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1.0  
PURPOSE  (Describe the purpose of the procedure) (Example of a purpose statement)

This procedure describes how to identify the environmental aspects of this facility’s activities, products and services in order to determine those which may have a significant impact on the environment and for setting objectives and targets associated with these significant impacts.

2.0   
SCOPE  (Describe what is included in this procedure) (Example of a scope statement)

This procedure applies to all current, new or modified activities, products, and/or services associated with this facility that it can control or over which it can be expected to have an influence.  For the purposes of evaluation, activities, services and products with similar characteristics may be grouped.

3.0  
DEFINITIONS/ACRONYMS

Abnormal Conditions:  Departing from normal, such as emergency situations.

Actual:  Based on fact.  Definitely does happen.
Control:  Authority or ability to manage or direct to cause a change.

EMR:  Environmental Management Representative

EMS:  Environmental Management System
Environmental Policy:  Statement by the facility's top management of its intentions and principles in relation to its overall environmental performance which provides a framework for action and for the setting of its environmental objectives and targets. 

Environmental Aspect:  Element of an organization's activities, products or services that can interact with the environment.

Environmental Impact:  Any change to the environment, whether adverse or beneficial, wholly or partially resulting from an organization's activities, products or services.

Environmental Objective:  Overall environmental goal, arising from the environmental policy, that an organization sets 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.

Function:  Refers to a process or program within a department.

Influence:  The ability to affect the nature, development, or condition of a change.

Interested Party:  Individual or group concerned with or affected by the environmental performance of the facility.

Level:  Refers to the facility’s organizational structure i.e., d department, division, branch.

Normal Conditions:  Expected or usual state such as day-to-day operating conditions.

Potential:  Capable of being.

Performance Indicator:  Evaluates environmental performance against a set of criteria.

4.0   
RESPONSIBILITIES  (Describe who has responsibilities associated with this procedure) (Example of a responsibilities section)

4.1
Environmental Office Responsibilities

The Environmental Office is responsible for identifying all environmental aspects that are not department specific and determining the significance of these aspects in order to develop associated objectives and targets.  The Environmental Office also identifies methods for achieving these objectives and targets. 


4.2
Department Head Responsibilities


It is the responsibility of the Department Head to ensure all the department's environmental aspects are identified, appropriate information is analyzed to determine the significance of those aspects, and objectives and targets are formulated for those significant environmental aspects the department has adequate resources to support.  Departments develop environmental management system implementation plans to achieve objectives and targets set for significant environmental aspects.  Department Heads are responsible for ensuring environmental aspects are identified for all current, modified, or new activities, products, or services within their department.


It is the responsibility of the Department Head to report the following to the Commander on a quarterly basis:

·  
progress on the achievement of objectives and targets for their significant environmental aspects; 

· department initiatives that support the achievement of facility level significant environmental aspects; and 

· delays with solutions for achieving targets during these reviews.


4.3  EMR Designee Responsibilities


It is the responsibility of the EMR Designee to assist departments in identifying their environmental aspects, determining significance, and in setting objectives and targets as required.


The EMR Designee maintains records on quarterly progress reports for significant environmental aspects.   These records are maintained for five years.


4.4
Commander Responsibilities


It is the Commander’s responsibility to monitor the progress that departments are making toward achieving their objectives and targets. 

5.0  
IDENTIFICATION OF ENVIRONMENTAL ASPECTS, SIGNIFICANT ENVIRONMENTAL ASPECTS AND OBJECTIVES AND TARGETS (Describe how the facility identifies its environmental aspects, significant environmental aspects and how it sets its objectives and targets) (Example of this section) 

5.1
 Identification of Environmental Aspects

The Environmental Office identifies the environmental aspects of those products, activities, and services that are not department specific, but apply to all of the facility.  The Environmental Office evaluates these environmental aspects for actual and potential and positive and negative environmental impacts.

Departments identify the environmental aspects associated with the Department’s products, activities and services.  The department evaluates these environmental aspects for actual and potential and positive and negative environmental impacts.

5.2
Identification of Significant Environmental Aspects 

A baseline evaluation was conducted of existing products, activities and services.  The need for follow-up evaluation is determined based on changes in methodology, modification of current products, activities, or services or when new products, activities, or services are identified.  Significant environmental aspects identified through this process are considered in the setting of environmental objectives and targets.

The Environmental Office and Departments determine the significance of environmental aspects using Identification of Environmental Aspects Form, EMS-431-F010. Consideration is given to the following in the identification of significant environmental aspects:


a.
the facility’s Environmental Policy; 


b.
legislative, regulatory and other requirements;


c.
environment in which the activity, product or service operates in;


d.
inputs and outputs resulting from the activity, product, or service;


e.
impacts to the environment;


f.
normal and abnormal operations; and 


g.
potential emergency conditions.

Criteria for Determining Significance of Environmental Aspects

Departments use the following criteria in determining the significance of their environmental aspects:
a. Frequency of Activity

b. Degree of Operational Controls

c. Severity of Impact:

b. 
c. 
· emissions to air;

· releases to water;

· hazardous waste generation;

· solid waste generation;

· releases to land;

· use of raw materials and natural resources (renewable/nonrenewable); 

· local environmental and community issues.

A weighted scale is applied to the above criteria to determine significance as follows:

a. Frequency of Activity

· Assign 10 points if continuous

· Assign 5 points if 50%

· Assign 1 point if rarely

· Assign 0 points if never
b. Degree of Operational Control

· Assign 10 points if no operational controls are in place

· Assign 5 points if operational controls are in place, but not routinely reviewed
· Assign 1 point if operational controls are in place and are routinely reviewed
· Assign 0 point if effective operational controls are in place and are followed

c. Severity of Impact
· Assign 10 points – high impact

· Assign 5 points - medium impact

· Assign 1 point  - low impact

· Assign 0 points - no impact

Significant environmental aspects are selected using the following criteria:

a. Total rating of  >45 points or if an analysis of a severity rating of 10 in any one rating element has resulted in the determination that the aspect has a significant impact on the environment;

b. EMR determination;

d.   Department Head determination.

5.3  Setting Objectives and Targets


The Environmental Office sets objectives and targets for facility level significant environmental aspects.  Departments establish objectives and targets for their significant environmental aspects that the department has adequate resources to support.  Objectives are specific and targets are measurable wherever practicable.  Performance indicators are identified to track the accomplishment of targets. When setting objectives and targets, the following is considered:




a.  significant environmental aspects;




b.  legal and other requirements;




c.  technological options;




d.  financial, operational and business requirements;




e.  views of interested parties;




f.  commitment to pollution prevention; and




g.  environmental policy.
Department Heads designate responsibility for achieving objectives and targets at the program or process level.  

Department Heads report the progress on achieving objectives and targets to the Commander on a quarterly basis.

A Plan of Action and Milestones is developed by departments for significant environmental aspects with objectives and targets and for assisting the facility to achieve objectives and targets that apply to all of the facility.

Objectives and targets are communicated to individuals at each relevant function and level who are involved with any activity, product or service that has an associated significant environmental aspect with objectives and targets.  

Objectives and targets are modified when changes occur in the organization or to the product, activity, or service, or when environmental or business conditions warrant.   
5.4  Objective and Target Tracking System

Departments track department level objectives and targets to ensure targets are being met.  The Environmental Office tracks facility level objectives and targets to ensure they are being met. 

5.5  Cost Savings

Cost savings/cost avoidance is tracked to measure the monetary benefits realized from managing facility level and department level significant environmental aspects and reported to the Commander during quarterly process reviews.

5.6 Review of Environmental Aspects, Significant Environmental Aspects, Objectives 

and Targets

The Environmental Office reviews facility level environmental aspects, significant environmental aspects, and objectives and targets at least annually or when environmental or business conditions warrant.  Changes to facility level significant environmental aspects are reported to the Commander during quarterly reviews.


Departments review their environmental aspects, significant environmental aspects, and objectives and targets including those issues in 5.2.at least annually or when environmental or business conditions warrant.  Changes to significant environmental aspects are forwarded to the EMR Designee for review and then reported to the Commander during quarterly reviews by the department.  


Senior management reviews significant environmental aspects and objectives and targets during the annual EMS Management Review for continuing suitability, adequacy, and effectiveness. 

6.0  
REFERENCES  (Include any reference associated with this procedure)

Environmental Policy 

ANSI/ISO 14001-1996, Environmental Management Systems - Specification with guidance for use

EMS-14001-041-001, Environmental Management System Manual

EMS-14001-432-P003, Legal and Other Requirements

EMS-14001-443-P004, Internal/External communication

Guidelines for Determining Significance of Environmental Aspects

7.0  
RECORDS  (Include any records associated with this procedure)

Quarterly Progress Review Reports.

8.0  
ATTACHMENTS  (Include any attachments associated with this procedure)

None

9.0

GENERAL

Comments on this procedure are encouraged.  Contact the Environmental Management Representative Designee or your EMS POC for assistance.

10.0

Authorized Distribution  (Include a distribution statement – who will receive a copy of this procedure) (Example of a distribution statement)

The original copy of this document is located in the EMR Designee's Office.  This document is kept current on the EMS Web Page.
