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SCOPE:  This document determines environmental considerations for Operational Control Procedures, provides environmental roles/responsibilities for all individuals within the scope of the Environmental Management System, and recommends training resources.

NOTE: Groups and Departments choosing to adopt environmental controls that are different from those outlined below must document and control those methods.
PURPOSE:  The purpose of this document is to establish the environmental Operational Control Procedures.

PROCESS BOUNDARIES:  This process starts with the identification of environmental points of contact, defines the roles/responsibilities of all employees within the Group/Department and links these roles/responsibilities to Environmental directives.

RESPONSIBILITY:  All employees of NUWC Division Keyport falling within the scope of the EMS and/or contractors employed in their support.

	PROCESS

	Responsibility
	Step
	Action

	Group/Department Heads
	(10)
	Appoint:

· An Environmental Coordinator (EC) as defined in steps 40-80.  There can be one per Group or one for each Department at the Group discretion.

· A Hazardous Waste (HW) Site Manager (must be first level supervisor) and alternate to the HW Site Manager (per KPT 5090-09-01).

· A Hazardous Material (HM) Site Manager (must be first level supervisor) and alternate to the HM Site Manager (per KPT 5090-03-01).

· An Air Site Coordinator for overseeing Air Contaminant Generating Equipment, Ozone Depleting Substances, and noise pollution (per KPT 5090-04)


	PROCESS

	Responsibility
	Step
	Action

	Group/Department Heads
	(20)
	Ensure all department personnel comply with the following instructions dealing with pollution prevention (P2), hazardous material control & management (HMC&M), air, storm water pollution prevention (SWP2), spill prevention and response, oil and hazardous substances (OHS) contingency planning, and hazardous waste management:

· KPT 5090-02 (P2)

· KPT 5090-03 (HMC&M)

· KPT 5090-04 (Air)

· KPT 5090-05 (SWP2)

· KPT 5090-07 (Spill Prevention and Response)

· KPT 5090-08 (OHS)

· KPT 5090-09 (HW)

Ensure all department personnel are knowledgeable of the environmental aspects associated with their office/shop space and the processes on which they work as defined in KPT 5090-17.

	Shop Supervisors
	(30)
	Ensure all Hazardous Material (HM) in the shop is controlled per KPT 5100.5-02 and KPT 5090-03.

· Provide shop users with Hazardous Material Communication (HAZCOM) Training

· Ensure Material Safety Data Sheets (MSDSs) are available and employees know how to access.

· Ensure HM is properly labeled and stored.

· Inform workers of job specific hazards.

	Department EC
	(40)
	Oversee Group/Department environmental efforts.

	
	(50)
	Act as the point of contact for:

· NUWC Environmental Management System (NEMS) implementation and training

· Hazardous material/waste issues

· Projects associated with pollution prevention

· Environmental Protection Group

	
	(60)
	Notify the Environmental Office regarding new or revised processes which change the environmental aspects using Safety form KPT 5100.4-01 appendix C.

	
	(70)
	Carry out Pollution Prevention (P2) program initiatives per KPT 5090-02.

	
	(80)
	Coordinate environmental training requirements per KPT 5090-16 (Training).

	HM Site Managers/Alternates
	(90)
	Perform duties as described in KPT 5090-03-01:

· Assist supervisor in implementing HM program requirements.

· Obtain MSDSs for shop products and maintain a current shop Authorized Use List (AUL).

· Use the NEMS system to receive and issue hazardous materials.

· Minimize the amount of hazardous material on hand 

· Attend required training.

· Coordinate turn-in of excess HM.


	PROCESS

	Responsibility
	Step
	Action

	HM Site Managers/Alternates
	(100)
	Conduct or assist shop supervisors in conducting HAZCOM training as described in KPT 5100.5-02.

	HW Site Managers/Alternate
	(110)
	Perform duties as described in KPT 5090-09-01:

· Establish Hazardous Waste sites as required.

· Conduct and document weekly site inspections.

· Submit Waste Generation Records (WGRs) for each waste accumulated.

· Turn in waste with Waste Disposal Request  (WDR).

· Attend required training.

	Air Site Coordinator
	(120)
	Perform duties as described in KPT 5090-04:

· Maintain monthly usage logs.

· Forward monthly reports to Environmental.

· Maintain weekly inspection records.

· Maintain copies of operation and maintenance (O&M) Plans.

· Attend required training.

· Report upset conditions.

	Credit Card Buyers
	(130)
	Ensure that material purchase form is completed using Industrial Logistic Support Management Information System (ILSMIS) Streamlined Screen CU60/BK06 as directed in KPT 4226-02  when purchasing Hazardous Material, and that ”HAZMAT” is entered in the Other Approvals block.

	Engineers, Planners, Designers, Technicians, and Process Owners.
	(140)
	Consider alternate or substitution of environmentally friendly material instead of purchasing/specifying a hazardous material. Refer to Material Safety Data Sheet (MSDS) for hazards.  Minimize quantities to only what’s needed.

When appropriate, consult with Department EC for alternate material.  When purchasing hazardous material, the MSDS number and MSDS revision date should be listed next to the product name.

	All Employees
	(150)
	Utilize appropriate safety and health precautions when handling or using HM as recommended by MSDSs, labels, and training.

	
	(160)
	Know locations for:

· MSDS(s)

· AUL(s)

	
	(170)
	Inform HM Site Manager/Alternate of new hazardous material brought into the shop.  All HM including vendor samples must be reviewed and approved prior to use.  The HM Site Manager/Alternate will start the approval process.

	Contractors
	(180)
	Refer to Contractor’s Guide for Environmental Compliance.
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	DEFINITIONS

	Air Site Coordinator: Appointed person that manages air program needs such as ozone depleting substances tracking and air contaminant generating equipment reporting.

Authorized Use List (AUL): The list of all Hazardous Material needed to support a shop.

Environmental Coordinator (EC): Appointed person for a Group/Department that helps integrate environmental considerations into Group/Department efforts.

Government-Wide Commercial Purchase Card (GCPC): Program for procurement of materials and services using the Government Wide Commercial Purchase Card.

Hazardous Material (HM): Any hazardous substance that, because of its quantity, concentration, or hazardous properties, may pose a substantial hazard to human health or the environment when purposely or accidentally released.

Hazardous Material Site Manager/Alternate: Appointed person(s) that manages hazardous material arriving in and issued from a hazardous material site within a shop or building.

Hazardous Material Communication (HazCom): A written program developed, implemented by the Safety Division, and available at the workplace, which ensures that the hazards of all chemicals are evaluated and that the workers are aware of the hazards to which they my be exposed.  This program provides the worker with important information on what hazards chemicals that they are working with, how to protect themselves from these hazards, how to detect a release of the hazard, and how to respond in an emergency.
Hazardous Waste (HW): A material becomes a waste if it can no longer be used for its intended purpose and the user intends to discard the material.

Hazardous Waste Site Manager/Alternate: Appointed person(s) that manages hazardous waste generated within a shop or building or sent to the site from another shop or building.
Material Safety Data Sheet (MSDS):  A form, which lists chemical, physical, and hazardous properties of a chemical product.  Information includes the name, address, and emergency contacts for the manufacturer; the identity of the hazardous ingredients; physical/chemical characteristics; fire and explosion hazard data; reactivity data; health hazard data; precautions for safe handling and use; and control measures.  (NOTE:  OSHA Form 20, and DD-1813 Forms are considered obsolete and should not be used for supplying MSDS information.  All data submitted must comply with the provision of FED-STD 313C (NOTAL).

NUWC Environmental Management System (NEMS):  NEMS is a computer software program that stores HM data in support of the HM Control and Management and HW Management Programs.

Pollution Prevention (P2): Methodology  to reduce or eliminate the creation of pollutants by implementing a program to reduce them; first by seeking reduction at the source, second by seeking recycling opportunities, and lastly by seeking treatment technology.

Waste Disposal Request:  Request to dispose of hazardous waste within NUWC Division, Keyport’s facilities.

Waste Generation Record:  Disposal request to identify wastes being generated within NUWC Division, Keyport’s facilities.


	RECORDS

	Record
	Form Number
	Stored
	Retention

	MSDS
	NA
	On site
	Indefinitely – retain as long as material is on site.

	WGR
	NA
	On site
	Minimum of 3 years

	WDR
	NA
	On site
	Minimum of 3 years

































































