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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 provide for a system and instructions, and to assign responsibilities for the establishment, review, authorization, issue, distribution, and revisions of Environmental Management System documents.

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

This procedure covers Tier I, II, and III documents, either paper or electronic, that directly affect the EMS. (Tier IV documents are addressed in the Record Control Procedure, EMS-14001-453-P007.)  Tier I, II, and III documents are defined as:

· Tier I:  EMS Manual

· Tier II: EMS Procedures

· Tier III:  Documents such as Department EMS Implementation Plans, Procedures, and Work Instructions such as Standard Operating Procedures (SOPs).   

Documents relating to the EMS that are already under document control by another system at this facility are outside the scope of this procedure.

3.0
ACROYMNS/DEFINITIONS

EMS:
Environmental Management System

EMR:
Environmental Management Representative

POC:
Point-of-Contact
Electronic Document:  A document stored in electronic form, usually on magnetic media (floppy disk, hard disk, magnetic tape), that is accessible or editable using a computer text editor, word processor, or document viewer.  An electronic document may be shared or distributed using e-mail, network file sharing, or the internet/intranet.

Document:  Contains information or instructions.

Form:  A document used to collect data.  Once filled in, the form becomes a record.

Procedure:  A specified way to perform an activity.

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

Work Instructions:  An instruction that details the smaller processes needed to accomplish the procedure.

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


4.1
It is the responsibility of the Environmental Management Representative to identify, develop, review, and approve Tier I and Tier II EMS documents.  A review of EMS documents is conducted annually. 

4.2
The Environmental Office is responsible for the control and issue of environmental documents that are generated by the Environmental Office that directly affect the EMS. Reviews of Environmental Office documents will be conducted according to regulatory requirements or as defined by the head of the Environmental Office.

4.3       It is the responsibility of Department Heads or their designees to identify, develop, review, approve, control and issue EMS documents specific to their department's significant environmental aspects.  Reviews of Department level environmental documents will be conducted as defined by the Department Head or designee.

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

5.1
Document Approval

All documents controlled under the EMS are reviewed, revised as necessary, and approved by the appropriate authority within each department. The content of individual documents is the responsibility of the document owner.  Current versions of appropriate documents are to be available at locations where they are intended to be used.  Any document relating to the EMS that does not have an approving authority signature is considered to be invalid and is not to be used.

5.1.2
Controlled Document


A controlled document is one that is given a name, date, and/or identifying number and assigned to designated personnel, who are responsible for keeping the document current.  Controlled documents are identified on a master list and given a copy number.  When revised, controlled copy holders receive updates.

5.1.3
Uncontrolled Documents

A document is considered uncontrolled when it is issued to personnel who are not listed on the authorized distribution list.   An uncontrolled document does not have a copy number and is only considered current at the time it is distributed.  Uncontrolled copies are not followed up with revisions.  A document maintained in electronic format that is converted to hardcopy is considered to be an uncontrolled document.

5.1.4
Obsolete Documents


A document is considered obsolete when it is no longer in use.  Any obsolete documents retained for legal and/or knowledge preservation are identified and filed.  Obsolete documents are removed from the point of use.

5.1.5
Archived and Reference Documents

Archived and reference documents that are to be retrieved for use are to be controlled as defined by the appropriate Department Head.
5.2
Document Controls

5.2.1
The EMR Designee assigns either a Document Identification Number (DIN) or a Procedure Identification Number (PIN) to all facility level EMS documents.  The EMR Designee maintains a document master list of all facility level EMS documents.

5.2.2 The Environmental Office controls and maintains a document master list of all facility environmental documents related to the EMS.  

5.2.3 Departments are responsible for controlling and maintaining a document master list related to their significant environmental aspect(s).

5.2.4 A document master list will include DIN/PIN, Document Title, Date of Issue, Last Revision Date, Document Originator, and Retention Time if applicable.

5.3
Establishment of Initial Issues and Revisions

5.3.1
Personnel at all levels are encouraged to identify the need for and propose issues of new procedures, work instructions, and any additional process-related documents.  All personnel are also encouraged to critically evaluate the documents they use and request revisions to correct errors, inconsistencies, or omissions. 

5.3.2
Anyone at this facility may request the issue of a new EMS document or revision of an existing document.  The person wishing to initiate a document or a revision to Tier I and II documents submits a request using a Document Change Request Form, EMS-14001-445-020 to the EMR Designee.  Requests for new Department level EMS documents or revision to existing documents are submitted to the Department EMS POC.  The Department Head has final approval of new or revised Department level EMS documents.

5.3.3
Prior to issue and release, documents are reviewed by the document owner who is responsible for the adequacy, correctness, and conformity of the document to Environmental Management System policies.  A document is considered to be formally issued when an authorized approval signature is placed on it.

5.4
Revisions

5.4.1
Changes to documents are reviewed and approved by the same function or department that approved the initial document, unless specifically designated otherwise.  Revisions made by pen and ink corrections must be signed and dated.  EMS documents such as the EMS Manual, department EMS Implementation Plans, and EMS procedures shall have a revision history, which indicates the revision number, date of revision, reason for change, and approved by signature.  Issuing of revised documents follows the same rules that apply to initial issues.  Revision of a document is considered to be formally issued when an authorized approval signature is placed on it.

5.4.2 Department level document changes are the responsibility of the department making the revision.  Revised documents are distributed to all authorized copy owners by the department.   The department is responsible for updating the department's master list.

5.5
Electronic Data Control

5.5.1
The EMS Manual and Procedures (Tier I and II) are maintained on the EMS web-site.  These documents are controlled by the EMR Designee.  Anyone having access to this facility’s
Intranet may access these documents.  If printed, these documents become uncontrolled copies and are only current at the time of printing.  These documents are maintained on a three drive redundant system setup to prevent system failure.

 5.5.2
Department Heads or designees are responsible for establishing a process for maintaining electronic documents.  This process should address:



a.
where the electronic document resides,



b.
who has access to the documents,



c.
who is responsible for controlling the document; and



d.
backup procedures to prevent loss of documents.


5.6
Documentation Audits

Documentation audits are conducted as part of the regular audit schedule or as needed.

5.7
Document Format

5.7.1
New and revised documents that do not have a specified format at both facility level and department level generated under the EMS must adhere to the document format requirements described in this procedure.  Current documents must meet these document format requirements when the next major revision of the document occurs.

5.7.2
Individual documents will contain the following information on each page of the document:


a.
document identification title and/or number, 

b.
company name,


c.
date,


d.
revision number, and


e.
page numbers using the format “Page X of XX”.

The document is required to have an approving authority signature.  

5.8
Filing and Storing of Documents

Document owners ensure documents are easily retrievable and are protected from damage, deterioration, or loss.


6.0
REFERENCES  (Include any references associated with this procedure)
EMS Manual, Section 3.5, Document Control

7.0
RECORDS (Include any records associated with this procedure)

Environmental Office Document Master List

EMS Document Master List

Department level Document Master List

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 List  (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.
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