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EMS Procedure 4.4.2

Training, Awareness, and Competency

1.  Purpose

This procedure outlines the Environmental Management System (EMS) awareness training process.  The EMS is the systematic approach personnel at Eglin use to improve environmental performance and meet regulatory and internal environmental requirements.  Every employee can impact the environment, therefore, each plays a role in environmental management.  Providing all staff members with appropriate levels of training helps ensure their commitment to environmental protection and improve their competence in performing their roles and responsibilities.  EMS training provides the initial introduction for personnel of the overall scheme for managing the installation’s environmental issues, additional required training in specific environmental media may also be subsequently provided for identified personnel and is covered in Air Armament Center (AAC) Plan 32-10, Environmental Training. 

2.  Scope

This procedure applies to AAC Eglin Staff Organizations, the 46th Test Wing, and the 96th Air Base Wing and all associate tenant units at Eglin AFB.

The EMS training is designed to consistently fit into formal Air Force training programs as appropriate.   One example of this is new employee orientation training.  Where possible, the EMS training will be added to existing environmental training presentations or venues to facilitate logistical coordination and economize on effort.

3. Responsibilities

3.1 Environmental Management Directorate (AAC/EM)
3.1.1  Supports the installation by identifying environmental training needs and providing venues for accomplishing EMS training.

3.1.2  Supports implementation and management of the EMS

3.2 Environmental Management Compliance Division (AAC/EMC)

3.2.1  Identifies all environmental training needs (required compliance and EMS awareness training) for base personnel and facilitates provision. 

3.2.2  Maintains the AAC Environmental Training Plan (AAC 32-10)

3.2.3  Supports the development of creative training techniques

3.2.4  Reviews training performance indicators on a regular basis

3.3 EMS Management Representative

3.3.1  Conducts initial and ongoing EMS awareness training (includes new employee orientation training).

3.3.2  Ensures base organization UECs have tools such as training videos to increase EMS requirements awareness.

3.3.3  Ensure the EMS training program is reviewed annually, at a minimum, to ensure currency of information.

3.3.4  Conduct activities, including an annual EMS audit, to evaluate the effectiveness of the training or employee competency

3.4 UECs  

3.4.1  Access training needs and requirements for Eglin AFB organizations.

3.4.2  Prepare unit training plan

3.4.3  Implement an EMS training program in accordance with the training plan

3.4.4  Monitor and review EMS training effectiveness on a regular basis 

3.4.5  Ensure EMS training is updated as required

3.5 Base Organizations (AAC & Associates)

3.5.1  Support the EMS as a systematic approach to continuous improvement of the environmental programs

3.5.2  Ensure their entire organization receives EMS awareness training

3.5.3  Ensure all employees are offered and receive additional environmental training at the appropriate level required (per AAC Plan 32-10).

3.6 AAC Contracting Office (AAC/PK)

The AAC Contracting Office ensures training of contract personnel is included in contracts and mirrors EMS requirements set forth by this procedure.

3.7 Education and Training Center (96 MSS/DPEO)

3.7.1  Maintain the Education and Training Management System (ETMS) web-based database.

3.7.2  Update individual training records in ETMS.

3.7.3  Coordinate EMS training course availability with training managers and EM program managers

3.8 Unit Personnel Training Managers

3.8.1  Coordinate EMS training requests and course completion records with the Education and Training Center

3.8.2  Assist supervisors with the use of the ETMS database

3.8.3  Oversee training plans within the unit

3.9 Supervisors

3.9.1  Review individual EMS training plans on ETMS

3.9.2  Validate training needs for individual employees and notify Unit Personnel Training Monitor

3.9.3  Enter desired training for individuals into ETMS

3.10  Individuals

3.10.1  Understand how work activities can impact the environment 

3.10.2  Share good ideas about how to improve environmental management efforts

3.10.3  Verify their individual training records are correct and current

4.  Procedure
Exhibit 2 outlines the plan created to ensure employees at all levels of the organization receive the proper training on their assigned EMS roles and responsibilities.

4.1 Types of Training 

There are two levels of EMS training as well other more specific training related to performing mission operations.  Environmental Training Available:

4.1.1  Strategic EMS training--focuses on obtaining commitment and alignment to the organization’s environmental policy from senior management.  This training is designed inform leadership on the benefits of the EMS as well as explain the drivers for the EMS.

4.1.2  EMS awareness training (fosters conformance to EMS)--focuses on ensuring that employees understand how to perform their responsibilities consistent with the EMS and understand how incorrectly performing their job activities will affect the environment.

4.1.3  Operational training (related to compliance)--revolves around job-specific training for those whose work directly relates to Eglin AFB operations or equipment that can impact the environment. This training also consists of regulatory-required or regulatory-driven training and is covered in AAC Plan 32-10.

4.2. Methodology

4.4.1  A new employee arrives at Eglin.

4.4.2  Based on the organization’s training plan, a needs analysis of environmental training is conducted. This analysis is simply a determination as to the type of training (i.e., strategic, awareness and/or operational, see Exhibit 1) an individual needs based on their roles and responsibilities within the EMS.

4.4.3  UECs work with supervisors and unit training monitors to identify training requirements and training sources for unit personnel.

4.4.4  The EMS management representative ensures initial EMS awareness training is provided at new employee orientation sessions, and will provide (or aid the UEC in providing) additional EMS training to organizations when requested.

4.4.5  Individual employee training records will document each training session, including the course name or type of training, dates of training, name of trainers, names of trainees, and test results, as appropriate. The Education and Training Center (96 MSS/DPEO) maintains formal training records and make them available for viewing on AFMC’s Education and Training Management System (ETMS) web-based database. Each employee is responsible for ensuring that his or her training records maintained in the ETMS database are correct and current. Each employee’s supervisor or the Unit Personnel Training Liaison has access to the ETMS.

4.4.6  The effectiveness of the EMS training will be judged periodically to evaluate how to improve the training program. Measuring employee competency is one way to test the effectiveness of the training. Competency can be evaluated in various ways, such as a test at the end of a specific training class or informal discussions with staff about the EMS to gauge what they comprehend. The EMS audit described in EMS Procedure 4.5.2 is another way to monitor the training program. 

4.4.7  Training is continually conducted as the EMS evolves and as a refresher to those who are already aware of the EMS.

4.4.8  Training performance indicators will be regularly reviewed by EM and base organizational training monitors and or UECs to ensure requirements are maintained.

5. Cross References

AAC Plan 32-10, Environmental Training

Unit Training Plans

AAC/EM’s EMS web site: http://em.eglin.af.mil/emc/ems
Eglin Education & Training Flight web site: https://intranet.eglin.af.mil/navigate/navigate.html
6. Documentation and Records

Individual training records maintained by supervisors

Training records maintained on the AFMC ETMS web site at:

https://etmsweb.wpafb.af.mil/etms/ss1_pages/public/homepage.htm

7. Charts

Exhibit 1 is the basic EMS training plan. 

Exhibit 2 is a flowchart that illustrates the process for EMS training at Eglin

EXHIBIT 1 Basic EMS Training Plan


	Audience
	Type of Training
	Purpose for Training
	Training Curriculum
	Training Requirements
	Training Method

	Senior Management (EPC Members)
	STRATEGIC

(Overview of EMS) 
	To gain commitment and alignment to the organization’s environmental policy
	15-minute briefing; management reviews; pamphlet; EMS web site
	Initial; ongoing briefings on EMS changes/en- hancements as needed
	Formal lecture 

	Environmental Program & Media Managers
	AWARENESS & OPERATIONAL

(Specific compliance requirements, should include an overview of EMS; skills enhancement; compliance) 
	To gain commitment and alignment to the organi-zation’s environmental policy; to improve performance and to ensure regulatory and internal requirements are met
	15-minute briefing; pamphlet; EMS web site
	Initial; At regularly scheduled meetings as needed
	Informal lecture; guided discussion 

	Unit Environ-mental Coordinators (UECs)


	AWARENESS & OPERATIONAL

(Skills enhancement; compliance)
	To gain commitment and alignment to the organi-zation’s environmental policy; to improve performance and to ensure regulatory and internal requirements are met
	Pamphlet; EMS web site; EMS added to current block training requirements


	Initial; At regularly scheduled meetings as needed 
	Informal lecture; guided discussion 

	Employees with Environmental Responsibilities (Government and Contractors)


	AWARENESS & OPERATIONAL

(Skills enhancement; compliance) 
	To improve performance and to ensure regulatory and internal requirements for training are met
	Pamphlet; EMS web site; EMS added to current block training requirements
	Initial; At regularly scheduled meetings as needed
	Informal lecture; guided discussion; on the job
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All Other Employees (Government and Contractors)
	AWARENESS

(General environmental awareness) 
	To gain commitment to the environmental policy, objectives and targets of the organization and to instill a sense of individual responsibility
	Video presentation; pamphlet; EMS web site
	Initial; ongoing awareness can be enhanced through regular articles in base paper or by referring to EMS web site
	Formal lecture; visual aids (short video or computer-based)
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