EMS Sample Procedures- Standard Template


	(Installation Name’s) Procedure for Awareness Training

	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
	DD/MM/20YY
	Initial version of this procedure

	References

	a. (Installation Name)’s Environmental Policy Statement
b. (Installation Name) EMS Procedure for Identifying Significant Environmental Aspects.
c. (Installation Name)’s prioritized list of environmental aspects.


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 document describes (Installation Name’s) Environmental Management System (EMS) general awareness training procedure. This procedure applies to all persons working for (Installation Name), or on its behalf, to include military personnel, civilian personnel, contractor personnel, and tenant organizations.  NOTE:  Competency Training for employees whose jobs have the potential to cause significant impact(s) will be discussed in the Competency Training Procedures. 

2.0 Definitions
Definitions provided here are meant to help explain terms used throughout this procedure.

EMS Awareness Training: Training intended to provide those working for or behalf of (Installation Name) an overview of its environmental policy, objectives and targets, and overall EMS.

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

Awareness training is provided to (Installation Name) personnel at least annually and as part of new employee orientation.  (Installation Name) will use the following mechanisms for disseminating EMS awareness training to appropriate personnel:

· On a quarterly basis, an article will be included in the post newspaper.  The article will be reviewed prior to distribution to ensure that the content is still applicable for the installation’s EMS.

· Smart cards will be distributed to all appropriate personnel currently working on the installation and will be included as part of the new hire orientation package.  The smart cards will be reviewed annually to ensure that the content is still applicable for the installation’s EMS.

· Posters will be posted in the break rooms of all buildings on the post.  They will include the Environmental Policy as well as a brief description of the EMS. Posters will be replaced when the Environmental Policy Statement changes.

· An EMS awareness training video segment will be played weekly on the post cable channel during scheduled break times.  This video will be reviewed at least annually from the date it first aired to ensure it is still appropriate.

Awareness training efforts will focus on:

· General knowledge of the environmental policy, EMS, significant aspects, and related procedures;
· Leadership support for the implementation of the installation EMS;
· Informing personnel of key points of contact for the EMS;
· The importance of conformance with these requirements and the consequences of departure from these procedures;
· The potential impacts associated with work activities and the benefits of improved personal performance;
· Roles and responsibilities in the EMS, including emergency preparedness and communication within the EMS; and
· The installation’s broad environmental objectives that everyone on the installation may affect.
4.0 Records

Records that pertain to awareness training for (Installation Name’s) EMS will be maintained either in hard copy or electronically and will be readily available to the CFT.  Records will include, but will not be limited to:

· Awareness training material, and
· The contents of the awareness training.
Refer to (Installation Name)’s EMS Procedure for Documentation and Records Management for further details on document retention.

