EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Setting Objectives and Targets

	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) EMS Procedure for Evaluation of Compliance
e. (Installation Name) EMS Procedure for Records Management
f. (Installation Name) EMS Procedure for Training of Employees
g. (Installation Name) EMS Procedure for Calibrating, Monitoring and measuring Instruments
h. (Installation Name) Compliance Site Inventory
i. ISO 14001: 2004, Environmental Management Systems – Specification with Guidance for Use.

j. (Installation Name) Master Plan.
k. Meeting minutes from the last Management Review.

l. (Installation Name) Environmental Policy


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) provides a consistent means for developing EMS objectives, targets and performance indicators.  Objectives and targets will be established to address selected significant environmental aspects identified by carrying out (Installation Name)’s EMS Procedure for Identifying Significant Environmental Aspects, and must adequately address compliance with the legal and other regulatory requirements identified by (Installation Name)’s EMS Procedure for Legal and Other Requirements.

The objectives and targets established with this EMS procedure extend to all levels and functions of the organization(s) where they are applicable.

2.0 Definitions
Definitions provided here are meant to help 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.

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 Performance Indicator:  Specific expression that provides information about an organization’s environmental performance.

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.

Interested Party:  Individual or group concerned with, or affected by the environmental performance of an organization.

Environmental Policy:  Statement by the organization of its intentions and principles in relation to its overall environmental performance that also provides a framework for action and for setting of its objectives and targets.

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
The Cross Functional Team (CFT) will propose objectives and targets for selected significant environmental aspects previously identified for the installation.  Additionally, the CFT is responsible for establishing the performance indicators necessary to measure achievements associated with the objectives and targets. Once the CFT has completed their work, the draft objectives and targets and performance indicators will be provided to the Garrison Commander and the Environmental Quality Control Committee for review and final approval.  

The CFT will develop objectives and targets to define:

· The performance objectives (e.g., monitor, study, control or improve) for selected significant environmental aspects;

· The specific, quantified targets which particularize those performance objectives; and

· The planned schedule for achieving targets.

Whenever possible, objectives will be set in measurable terms with specific time frames for their accomplishment to facilitate performance monitoring and trends analysis. Objectives for significant environmental aspects should be set irrespective of their suitability for measurement.  In all cases, it is appropriate to establish a baseline against which to measure progress, and as such the first cycle of measurements will act as a baseline against which to quantify future performance.

Objectives and targets will be integrated into Environmental Management Programs (EMPs) that are developed and implemented to stimulate action within individual units, departments, or across all operations within the scope of the EMS.  Development of objectives and targets take into account: 

· (Installation Name)’s Environmental Policy;

· Identified significant aspects;

· Legal and other requirements;

· Views of interested parties; 

· Mission requirements;
· (Installation Name)’s sustainability goals;
· Pollution prevention goals;

· Achievement of continual improvement of (Installation Name)’s EMS;

· Technological options; 

· Financial, operational, and organizational requirements; and

· The Installation Master Plan.
Objectives and targets will be included in the EMP documentation, and are also summarized in a listing that is compiled and maintained by the installation’s EMS Management Representative (EMSMR), or other site member that has been given this responsibility.  

(Installation Name) will establish performance indicators (measures) when setting objectives and targets, and will include these within the EMP documentation.  Performance indicators will be set for all objectives and targets.  These may include indicators for environmental performance, compliance, pollution prevention, and/or other elements of the EMS for which objectives and targets have been established.  Performance indicators will be tracked as part of the EMPs to ensure that objectives and targets are on track for attainment within their specified time frames. If, through the course of a periodic management review or audit, it is determined that established objectives and/or targets have not been met, the resultant nonconformity will be addressed under the accompanying nonconformance procedure.
In setting objectives and targets, the CFT shall obtain estimates for the additional resources needed for their achievement.  Management personnel shall apply financial, operational, and organizational considerations when approving the recommended objectives and targets.  

4.0 Records

Records that pertain to the setting of objectives and targets for the installation’s EMS will be maintained electronically and will be readily available to the CFT.  Records will include, but will not be limited to:

1. The finalized list with approval authority signature(s) of objectives and targets for the installation’s EMS;

2. The documented views of interested parties, if applicable;

3. The performance indicators associated with the objectives and targets; and

4. Information on additional resources needed to achieve the objectives and targets.

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