EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Competency Training

	Document Owner:  EMS Management Representative or other designated person.  In some instances the Document owner may be the person responsible for ensuring that the procedure is followed.  An example could be the Public Affairs Office chief is the document owner of the Communications procedure.
	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 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)’s Environmental Policy Statement
b. (Installation Name) EMS Procedure for Identifying Significant Environmental Aspects
c. (Installation Name)’s prioritized list of environmental aspects
d. (Installation Name)’s list of legal and other requirements
e. (Installation Name) EMS Procedure for Evaluation of Compliance
f. (Installation Name) EMS Procedure for Records Management
g. (Installation Name) EMS Procedure for Awareness Training
h. (Installation Name) EMS Procedure for Setting Objectives and Targets
i. (Installation Name) Environmental Management Programs
j. (Installation Name) EMS Procedure for Monitoring and Measuring
k. (Installation Name) EMS Procedure for Internal Communications
l. 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 outline how (Installation Name) will provide a consistent means for training and evaluating its employees for competence in those activities identified as having the potential to cause a significant impact on the environment.  This procedure will apply to those personnel currently performing the identified activities and new employees assigned to perform those activities.  Awareness Training is covered under (Installation Name)’s EMS Procedure for Awareness Training
2.0
Definitions
Definitions provided here are meant to explain terms used throughout this procedure.

Cross Functional Team:  Team of facility personnel representing various installation activities and tenants selected by the Garrison Commander to serve as EMS experts and representatives for the various functional areas on the installation.  The team’s responsibilities are to gather, organize, and disseminate information; develop EMS procedures; advise, coordinate, facilitate, and monitor EMS implementation; and perform the gap analysis.

Significant Environmental Aspect:  An environmental aspect that has, or can have, a significant environmental or mission impact, i.e., one that can potentially cause a significant environmental or operational impact. This impact can be positive or negative.
Competency Training – Training involving details of the requirements for each specific job function as required under the EMS, such as SOPs, emergency response procedures, etc., to ensure that personnel performing tasks that can cause significant environmental impacts are competent.
3.0
Procedure
The Cross Functional Team (CFT) will identify significant environmental aspects according to (Installation Name)’s procedure for significant environmental aspects and impacts. Following this, the activities and processes that have the potential to cause a significant environmental impact will be identified and documented accordingly.
Once a process has been identified as having the potential to cause a significant impact, the process owner will create a competency job training matrix, capturing, at a minimum, the following information: building number or location, period covered, significant aspect(s) associated with work performed, potential impacts, activities, type of training and frequency, and associated operational controls (SOP).  The attached form is an example of how to identify and record competency training.  This training matrix will be managed in accordance with the installation’s record management procedure.
Personnel that perform tasks that can cause significant environmental impacts shall be competent on the basis of appropriate education, training, and/or experience.  Such personnel shall receive competence training when it is determined that it is required to address the significant environmental aspect(s) associated with their work assignments.  Such Competence Training will include:

1.
Environmental training required by applicable regulatory requirements;
2.
The significant environmental impacts, actual or potential, of their work activities and the environmental benefits of improved personal performance;

3.
Specific objectives and targets related to their work activities; and
4.
The potential consequences of departure from specified operating procedures.
Note: In many cases, Competence Training will be satisfied by existing Health and Safety training required by OSHA and/or environmental regulations.

When Competence Training is required, it will be conducted before the individual begins an assigned function that has the potential to have a serious environmental impact.  Such Competence Training could include formal training or on the job training.  It is the responsibility of the immediate supervisor to ensure that the individual has appropriate competence.

Contractors whose work may cause a significant environmental impact and who work at (Installation Name) for more than (a period specified by the installation) will be identified and competency training will be provided.
The CFT and process owners shall periodically review the effectiveness of the training and revise it according to (Installation Name)’s corrective action procedure. Refresher training will be conducted IAW the frequency indicated in the training matrix.

4.0
Records
Records that pertain to competency training for the installation’s EMS will be maintained either in hard copy or electronically and will be readily available to the CFT.  Records will include, but will not be limited to:

1.
Personnel training matrix;

2.
The contents of the competency training; and
3.
Competence training records (date and attendance, instructor).
Refer to (Installation Name)’s EMS Procedure for Documentation and Records Management for further details on document retention.
LOCATION: Building 152






PROCESS OWNER:  Readiness Sustainment Maintenance Site
	A. Significant Environmental Aspect (Qualifier)/

Environmental Impact
	B. Activities


	C. Employee Name

	D. Type and Frequency of Training

	E. SOP(s)
	F. Employee Signature (Dates)/Instructor or Supervisor

	
	
	
	
	
	1st 

Quarter
	2nd 
Quarter
	3rd 

Quarter
	4th 

Quarter

	Air emissions (VOCs) / Air Pollution
Hazardous Waste Generation (Paint Waste) / Improper Storage or Disposal
Solid Waste Generation (Filters/Floor Coverings/Maskings) / Depletion of Landfill Space
	Spray Painting Operations
	John Doe

	Quarterly Pre-work SOP Briefing


	Paint Booth Operating Conditions

CARC Paint Mixing Instructions

Waste Disposal Instructions
	John Doe

9 Jan 06
Mike Mist
	John Doe

18 Apr 06
Mike Mist
	John Doe

11 Jul 06
Mike Mist
	

	
	
	
	Annual SOP Review
	Paint Booth Operating Conditions

CARC Paint Mixing Instructions

Waste Disposal Instructions
	John Doe

15 Jan 06
Mike Mist

	
	
	Steve Smith


	Quarterly Pre-work SOP Briefing


	Paint Booth Operating Conditions

CARC Paint Mixing Instructions

Waste Disposal Instructions
	Steve Smith

18 Jan 06
Mike Mist
	Steve Smith

18 Apr 06
Mike Mist
	Steve Smith

11 Jul 06
Mike Mist
	

	
	
	
	Annual SOP Review
	Paint Booth Operating Conditions

CARC Paint Mixing Instructions

Waste Disposal Instructions
	Steve Smith
23 Jan 06
Mike Mist

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	


PERIOD:  1 Jan -31 Dec 2006
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