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AAC Procedure 4.4.3

Communication

1.
Purpose

This procedure outlines the process to communicate information on the Environmental Management System (EMS) with base personnel, regulatory agencies, and external interested parties. 

2.
Scope

This procedure describes the proper channels for receiving, documenting, and responding to communications from external interested parties about environmental issues, including the EMS. External interested parties are defined as any interested person who is not a government civilian or military employee who has an interest in the environmental impacts of Eglin’s products, activities, and services. Communications may include written correspondence, e-mail queries, telephone calls, or verbal questions at public meetings. External communications are conducted in accordance with Air Force Instruction (AFI) 35-101, Chapter 9, which establishes requirements for environmental public affairs. In accordance with AAC Policy, personnel from the AAC Environmental Management Directorate (AAC/EM) and the AAC Judge Advocate Office (AAC/JA) conduct environmental communications directly with regulatory agencies.  Communications regarding emergency planning and response are accomplished as outlined in AAC Procedure 4.4.7.

In addition, this procedure describes the lines of internal communication between base organizations. Internal communication channels are used to receive and respond to the concerns of base personnel. General communication with base personnel on the principles of EMS and their responsibilities is accomplished as part of the formal EMS Training described in AAC Procedure 4.4.2. 

3.
Responsibilities

3.1 AAC Public Affairs Environmental Division (AAC/PAV)

3.1.1  Ensures news releases, advertisements, and responses to external queries concerning AAC environmental programs and practices are coordinated with environmental and legal personnel

3.1.2  Provides public affairs counsel to base environmental personnel

3.1.3  Serves as the point of contact for public and media queries on environmental concerns

3.1.4  Coordinates and act as point of contact for public meetings on environmental issues

3.1.5  Places newspaper ads, issues new releases, and prepares articles for the Eglin Eagle at decision points or significant stages in environmental programs, including the EMS

3.1.6  Keeps internal audiences informed of environmental issues and community concerns through command channels

3.1.7  Maintains records of all news releases issued, public meetings held, queries answered, and media coverage concerning AAC environmental programs

3.2 Environmental Management Public Affairs

3.2.1  Prepares or coordinates on news releases, advertisements, and responses to external queries concerning AAC environmental programs and practices and issues items.  Ensures items are coordinated with public affairs, environmental management, and legal personnel

3.1.2  Provides EM in-house public affairs counsel.

3.1.3  Serves as the primary EM point of contact for public and media queries on environmental concerns

3.1.4  Coordinates and acts as primary EM point of contact for public meetings on environmental issues

3.1.5  Works with AAC/PAV in the development and placement of newspaper ads and news releases.  Prepares articles for the Eglin Eagle at decision points or significant stages in environmental programs, including the EMS

3.1.6  Works with AAC/PAV to keep Eglin AFB personnel informed of environmental issues and community concerns through command channels

3.1.7  Maintains EM records of all news releases issued, public meetings held, queries answered, and media coverage concerning AAC environmental programs

3.3 Environmental Program Managers

3.3.1  Draft responses to external queries as requested by AAC/PAV

3.3.2  Request security officer review when classified information is involved

3.3.3  Seek legal counsel (AAC/JA) as needed

3.3.4  Coordinate final response with AAC/PAV

3.3.5  File responses to external interested parties in accordance with AAC Procedure 4.5.3, Environmental Records Maintenance

3.3.6  Respond to internal queries on their program

3.3.7  Maintain program information on the Eglin Intranet

3.3.8  Provide program briefings and information to base personnel as requested 

3.3.9  Work with AAC/PAV to disseminate program information as needed

3.3.10  Communicate directly with personnel from regulatory agencies, seeking counsel from AAC/JA as needed

3.4 EMS Management Representative

3.4.1  Performs Program Manager responsibilities described above for queries and information concerning the EMS

3.4.2  Maintains the EMS web page

3.4.3  Provides copies of the AAC Environmental Policy when requested

3.5 AAC Judge Advocate Office (AAC/JA)

3.5.1  Offers legal counsel on responses to external interested parties

3.5.2  Participates with environmental staff in negotiations and communications with regulatory agencies as requested

3.6 Security Officer

3.6.1  Offers counsel to Environmental Program Managers when requested

3.6.2  Reviews responses to external interested parties when classified information is or may be involved

3.7 Unit Environmental Coordinators (UECs)

3.7.1  Maintain familiarity with AAC environmental programs and policy

3.7.2  Communicate environmental policy and procedure to unit personnel

3.7.3  Field environmental questions from personnel within their unit

3.7.4  Forward environmental questions, concerns, or suggestions to the appropriate Environmental Program Manager for resolution 

4. Procedure
4.1 Regulatory Communication

The process for dealing with regulatory queries is governed by AAC Policy, which dictates that AAC/EM and AAC/JA directly conduct all communication with regulatory agencies. The Environmental Program Manager maintains records of regulatory communication and correspondence in accordance with AAC Procedure 4.5.3, Environmental Records Maintenance. 

4.2 Communication with Other External Interested Parties

Communication with external interested parties occurs in response to direct queries through the process described in Section 4.3 and through general information disseminated as part of the installation’s public affairs program. The AAC Environmental Management Directorate (AAC/EM) participates in Eglin AFB open houses where information is provided to the public in the form of static displays and handouts. Information on the AAC EMS has been included in handout material at previous open houses. Additional opportunities for public communication include fact sheets, press releases, coordination with local media, and publication of articles in the base paper, the Eglin Eagle. AAC/PAV oversees all communication with the public on environmental issues. 

4.3 Internal Communication
AAC/EM has established a council of Unit Environmental Coordinators (UECs) to communicate important environmental information with base units. The UEC Council meets monthly to discuss environmental concerns and learn about environmental programs. In addition, AAC/EM publishes a bi-monthly electronic UEC newsletter, conducts UEC training classes, and posts information on the UEC Information Center on the Eglin Intranet. The UECs serve as an environmental point of contact for their unit and field environmental queries, concerns, and suggestions from within the unit. UECs forward unresolved concerns to the appropriate Environmental Program Manager for resolution. The UEC Council facilitates two-way communication and serves as the primary mechanism for responding to internal queries.  Other mechanisms include directly contacting EM program managers via phone or email and posting questions on the UEC web pages on EM’s intranet site.

Other routes of internal communication are used to inform base personnel about the EMS. The EMS web site on Eglin’s Intranet includes a copy of the Environmental Policy, links to the Document Control System, information on environmental aspects, general information on the EMS, and contact information for the EMS Management Representative for additional information and questions. EMS procedures establish additional routes for internal communication. General communication with base personnel on the principles of EMS and their responsibilities is accomplished as part of the formal EMS Training described in AAC Procedure 4.4.2. Environmental performance information is available to base personnel through the Executive Management Information System (EMIS), one of the tools used to monitor and measure environmental performance as part of AAC Procedure 4.5.1(a). Results of the annual environmental compliance assessment are communicated with senior management and base units as described in AAC Procedure 4.5.1(b). EMS performance results are communicated with senior management as part of the annual EMS Audit process described in AAC Procedure 4.5.2. 

4.4 Query Response Methodology

4.4.1  When an environmental query is received, the recipient determines whether the query is from an internal base staff member or an external interested party.

4.4.2  Environmental queries from external interested parties are forwarded from AAC/PAV to AAC/EM Public Affairs for consideration.

4.4.3  The AAC/EM Public Affairs personnel forwards the query to the appropriate Environmental Program Manager.

4.4.4  The Environmental Program Manager reviews the query and drafts a response.

4.4.5  If the response warrants legal review, the EM Public Affairs or EM Program Manager forwards the original query and draft response to AAC/JA.

4.4.6  If requested, AAC/JA reviews the response, provides comments, and returns the query and response to EM Public Affairs and or the EM Program Manager.

4.4.7  If the query concerns classified or sensitive information, the EM Program Manager forwards the original query and draft response to the Security Officer for review.

4.4.8  If requested, the Security Officer reviews the response, provides comments, and returns the package to the Program Manager.

4.4.9  After any necessary reviews, the EM Public Affairs and EM Program Manager coordinates the final response with AAC/PAV.

4.4.10  AAC/PAV sends the final response to the external interested party and keeps a record of the query.

4.4.11  Base personnel direct internal queries to the UEC. The UEC provides a direct response for questions on which he or she is knowledgeable. 

4.4.12  When the UEC receives a query that he or she is unable to resolve, the UEC forwards the query to the appropriate EM Program Manager for resolution.

4.4.13  The EM `Program Manager responds to internal queries. 

5.
Cross References

AAC EMS web site at http://em.eglin.af.mil/emc/ems 

AAC EMIS web site at http://emis.eglin.af.mil

AAC UEC Information Center at http://em.eglin.af.mil/emc/emce/uecweb

AAC Procedure 4.4.2 Training

AAC Procedure 4.5.1(a) Monitoring and Measuring

AAC Procedure 4.5.1(b) Evaluating Environmental Compliance

AAC Procedure 4.5.2 EMS Audit and Non-conformance Corrective Action 

AAC Procedure 4.5.3 Environmental Records Maintenance

AFI 32-101, Public Affairs Policy and Procedures, dated 1 December 1999

6. Documentation and Records

Copies of written and electronic correspondence from external interested parties

Telephone Conversation Records for queries from external interested parties

Copies of responses to queries from external interested parties

Copies of regulatory correspondence

7. Flowchart

Exhibit 1 shows the flowchart for the Communication Procedure.
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