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PROCESS OWNER

Environmental Director
Revision:

B

SCOPE: This document identifies the requirements and responsibilities for the environmental management process within the fenceline of NUWC Division Keyport.  Excluded from coverage are Regional and independent contractor assets.

PURPOSE: The purpose of this document is to establish guidance and responsibilities for an environmental management system meeting the requirements of ISO 14001:1996.

PROCESS BOUNDARIES: The Environmental Management System (EMS) integrates environmental planning into all processes within the scope of the system.

RESPONSIBILITY:  The environmental director is responsible for the implementation and maintenance of the EMS.  At the discretion of the Environmental Director, duties may be redirected to the EMS Program Manager or other members of the environmental staff.  It is the responsibility of other departments to participate as noted in the process (Note: ISO14001 section references are provided in parentheses to clarify correlation with the ISO requirements).

PROCESS

Responsibility
Step
Action

Environmental Director
(10)
Establish and maintain the environmental policy (ISO 14001 section 4.2).  The environmental policy is established in the NUWCDIVKPT 5090 level I directive and posted on the NUWC Keyport Internet homepage for public viewing.


(20)
Analyze processes to determine environmental impact for all identified environmental aspects (ISO 14001 section 4.3.1).  Rank each analyzed process to determine the most significant aspects.  The procedure is documented in KPT 5090-17-01.  Significant aspects are posted on the ISO 14000 webpage.  Note: The Board of Directors (BOD) has determined that the environmental aspects of Keyport’s EMS will not be made available to the public.




(30)
Identify, implement, and maintain Legal and other requirements (ISO14001 section 4.3.2) for each environmental program.  The Legal requirements are documented on the KPT 5090 environmental directives under “REFERENCES-HIGHER AUTHORITY.”

PROCESS

Responsibility
Step
Action

Environmental Director
(40)
Set environmental Objectives and Targets (ISO 14001 section 4.3.3) that reflect compliance requirements, pollution prevention planning, strategic objectives, views of interested parties and/or a reduction of environmental risk.  Perform planning to implement objectives and targets (ISO 14001 section 4.3.4).  Post Objectives and Targets as well as a plan for achieving them on the ISO 14000 webpage. The procedure is documented in KPT 5090-17-02.




(50)
Ensure the Keyport’s EMS meets the requirements of the ISO14001 standard. The Environmental Director will report to the Board of Directors at least annually on the performance of the EMS for review and as a basis for continual improvement (ISO 14001 section 4.4.1). Note: Roles and responsibilities are further defined in 5090-17-03.




(60)
Document EMS training (ISO 14001 section 4.4.2) as well as other environmental training in KPT 5090-16 (training requirements are identified in the training matrix available on the Environmental webpage).




(70)
Internally communicate (ISO 14001) section 4.4.3) on the environmental program to the Environmental Protection Group (EPG) on a regular basis. Discuss and track feedback on targets and objectives as well as general feedback and post it on the ISO 14000 webpage. Informal communication also occurs via “Keynotes”, email or electronic bulletins.




(80)
Coordinate with the Public Affairs Officer for external communication with external interested parties as documented in KPT 5223-04-01.




(90)
Maintain Environmental Management System Documentation (ISO 14001 section 4.4.4), including this directive. Note: The ISO 14000 Tree is a graphical representation of the core elements of the management system and their interaction. The Tree provides direction to related documentation. The EMS Documentation exists on the ISO 14000 website.



PROCESS

Responsibility
Step
Action

Environmental Director
(100)
Ensure document control (ISO 14001 section 4.4.5) of required environmental management system documents is maintained through annual review, revision (as needed), and approval for adequacy by authorized personnel.  
Associated documents will be reviewed/revised based on corrective action/preventive action (CAPA)/Auditing findings or emergency responses/drills as applicable.  Electronic documents on the Environmental webpage are the master copies per NUWCDIVKPT 5215 and RPD 5215.1.  Manage un-controlled and obsolete documents per NUWCDIVKPT 4855.5.










(110)
Establish an Environmental Operational Control procedure (ISO 14001 section 4.4.6) that identifies roles/responsibilities with the associated environmental consideration/directives for individuals within the scope of this directive.  The procedure is documented in KPT 5090-17-03 and is available on the Environmental webpage.


(120)
Address emergency preparedness and response (ISO 14001 section 4.4.7) in the Spill Prevention and Response Program (KPT 5090-07), the Oil and Hazardous Substances Contingency Planning Program (KPT 5090-08), the station Emergency Action Plans (Annex N to RPD 3440-01-09), and the station Emergency Management Drill process (RPD 3440-01-05).  Note: EAP latest revision is dated after March 2001.


(130)
Document monitoring and measurement (ISO 14001 section 4.5.1) progress toward target accomplishment using the format of Form KPT 5090-17-02A and EPG meeting minutes.  Target accomplishments status is maintained on the ISO 14000 webpage. EPG meeting minutes are maintained on the Environmental webpage.  Monitoring of other environmental indicators is accomplished in the Hazardous Waste Service Cost Center “Environmental Hazardous Material and Waste Management” report (green book) and in the Pollution  Prevention Plan. Environmental compliance is verified via audits performed in accordance with KPT 5090-13 and RPD 5100.2-01-02.


(140)
Ensure nonconformance and corrective and preventative action (ISO 14001 section 4.5.2) are accomplished in accordance with station directive KPT 4855.14-01 and that employees are able to address their concerns through the CAPA portion of the Common Auditing/CAPA Database on Keyport’s Intranet. Note: Relevant changes resulting from corrective and preventive action will be implemented and the documented procedures modified.

Environmental Director
(150)
Identify environmental records (ISO 14001 section 4.5.3) and the corresponding storage locations on the ISO 14000 webpage (under Checking and Corrective Action) and in the shops, as required.  All records are maintained for a minimum of three years.

Groups and Departments
(160)
Maintain applicable environmental records (inspection logs, waste forms, operation & maintenance plans, calibration records, and manufacturer’s operating procedures for monitoring/control equipment) per NUWCDIVKPT 4855.5.


(170)
Notify the Environmental Division regarding changes to existing processes or planned new processes per KPT 5100.4-01.  Attachment C (Form 5100.4-01).

Group/Dept & Code 80 EMS Auditor(s)
(180)
Accomplish environmental management system audit (ISO 14001 section 4.5.4) in accordance with station directive KPT 4855.17-01 and update audit findings using the Auditing portion of the Common Auditing/CAPA Database.

BOD
(190)
Provide resources essential to the implementation and control of the EMS (ISO 14001 section 4.4.1 Structure and Responsibility) as noted in NUWCDIVKPT 5090.


(200)
Ensure management review (ISO 14001 section 4.6) is accomplished in accordance with station directive KPT 4855.1-01. Note: The EMS Review will occur at least annually (during the First Quarter of fiscal year) and the EMS management review minutes are posted on the ISO 14000 webpage.

REFERENCES

HIGHER AUTHORITY

DOCUMENT NUMBER
DOCUMENT TITLE

NUWCDIVKPT 4855.5
Document and Data Control

NUWCDIVKPT 5090
Environmental Program Policy & Manual

NUWCDIVKPT 5215
NUWC Division, Keyport Directive System

EO 13148
Greening the Government through Leadership in Environmental Management.

IMPLEMENTING DIRECTIVES 

DOCUMENT NUMBER
DOCUMENT TITLE

RPD 3440-01-05
Emergency Management Drills

RPD 3440-01-09
Emergency Action Plans (Annex N)

KPT 4855.1-01
Management Review

KPT 4855.14-01
Corrective and Preventative Action

KPT 4855.17-01
Internal Audit Planning and Implementation Requirements

KPT 5090-17-01
Environmental Aspect Definition

KPT 5090-17-02
Environmental Objective and Target Definition

KPT 5090-17-03
Environmental Operational Control Procedure

RPD 5100.2-01-02
Zone Inspections

KPT 5100.4-01
Occupational Health Personnel and Workplace Evaluation

RPD 5215.1
Control/Update of Documents on Intranet

KPT 5215-01 
Developing, Approving, and Controlling NUWCDIVKPT Directives

KPT 5223-04-01
External Communications Process

REVISION HISTORY

Revision
Issue Date
Brief Description of Change

NR
05/01/02
No Revision – original issue written in accordance with the requirements prescribed by NUWCDIVKPT 5215 (NUWCDIVKPT Directives Systems)

A
08/19/02
Revised to show a path between EMS Documentation and ISO 14001 Standard.

B
10/31/02
Revised to provide clearer instruction.

DEFINITIONS

BOD: NUWC Division Keyport’s Board of Directors.

Common Auditing/CAPA Database:  The combined Division Keyport Auditing and CAPA Databases.

Continual Improvement: Process of enhancing the EMS to achieve improvements in overall environmental performance in line with the organization’s environmental policy.  

Corrective Action (CA): Action taken to eliminate the causes of an existing nonconformity to prevent recurrence.

Division Keyport Audit Database: A web based on-line database common to all groups/departments that facilitates the collection and analysis of data pertaining to Division Keyport QMS, EMS, and EQA internal audits.  The database is maintained by Code 20 and can be accessed via the Keyport Intranet.

Division Keyport CAPA Database:  A web based on-line data management tool common to all groups/departments that facilitates the collection and analysis of data pertaining to Division Keyport corrective/preventive actions.  The database is maintained by Code 20 and can be accessed via the Code 20 Home Page.

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 Management System Audit: A systematic and documented verification process of objectively obtaining and evaluating evidence to determine whether an organization’s environmental management system conforms to the environmental management system audit criteria set by the organization, and for communication of the results of this process to management.

Environmental Management System (EMS):  The part of the overall management system that includes organizational structure, planning activities, responsibilities, practices, procedures, processes and resources for developing, implementing, achieving, reviewing, and maintaining the environmental policy.

Environmental Objective: Overall environmental goal, arising from the environmental policy, that an organization sets itself to achieve, and which is quantified where practicable.

Environmental Operational Control Procedure: A procedure that covers situations where the absence of controls could lead to deviations from the environmental policy and the objectives and targets.

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.

Environmental Policy: Written statement by 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 Protection Group: Working level environmental group whose structure is defined in the pollution prevention plan and was established for the purpose of getting environmental information and feedback to/from each Directorate/Department.

Environmental Quality Assessment (EQA):  An environmental assessment program defined in OPNAVINST 5090.1 (series) for improvement of environmental compliance posture.

Legal requirements: Any applicable federal, state and local environmental regulations and requirements.

Noncompliance: out of compliance with state, federal, local, DoD or Navy regulation or policy.

Nonconformance: out of conformance with EMS requirements.

Other requirements: Non-regulatory requirements such as Best Management Practices, best Available Technology, or policies.

Preventive Action (PA): Action taken to eliminate the causes of a potential nonconformity.

Records: A document which furnishes objective evidence of activities performed or results achieved.

Significant Environmental Aspect: An environmental aspect that has or can have a significant impact on the environment.

ATTACHMENTS 

None


FORMS/RECORDS

None





































































































