedure for Conducting Internal Audits
o. (Installation Name)’s procedure for Management Review
p. ISO 14001: 2004, Environmental Management Systems – Specification with Guidance for Use.




Note: This template is intended only as a guide for installations to use in developing their own procedures.  Installations should add, delete, and/or modify the language and structure as necessary in order to meet the needs of their individual EMS programs.

1.0
Purpose and Scope

The purpose of this procedure is to ensure effective and timely communication of EMS and environmentally-related information within the installation, and to ensure proper handling of relevant communications from external interested parties (e.g. community personnel, media, environmental groups).  This procedure provides instructions, and assigns responsibilities for the establishment, review, authorization, issue, and distribution of EMS information to include procedures, policies, records and other EMS documents.

This procedure satisfies the requirements in Section 4.4.3 of ISO 1401:2004 for establishing a procedure for internal communication and responding to relevant communication from external interested parties.
2.0
Definitions
External Communication: Any exchange of information with interested parties not part of the installation or its chain of command.
Interested Party:  Any person or group concerned with or affected by the environmental performance of the installation.
Internal Communication:  All exchange of information, to include verbal communication (staff meetings, brown bag lunches, training, etc.) e-mail, intranet, memoranda, newsletters, posters, and bulletin boards, with installation personnel and organizations, to include organizations and personnel within the installation’s chain of command.
Proponent:  The principal official who has primary responsibility for subject matter of the publication.  Proponents are responsible for the content of the publication.
3.0
Procedure
3.1
Internal Communication:  Internal communications are a routine part of conducting the normal operations and missions at (Installation Name) and its tenant activities, and is crucial for an effective environmental management system.  A variety of processes are used for internal communication on environmentally related matters.  The effectiveness of these communication processes are evaluated on an ongoing basis through environmental training programs, installation audits and inspections, and informal discussions.  Major topics of internal communication include, but are not limited to:
· Environmental policy, objectives, and targets;

· Environmental roles and responsibilities;

· Environmental regulatory requirements;

· Environmental performance compared to objectives and targets;

· Environmental policies and procedures; and,

· Hazards and emergency response procedures.

The Garrison Commander is responsible for communicating the installation’s environmental policy.  The proponent for all other internal environmental communications is the environmental management office.  However, dissemination of environmental information to all installation personnel is the responsibility of all levels of management.  Conversely, all installation personnel are encouraged to provide feedback through their appropriate chain of command on issues that could impact the environmental performance of the installation.
Internal communication methods may include:

· Policy and information memoranda;

· Meeting minutes;

· Bulletin-board postings;

· Installation newspaper articles;

· Posters;

· Newsletters;

· Suggestion boxes;

· Installation Web site;

· E-mail;

· Town hall meetings;

· Training sessions;

· Staff meetings; and

· Any verbal communications.

3.2
External Communication:  The Public Affairs Office (PAO) is responsible for coordinating responses for environmental information to or from external interested parties.
Non regulatory – Regarding inputs from external interested parties, (Installation Name) has instituted the following process:

· All written, non-regulatory external input concerning environmental performance is received by, or routed to, the PAO and forwarded to the Environmental Division Chief, EMSMR and the Cross Functional Team (CFT).  Where necessary, the PAO will obtain input from the Environmental Division Chief or the EMS MR to formulate a proper response.
· PAO will document all telephone conversations with external interested parties that pertain to the environmental management system.  All complaints that are related to the scope of the EMS will be forwarded to the EMSMR and the CFT.
· PAO shall ensure that all responses to inquiries are conducted in a timely manner.
· The CFT and the EMSMR will consider all external communications when establishing and reviewing environmental objectives and targets for the EMS, and will initiate any necessary changes to the EMS.
· All responses to members of Congress and/or members of the media will be coordinated through PAO and routed through the Garrison Commander.
· (Installation Name) has decided to communicate its significant aspects with the public.  PAO will be given the current list of significant aspects and will disseminate them to anyone inquiring about them.  Significant aspects will also be available on the (Installation Name)’s Web site.
(Note: if your installation has decided not to communicate its significant aspects to the public, indicate that here in lieu of this bullet.)
· PAO may provide the current environmental policy for the installation to any parties inquiring about it. 
Regulatory –The following process has been established for responding to regulatory requests:

· All regulatory requests concerning environmental performance are received or routed to the Environmental Division Chief. 

· The Environmental Division Chief may obtain input or task the appropriate Program Manager to prepare a response to the regulatory agency.

· The Environmental Division Chief approves the response and either signs it or routes it for appropriate signature to the Garrison Commander.
Communications with Suppliers and Contractors – (Installation Name) will communicate the following information to appropriate suppliers and contractors:

· (Installation Name)’s Environmental Policy statement, significant aspects and objectives and targets. 
· (Installation Name) has implemented an EMS, which is based on ISO 14001.

· (Installation Name) expects its suppliers and contractors to provide environmentally-friendly products and services when available, or when pricing differences are no more than 10% more than comparable products and services.
· Where a supplier’s product is contributing to an identified significant environmental aspect (Installation Name) will communicate to that supplier that they should identify alternatives to minimize the environmental impacts from the product, or develop operational controls to minimize its impact.
· The installation Director of Logistics will maintain an Authorized Use List (AUL) to minimize products that have the potential to cause a significant environmental impact.  The AUL will be shared with all suppliers, contractors and tenants.  Conversely, (Installation Name) will maintain a Banned Materials List that forbids certain material to be brought onto the installation without a formal exemption from the environmental office.
Communications with suppliers and contractors shall be documented in accordance with procurement procedures.

4.0
Records
Records generated from the execution of this procedure include:

· Record of policy distribution to employees;

· Records of EMS Awareness Training program development and execution; 

· Copies of internal e-mails, postings, memorandums or management bulletins that cover EMS topics;
· Record of requests for the Environmental Policy from the public;

· Records of submissions to regulatory authorities;

· Records of environmental reports to the public;

· Records of any external communication regarding significant environmental aspects;
· External communications received that are within the scope of the EMS;
· Copies of responses to external communications;
· Copies of communications to suppliers and contractors; and
· Communications from suppliers and contractors relating to these environmental matters.
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