(AGENCY) ESHMS
Appendix I:  EMP Template
	Name of Organization

Environmental Management Program



	1. PROGRAM NAME:
	

	2. Significant Environmental Aspect(s):


	3. Document Control Code:
	

	
	4. Date:
	

	
	5. Program Lead:  
	

	6. Objectives and targets

	Objectives:
	Targets:
	Progress Indicators (PIs):

	1. Objective 1
	1. Target 1a

2. Target 1b


	1. PI for target 1a

2. PI for target 1b

	2. Objective 2
	1. Target 2a

2. Target 2b


	1. PI for target 2a

2. PI for target 2b



	3. Objective 3
	1. Target 3a

2. Target 3b


	1. PI for target 3a

2. PI for target 3b

	7. Potential Environmental/Organizational Impacts:  
a. The potential impacts from this aspect include…
b. 

	8. Reasons(s) for Significance: 
a. This aspect is significant because…
b. 

	9. Legal and Other Requirements (applicable to aspect/activities): 

a. 

	10. Program Description:
      This program…

 SEQ CHAPTER \h \r 1

	11. Operational Controls (OCs):

	a. Activity(ies) that gives rise to aspect
	b. Operational Control(s)
	c. Person Responsible for controls
	d. Monitoring & Maintenance of OCs            
	e. Records generated
by controls
	f. Action taken if control fails

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	12. Structure, Authorities, Responsibilities (See associated Action Plans for further details.)

	Target
	Tasks to accomplish target
	Task date
	Person responsible for task 

(title or name):
	Resources/funding available:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	13. Other records generated by this EMP:

	

	14. Relevant reference document(s) used with this EMP: SEQ CHAPTER \h \r 1

	Document Name:
	Location:

	
	

	15. Competence of persons responsible for controls or tasks

	Title or name:
	Basis for competence: 

	
	

	16.  Authorization

	Name:
	

	Signature:
	

	Date:
	


Supplemental Guidance for the Documentation of Environmental Management Programs (EMPs)
This guidance complements the information in the EMS Procedure for creating environmental management programs (EMPs) and their associated operational controls (OCs).  

Field 1.  Program Name:  This is the name by which this program will be known in the organization.

Field 2.  Significant Environmental Aspect:  The aspect listed here may be generic (e.g., air emissions), it may be by criteria (e.g., particulates), or it may be specific to a function or activity (e.g., CFC emissions from refrigeration).  The aspect needs to be as specific as is required to manage it efficiently and effectively.  The degree of granularity and specificity in categorizing aspects is therefore dependent on how they will be managed and on how best to communicate that information in the EMP documentation.  It is not useful to aggregate dissimilar aspects when their management requires different protocols and controls.  Such agglomeration may result in lack of clarity and increase the likelihood of mismanagement of the environmental aspect in question.    

Field 3.  Document Control Code:  This is a designator used by the organization to control document version as a means to ensure that only the authorized and currently valid version is in use.  Many organizations are now implementing an electronic strategy to complement the code and further enhance document control.  They simply declare that only the version that is electronically accessible is the authorized, current version to be relied upon by all users.  

Field 4.  Date of Revision:  This is the date when the document was last revised.  Such information may be of value to different users of the EMP.  It may be used, for example, to archive previous versions of the EMP.

Field 5.  Program Lead:  This is the name of the person that has been assigned the lead role for this program.  Responsibilities for this role may vary from organization to organization though normally the program lead is considered to be the person responsible for making sure that the program’s objectives and targets are achieved.   

Field 6.  Objectives and Targets:  The objectives listed here are those that the organization has set for itself with respect to the environmental aspect that is treated in this EMP.   (See EMS Procedure for setting objectives and targets for an explanation of what they signify.)

      The targets listed are those that have been set by the organization to achieve the objectives specified above.  

      Progress indicators should be specified for all the targets.  Progress indicators should have been selected during the setting of objectives and targets while the nature of the objectives and targets was fresh on the minds of the cross functional team (CFT) members.  EMP managers should ensure that a complete list of progress indicators that correspond to the targets is shown in this field; there should be a one-to-one correspondence between them.   

Field 7.  Potential Environmental/ Organizational Impacts:  These are the potential impacts enumerated through the execution of the EMS Aspects Identification Procedure.  Their documentation within the EMP allows for a fuller description of these potential impacts.  
Field 8.  Reason for Significance:  The information recorded here should signify the reason why each impact is “significant” (e.g., regulation; mission impact; environmental impact).  It should provide sufficient detail to inform prospective users on the full consequences of each individual impact.  This is valuable insight that underlies the importance of the EMP and should not be assumed to be “obvious” to newcomers that are not familiar with the issue.  For example:  Noise is a significant aspect because it is regulated and because complaints from the adjoining community could cause a shutdown a major operation at the laboratory.    

Field 9.  Legal and Other Requirements:

         This field contains details on the applicable legal and other requirements derived through execution of the EMS Procedure on Legal and Other Requirements.  These are the legal and other requirements that apply to the activities, products and services that exhibit the environmental aspect in question.  The level of detail for legal and other requirements should be as complete as possible.  That detail is necessary if the organization expects to maintain compliance with legal and other requirements .  This field should, therefore, list all the detailed legal and other requirements that apply to this environmental aspect for the activities, products and services listed in field 11 below.

Field 10.  Program Description:  The information in this field provides an overview of the EMP by addressing in general terms how it will achieve the objectives and targets listed above.  There is no need to list the individual tasks here as these will be listed in field 12 below.  For example, it will suffice to describe in general terms how the organization expects to address its CFC emissions through chemical substitutions for solvent cleaning, by retrofitting refrigeration equipment and by substitution of the CFC refrigerant, by replacing air conditioning units at their end of useful life, and by upgrading inspections and maintenance programs to detect and repair leaks and reuse CFC coolant.  The description should generally correspond to the listed objectives and targets thereby demonstrating that due consideration has been given to the achievement of each one.

Field 11.  Operational Controls:  The information in this field of the EMP should be as detailed as necessary to ensure effective control of the activities, products and services that exhibit the environmental aspect in question so as to prevent that aspect from occurring.    

a.  Activities, products and Services that give rise to the aspect: 

         This sub-field contains the list of all activities, products and services that were categorized through the Aspects Identification Procedure as having the potential for a significant impact if the aspect they exhibit were to occur.  The information in this field should be gathered from that analysis.  The documentation here can be expanded to provide as much detail of the activity, product or service as will render its management and control more effective.

         b.  Operational Controls (e.g., technological, administrative):

        This sub-field contains specific controls to be applied to each activity, product or service to ensure that it will remain under control so that the environmental aspect it exhibits will not occur.  Again, the level of detail here needs to be sufficient to ensure all appropriate and sufficient controls are identified and listed for each of the activities, products or services to which they apply.

   c.   Person Responsible for Controls:  This sub-field contains the name or names of individuals that have been given the responsibility to operate or otherwise implement the operational controls. 

   d.   Monitoring and Measurement of Operational Controls:

         This sub-field contains information on monitoring operational controls to ensure that they are functioning as expected in real time.  It should also contain any pertinent information on maintaining the operational controls.

   e.   Records Generated by Controls:  

         This sub-field contains information on the records that are expected to be created by implementing, monitoring and maintaining the operational controls.
   f.   Actions to be taken if controls fail:

         The information in this sub-field reflects the backup strategies to be employed if and when designated controls fail.  Backup strategies should be as robust as necessary to provide the proper level of control.  It is up to the program manager to determine the proper level of such backup.

Field 12. Structure, Authorities, Responsibilities:  

a.   This sub-field reflects each of the targets in sequence as they appear in field 6 above.
b.   This sub-field is used to document the individual tasks that need to be executed to accomplish the objectives and targets.  It provides the detail for the generic program description in field 10 above.  This information is expected to be as detailed as necessary to ensure clarity on what needs to take place and in what sequence it needs to be done.  This field is likely to be the most extensive one in the EMP.  
c.   This sub-field specifies the completion date for the associated task in sub-field b.  
d.   This sub-field provides information on who has been given responsibility to accomplish each task.  
e.    This sub-field lists the resources and funding sources that have been made available to execute this program so that the objectives and targets will be achieved.  This may include references to budgetary line items or it may specify the availability of human, material, or equipment resources, as appropriate.  At the very least there should be a statement that sufficient resources are available to accomplish the objectives and targets in the timeframe specified.

Field 13.  Other Records Generated by this EMP:  This field is used to list and describe other records not already listed that will be generated by this EMP.  Just as for records generated for operational controls, the description should be as detailed as necessary to be fully informative.  It is also useful to provide an indication here of where each record type will be stored, if that is at all possible.

Field 14.  Relevant Reference Documents Used With this EMP:  This field is used to list any other references that are needed to execute this EMP.  For example, a regulatory permit that includes operating criteria and other detailed requirements that need to be complied with would be included here.  

Field 15.  Competence of Persons Responsible for Controls or Tasks:  One of the requirements for an EMS is that individuals that are assigned tasks that are associated with significant aspects and operational controls need to be declared competent to execute their responsibilities.  The judgment for such declaration may be based on the individual’s experience,  education, or training.  (Note: training may not be necessary if there is already sufficient basis to declare that person’s competency.)  The individuals listed in this field will probably include all individuals referenced in fields 11 and 12 above.  Anyone that has a direct role in the accomplishment of the objectives and targets or in executing operational controls should be listed.  Those that may only contribute peripherally because of their general duties need not be listed.  Individuals should be listed either by their names or by the function they provide.  The declaration of competence needs to be made by the program manager responsible for the EMP or by each individual’s immediate supervisor.

Field 16.  Authorization:  The EMP should be authorized and dated by the responsible manager with authority to allocate the resources and approve the execution of the tasks that will accomplish the objectives and targets.  Such approval will also serve to better inform that manager about the activities that are undertaken under his authority and on what he can expect to see accomplished in the timeframe specified.   
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