EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Legal and Other Requirements

	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) EMS Procedure for Identifying Significant Environmental Aspects
b. (Installation Name) EMS Procedure for Identifying Objectives and Targets
c. (Installation Name) EMS Procedure for Evaluation of Compliance
d. (Installation Name) EMS Procedure for Records Management
e. (Installation Name) EMS Procedure for Training of Employees
f. (Installation Name) EMS Procedure for Calibrating, Monitoring and Measuring Instruments
g. (Installation Name) Compliance Site Inventory
h. 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 that appropriate site personnel are aware of all legal and other regulatory requirements that are applicable to the environmental aspects of (Installation Name)’s activities, products, and/or services.  Information on legal and other regulatory requirements is incorporated into the installation’s environmental management system (EMS) and will be considered, with other factors, to set objectives and targets.  (Refer to the EMS Procedure for Setting Objectives and Targets.)

The listed environmental aspects that were documented by (Installation Name)’s EMS Procedure for Identifying Significant Environmental Aspects should be evaluated to identify legal and other requirements that are applicable and relevant to those aspects.

This procedure satisfies Section 4.3.2 of ISO 14001 for identifying and communicating legal and other requirements.

2.0
Definitions

EMS legal and other requirements encompass all the constraints imposed on (Installation Name) to control its environmental aspects and operations. These constraints include federal, state, and local laws and regulations, environmental permits, registrations, executive orders, and consent decrees.  In addition, internal organizational procedural requirements pertaining to environmental aspects, such as military (e.g., Department of Defense [DoD] and Department of Army [DA]) instructions, directives, manuals, and policy decisions also apply.  These internal requirements take on the same importance as legal requirements and are expected to receive the same degree of commitment to compliance.

3.0 Procedure

3.1
Identification of Existing Requirements

The Environmental Program Manager (EPM), or an equivalent, for each Directorate or Tenant of (Installation Name) will obtain and review the regulations pertinent to all environmental aspects identified within their area of responsibility.  The EPM or his/her designated representative may do this by accessing the Internet, subscribing to free e-mail notification services, attending periodic training, reading trade or technical journals and environmental newsletters, consulting with other environmental professionals (other installations or private industry), hiring consultants, requesting assistance from the facility’s Environmental Management Division (EMD), or requesting input from the Legal Office on regulatory information associated with aspects.  Any of these methods and sources of regulatory information are suitable as long as they provide a high degree of certainty regarding the regulatory implications of each environmental aspect identified by (Installation Name)’s EMS Procedure for Identifying Significant Environmental Aspects.  Specific sources, means and methods for identifying legal and other requirements include, but are not limited to the following:

· Daily Federal Register or Federal Register summaries,

· Code of Federal Regulations,

· Defense Environmental Information Exchange Web site,

· Bureau of National Affairs database,

· Hazardous Technical Information System Bulletins, and
· Correspondence pertaining to enforcement actions, Notices of Violation (NOVs), consent orders, and findings from internal compliance audits.
Note: this is not intended to be a comprehensive resource list and additional research and or sources may be required.  Additionally if any of the above are not used, installations should remove them from the list.
The compiled list of legal and other requirements must be maintained in a format that is readily updated to allow for the insertion of additional requirements as they are identified.  Information compiled must include, at a minimum, the full citation for the requirement identified, where the full text of the requirement can be found for review, and a brief statement addressing specific applicability to the environmental aspects.  (Refer to EMS Procedure for Identifying Significant Environmental Aspects.)
3.2
Identification of New and Emerging Requirements

The EPM must review the identified legal and other requirements on a regular basis.  When these requirements change, the EPM must notify the EMS Management Representative (EMSMR) and EMD program managers.  Sources of applicable requirements information that may be relevant in this analysis include:

· Publications dedicated to regulatory information and updates, such as the Environmental Compliance Alert and the Federal Register;
· Periodic contact with state and local regulatory officials;

· Consultation with external regulatory compliance experts that provide professional services to the location;

· Periodic attendance at environmental training courses that include regulatory updates and compliance issues;

· Identification of local requirements through locally mandated permits; and

· Consultation with site management and headquarters staff on new or revised requirements that may apply to site operations.

Note: this is not intended to be a comprehensive resource list and additional research and or sources may be required.  Additionally if any of the above are not used, installations should remove them from the list.
Timely notification of changes is necessary to ensure continuous compliance with legal and other requirements.
On a periodic basis, but at least yearly, the collection of legal and other requirements shall be submitted for review to competent parties (e.g., the Legal Office, EMD, etc.) by the EMSMR to ensure their continued relevancy and currency.  Updates to legal and other requirements will then be used to continually improve relevant parts of the EMS.
3.3
Applicability to (Installation Name)’s Environmental Aspects

Once the baseline of existing legal and other requirements has been established they are integrated into the EMS when determining the significance of (Installation Name)’s environmental aspects, during the establishment of objectives and targets for the EMS, and through their inclusion in Environmental Management Plans (EMPs) designed to achieve those objectives and targets.  Results of the identification of the legal and other requirements will also be used to help ensure compliance with those requirements.
4.0
Records

The EMSMR or a designated member of the EMS Cross Functional Team will maintain records of applicable legal and other requirements, and of the steps taken to fulfill the provisions of this procedure.  Hard or electronic versions of these records will be maintained in a central and accessible file.
These records are not limited to, but must include:

· The current list of legal and other requirements matched to the aspects they pertain to.

· Previous versions of the list of legal and other requirements and associated aspects.

Refer to (Installation Name)’s EMS Procedure for Documentation and Records Management for further details on document retention.
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