EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Monitoring and measurement

	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)’s prioritized list of environmental aspects.
c. (Installation Name) EMS Procedure for Identifying Legal and Other Requirements
d. (Installation Name)’s documented list of objectives and targets. 
e. (Installation Name) EMS Procedure for Records Management
f. (Installation Name) EMS Procedure for Document Control
g. (Installation Name) EMS Procedure for Nonconformity, corrective action and preventive action
h. ISO 14001: 2004, Environmental Management Systems – Specification with Guidance for Use.
i. (Installation Name) EMS Operational Control Procedure



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

This procedure outlines the process for monitoring and measuring the key characteristics of (Installation’s Name) operations that may have significant impacts on the environment.  Monitoring and measuring EMS operations and activities will establish a mechanism to ensure that (Installation’s Name) is meeting its environmental policy, objectives and targets.
2.0 Definitions
Definitions provided here are meant to help explain terms used throughout this procedure.

Cross Functional Team (CFT):  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.

Environmental Objective:  Overall environmental goal, arising from the environmental policy that an organization sets for itself to achieve, and which is quantified where practicable.

Environmental Target:  Detailed performance requirement, quantified where practicable, applicable to the organization or parts thereof, that arises from the environmental objectives and that needs to be set and met in order to achieve those objectives.

Environmental Management Program: An action plan or series of action plans to achieve an environmental objective.
Environmental Performance: The management of environmental aspects, and the quantifiable results of that management.
Environmental Performance Indicator: A specific datum selected, such as volume of a chemical used, which will provide measurable information regarding progress toward meeting a specific environmental objective and target.
Continual Improvement:  Process of enhancing the EMS to achieve improvements in overall environmental performance in line with the organization’s environmental policy. (Note: Continual implies that there will be periods where improvement will be flat.)
3.0 Procedure
Monitoring and measuring of key characteristics and environmental performance associated with significant aspects will be specified in environmental management programs.
3.1 Roles and Responsibilities:


3.1.1 Environmental Management Program (EMP) Leads:
Each EMP lead will verify performance in meeting environmental objectives and targets through the monitoring and measurement of specified performance indicators.  In addition, EMP leads are responsible for evaluating the results of the monitoring and measuring efforts, and tracking how well objectives and targets are being met.
Once a quarter EMP leads will tabulate monitoring and measuring data to evaluate progress on assigned objectives.  A progress report will be submitted to the EMSMR within 30 days of the end of the quarter. The report must include planned activities for the following quarter and identify any changes in the EMP resulting from the monitoring and measurement efforts.
3.2.1 Environmental Management Systems Management Representative (EMSMR)
The EMSMR will review the reports and meet with the EMP lead or other appropriate personnel if nonconformances are found or progress is falling significantly behind schedule. If it is determined that objectives and/or targets are not being met, this non-conformance should be addressed in the accompanying non-conformity procedure.
3.2 Utilization of EMS Performance Data – All information collected from the monitoring and measuring of progress in attaining the objectives and targets of the EMS is a required input into the periodic EMS Management Review by top management.  The effectiveness of the EMS is in large measure determined by its effectiveness in meeting the objectives and targets.

3.3 Calibration of Equipment used to Monitor and Measure Environmental Indicators
a.
An inventory of all instruments used to monitor and measure indicators of performance for the EMS will be maintained, and those instruments requiring calibration will be noted. 
b.
Personnel responsible for calibration will be given the training, tools, and instructions for proper calibration.  Instructions will contain the frequency of calibration and the method of calibration per the manufacturer’s specification.
c.
Calibration of equipment must be done in accordance with Army Regulation 750-43, Army Test, Measurement, and Diagnostic Equipment Program.
4.0 Records

This procedure will generate the following records: 

· Records of baselines for objectives and targets of the EMS;

· Data records of ongoing or periodic measurement and monitoring, as appropriate;

· List of instruments used for monitoring and measurement of EMS performance indicators that require periodic calibration;
· Records of calibration instructions; and

· Records of actual calibrations (when and by whom).
Retention time and disposition of records will be in accordance with ARIMS (www.arims.army.mil).  Additionally, retention times for environmental records shall comply with regulatory requirements.

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