EMS Sample Procedures – Standard Template



	(Installation Name’s) Procedure for Identifying Operational Controls

	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 Internal Communications
e. (Installation Name) EMS Procedure for Evaluation of Compliance
f. (Installation Name) EMS Procedure for Records Management
g. (Installation Name) EMS Procedure for Training of Employees
h. (Installation Name) EMS Procedure for Calibrating, Monitoring and measuring Instruments
i. (Installation Name) Compliance Site Inventory
j. 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 identify how (Installation Name) will: 1) identify its environmental operational controls required for all operations associated with identified significant aspects, and 2) ensure that such controls are adequate to minimize the potential environmental impact from activities, adhere to (Installation Name)’s environmental policy, and meet all environmental objectives and targets.  This procedure also identifies management controls in place to compliment the operational controls, and ensures that the operational controls are periodically reviewed for relevance to mission activities being performed on the installation.  This procedure applies to all personnel on the installation performing activities identified as having a potential to have a significant impact on the environment.  Additionally, it applies to existing operational controls as well as those newly developed to mitigate significant environmental impacts. 
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 Target:  Detailed performance requirement, quantified where practicable, applicable to the organization, that arises from the environmental objectives, and that needs to be set and met in order to achieve those objectives.

Operational Control: Mechanisms (technological or administrative) used to maintain a desired level of environmental performance.  OCs are applied to activities, products, and services to prevent or mitigate the environmental aspect they exhibit from occurring.  Examples of OCs include those built into technology (e.g., motion sensors, sleep mode for electronics, etc.), those requiring operator intervention (e.g., manual valve opening, electronic documents, etc.), and those that are incorporated in standard operating procedures (SOPs) (e.g., procedure for storage and disposal of hazardous waste).
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.
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. Each significant environmental aspect shall be reviewed in conjunction with its activities, products, or services and their associated environmental impact to determine whether OCs (either technological or administrative) are needed.  Where applicable, documentation of the OCs will specify the operating criteria (including maintenance) and the actions to be taken when they are interrupted, or when they might otherwise fail.  

Operational control procedures will be developed, reviewed and approved by the functional area manager and a designated Environmental Division Program Manager.  The designated Environmental Division Program Manager will ensure that the operational controls address the specific environmental impact(s) that caused the significant aspect for the process.  The functional area manager will ensure that the operational controls can be accomplished with minimal impact to mission readiness.  Additionally, the installation personnel whose work is covered by the operational controls will be trained on these procedures in accordance with the (Installation Name) Competence Training Procedure to ensure that they are made aware of the consequences of deviating from the procedures.

All Operational Control procedures will be reviewed annually (Army Metric) to assure that they reflect current objectives, targets, expectations, regulatory requirements, or practice in accordance to the installation’s document control procedure.  The procedures may be reviewed and revised more frequently as a result of nonconformance, corrective and/or preventive actions, audits, change in process, or as a result of the implementation of an Environmental Management Program.
When necessary, OCs will also be applied to the identifiable significant environmental aspects of goods and services that are received from external sources and used at (Installation Name).  OCs that need to be implemented by an external party shall be communicated to those sources, as appropriate. (Refer to EMS Communications Procedure.)

Functional area managers are responsible for ensuring that OCs are implemented for those activities, products or services that are within their purview and that contribute to an identified significant environmental aspects.

A matrix with the following information will be maintained to track the status of all OCs:

· Significant Aspect(s)
· Operational control name and number
· Legal and/or Other Requirement that the Operational control pertains to (if applicable)

· Location of the Operational Control document

· Document owner
· Document approver
· Current version Date

The location of the master matrix will be maintained by the environmental office. 
Changes in procedures or instructions shall be communicated to affected installation personnel and other parties as appropriate. This communication will be in accordance with the installation internal and/or external communication procedure.  Any communication will be documented and maintained in accordance to the installation’s records management procedure. 
4.0 Records

This procedure will generate the following records:

· Operational Control matrix

· Communication of changes to operational control procedures

· Operational Controls 

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

	Significant Aspect
	Operation/Activity/Process
	Operational Control Name
	Operational Control Number
	Legal/Other Requirement (if Applicable)
	Location of Operational Control

Document
	Document Owner (Name/Number)
	Document Approver (s) (Name/Number)
	Current Revision Date

	Air Emissions (VOC)
	Automotive Parts Cleaning
	Standing Operating Procedure for Automotive Parts Washers
	FTSW001
	RCRA
	BLDG 5566, 5557, 5558, 5595, 6895,6897
	John Smith (BLDG 5566) 555-1211
	John Doe (Env Division) 555-2233, John Smith (Auto Shop Forman) 555-1211
	8/7/2006
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