EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Addressing Emergency Preparedness and Response

	Document Owner:  EMS Management Representative (EMSMR) and/or the Chief, Environmental Management Office (EMO).  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
	10 January 2004
	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 Addressing Nonconformities
j. (Installation Name)’s procedure for Monitoring and Measuring
k. (Installation Name)’s procedure for Document Control
l. (Installation Name)’s procedure for Records Management
m. (Installation Name)’s procedure for Conducting Internal Audits
n. (Installation Name)’s procedure for Internal and External Communications
o. (Installation Name)’s procedure for Management Review
p. (Installation Name) EMS Manual
q. (Installation Name) EMS Gap Analysis
r. ISO 14001: 2004, Environmental Management Systems – Specification with Guidance for Use
s. Memorandum from Office of the Assistant secretary of the Army (Installations and Environment) Subject: Environmental Management System (EMS) Self-Declaration, February 2005
t. (Installation Name)’s Risk Management Plan
u. (Installation Name)’s Spill Contingency Plan (SCP) and Spill Prevention, Control, and Countermeasures Plan (SPCCP)
v. (Installation Name)’s Resource Conservation and Recovery Act Contingency Plan
w. (Installation Name)’s Facility Response Plan
x. (Installation Name)’s Chemical Accident/Incident Response and Assistance (CAIRA) Plan



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 describe the process to identify potential emergency situations and potential accidents and how (Installation Name) will respond to them, and prevent or mitigate associated adverse environmental impacts.  This procedure specifies those EMS requirements that pertain to the environmental consequences of an incident or emergency. It does not address other consequences that may result from an incident or emergency.  An incident or emergency involves more than a mere non-conformance in the EMS or a minor spill or release. For purposes of the EMS, nonconformance and minor spills or releases are corrected through the provisions of (Installation Name)’s Procedure for Addressing Nonconformities.
This procedure satisfies the requirements in Sections 4.5.7 ISO 14001:2004 for establishing, implementing, and maintaining a process to identify potential emergency situations and potential accidents that can have an impact on the environment, and how the installation will respond to them.

2.0
Definitions
Chemical Accident/Incident Response and Assistance (CAIRA) Plan:  A plan that describes (Installation Name)’s functions, responsibilities, organization, and procedures for responding to chemical events. The CAIRA plan includes all those actions taken to save life, preserve health and safety, prevent further environmental damage, protect property, secure the chemical agents, and maintain public confidence in (Installation Name)’s ability to coordinate off-post and on-post emergency preparedness and response. CAIRA policy and guidance address the federal emergency response to a chemical surety emergency. This response effort includes some key off-post concerns, such as public information, event assessment, emergency notification, and coordination of response activities.
Facility Response Plan (FRP):  A plan required by the Section 4202 of the Oil Pollution Act of 1990 for owners and operators of tank vessels, offshore facilities and certain non-transportation related onshore facilities that, because of their location, could reasonably be expected to cause substantial harm to the environment by discharging oil into or on the navigable waters or adjoining shorelines.
Resource Conservation and Recovery Act (RCRA) Contingency Plan:  A plan required by RCRA to minimize hazards to human health or the environment from fires, explosions, or unplanned sudden or non-sudden releases of hazardous waste or hazardous waste constituents.
Risk Management Plan:  A plan required by Section 112(r) of the Clean Air Act for installations that stock certain chemicals above threshold quantities. The basic provisions of the risk management plan regulations require facilities to identify and control on-site hazards through a series of detailed steps, and to inform the public of the actions that they are taking to prevent and mitigate the potential off-site effects of these hazards.
Spill Contingency Plan (SCP) and Spill Prevention, Control and Countermeasures Plan (SPCCP):  The plans are required by Section 311(j) of the Clean Water Act to establish procedures and guidance for the prevention, detection, and response to releases, accidents, and spills involving oils or hazardous substances at (Installation Name).
3.0 Procedure
3.1
General:  Despite (Installation Name)’s best efforts, accidents and other emergency situations can occur.  Effective emergency preparation and response can reduce injuries, prevent or minimize environmental impacts, protect employees and neighbors, reduce asset losses, and minimize mission impacts.  (Installation Name) has developed numerous plans that address various types of accidents and emergencies. These plans form the basis for (Installation Name)’s emergency preparedness and response actions.
3.2
Responsibilities:  All (Installation Name) personnel have a responsibility to prevent and minimize accidents and other emergency situations. Emergency preparedness and response can involve multiple organizations on and off the installation. Specific responsibilities include:

Environmental Manager (or EMSMR):  Ensures appropriate plans (see section 2 .0) are prepared and current, and are maintained in accordance with (Installation Name)’s document control procedures.
On Scene Coordinator:  Leads an emergency response action.  Depending on the emergency, the on scene coordinator may be an installation employee or a first responder from an off post organization.

3.3
Emergency Preparedness:  All required plans will be reviewed and updated, as appropriate, at least annually by the plan POC.  Plans will be reviewed to ensure they meet all current regulatory requirements and to identify changes on the installation that may affect plan execution.  The review should include plan attachments, such as contact names, phone numbers, maps, facility floor plans, and material safety data sheets (MSDS).  Emergency preparedness procedures will be exercised and tested through drills and tests in accordance with regulatory and plan requirements, and to ensure all mitigated actions are considered and implemented.  Plans will be readily accessible to potentially affected personnel, to include off post first responders, and hard copies will be posted in work areas with high risk or the potential for significant environmental impact.
3.4
Emergency Response:  Responses to all accidents and emergencies will be conducted in accordance with the procedures specified in the applicable response plan.
4.0
Records

This procedure generates the following EMS records:
1. Records of incidents and emergencies that can result in environmental consequences;
2. Records of exercises and associated reviews; and
3. Records that indicate changes to the ISCP as a result of exercise reviews.
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