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

The purpose of this procedure is to describe the methods used to ensure the effective and timely communication of environmental-related information and issues concerning this facility’s Environmental Management System.

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

Communications received from employees and all components of the public including customers, media, environmental groups, and federal, state, local agencies, and internal communications generated to external parties concerning this facility’s Environmental Management System. 

3.0  
ACROYNMS/DEFINITIONS

EMR:
Environmental Management Representative

EMS:
Environmental Management System

PAO:
Public Affairs Office

POC:
Point-of-Contact

4.0
RESPONSIBILITIES  (Describe who has responsibilities associated with this procedure) 

(Example of a responsibilities section)
4.1
Public Affairs Office


The Public Affairs Office receives all external communication relating to media and public requests and directs environmental questions and comments to either the Environmental Management Representative or Environmental Office.  The Public Affairs Office is responsible for providing the official response to the above inquires.

4.2
Environmental Office 


The Environmental Office receives and responds to all internal communication requests and external communication requests from state, federal, and local government agencies concerning environmental issues.

4.3
Environmental Management Representative


The Environmental Management Representative, with assistance from the Environmental Office, researches and responds to external communications relating to media and public requests, with the oversight of the Public Affairs Office.  Inquiries from interested parties concerning Department level Environmental Management System activities are directed to the appropriate department for consideration, if required.  The Environmental Management Representative provides the official response on external communications to the Public Affairs Office.

4.4
Department Heads


The department records responses provided to the Environmental Management Representative on external inquires concerning environmental issues related to their department.

5.0  
PROCEDURE  (Describe the facility’s communication process) (Example of a communication procedure)

5.1   
Internal Communication
Internal (within this facility) communication requests for environmental information are directed to the appropriate Department EMS POC or to the Environmental Office POC.  The POC researches and provides a response to internal requests for environmental information.  The mechanisms that are used for various types of communications include, but are not limited to:

a.
meetings,

b.
email,

c.
telephone calls,

e.
memoranda and letters, and

f.
newsletters.


A variety of processes are used for internal communication on environmental-related matters.  The effectiveness of these communication processes are evaluated on an ongoing basis, through management review, employee surveys, environmental training programs, organization audits and inspections, and informal discussions.  Major topics of internal communication include, but are not limited to:




a.
environmental policy, objectives, and targets,




b.
environmental management roles and responsibilities,




c.
organizational performance compared to environmental objectives and targets,

d. environmental procedures,

e. environmental compliance issues, and




f.
emergency response procedures.



5.2 
Customer Communications

The Environmental Office maintains a tracking system that tracks customer requests for environmental information.  The tracking system includes name, subject, and date.

5.3  
External Communication

All inquiries and other communications received by mail, fax, telephone, or in person, from external parties concerning the EMS or environmental performance may be received by a number of organization representatives.  External communication requests received from the media, public, and interested parties are forwarded to the PAO.  The PAO forwards these requests to the EMR to determine the appropriate response.

The EMR provides the appropriate information for release to external communication requests for environmental information.  For external communication from interested parties such as the media or the public, the PAO determines the appropriate method to respond to these requests.  General rules for external communications require that the information provided by this facility:

a.  be understandable and adequately explained to the recipient(s), and

b. present an accurate and verifiable picture of the organization and its environmental management system, its environmental performance, or other related matters.

Internal communication that is generated to an external party i.e. the media, public, and interested parties concerning this facility’s EMS or environmental performance is initiated and/or reviewed by the EMR and issued by the PAO.

5.4
Legal Review

The Office of Counsel determines if there is a regulatory or legal requirement to provide the information for all external communication requests concerning this facility’s EMS.  If there is not a legal or regulatory requirement then the EMR determines whether there is an important business reason to respond.

5.5 
Media Communications

Media calls to this facility concerning environmental issues are transferred to the PAO.  The PAO documents the call and responds, as appropriate, to media communications.  The EMR assists the PAO in preparing a response if required.
  5.6 
General Public Communications

Calls from the general public to this facility concerning the EMS are transferred to the PAO.  An analysis is conducted by the PAO in conjunction with the EMR and Office of Counsel, if required, to determine whether the comment has merit. The PAO documents the call and determines the appropriate method to respond to general public communications. The EMR assists the PAO in preparing a response.

5.7
Response Time

Response time to internal and external communication is dependent upon the complexity of the inquiry.

6.0.  
Reference (Include any references associated with this procedure)
ANSI/ISO 14001-1996, Environmental Management System—Specification with guidance for use

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

Public Affairs Policy and Responsibility instruction

7.0.  
Records (Include any records associated with this procedure)

Records of All External Communications Received and Issued to the Public, Media, and Interested Parties by the PAO on this facility’s EMS - Maintained by the PAO

Environmental Office Communication Logs - Maintained by the Environmental Division

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 this facility’s EMS Web Page.

