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	Procedure Title:
	Creating EMPs and OSHMPs (ESHMS #4)



1.0 Purpose:   The purpose of this procedure is to establish a reliable and consistent approach for creating and documenting Environmental Management Programs (EMPs) and Occupational Safety and Health Management Programs (OSHMPs) associated with (AGENCY)’s ESHMS.  EMPs and OSHMPs provide the guidance, information, and references necessary for the efficient and effective accomplishment of the objectives and targets that are set for the ESH.  This ESHMS procedure also provides guidance for determining the Operational Controls (OCs) that are to be applied to the activities, operations, processes, products, and services (activities) that exhibit significant environmental aspects and occupational safety and health hazards.

2.0 Scope:  (AGENCY) Headquarters or site’s (henceforth site(s)) ESHMS Coordinator, the Cross Functional Team (CFT), or whoever has been designated by direction of site management applies this procedure to develop and document the EMPs and OSHMPs to achieve the ESH objectives and targets at (AGENCY) sites.  

(AGENCY) Headquarters may establish programmatic EMPs and OSHMPs for the significant aspects and hazards respectively.  These EMPs and OSHMPs should specify various management details that will then serve to guide the creation of complementary EMPs and OSHMPs at the site level.  The programmatic EMPs and OSHMPs address (AGENCY) requirements.  Effectively, the actions to be taken to achieve the (AGENCY) environmental objectives and targets are programmatically addressed in these Headquarters programs and then operationally addressed by the (AGENCY) sites. 

Each site establishes and maintains EMPs and OSHMPs for its own significant aspects and hazards.  These should be based primarily on (AGENCY)’s programmatic EMPs and OSHMPs that specify various management details that are to be included in the site-level EMPs and OSHMPs.  For those significant aspects and hazards that do not appear on (AGENCY)’s list, the site creates its own site-specific EMPs and OSHMPs, as appropriate.  

3.0 Management Program Development:  (AGENCY) sites use an EMP Template (Appendix I) as a guide to structure existing and new EMPs and the OSHMP Template (Appendix J) as the guide to structure existing and new OSHMPs.  Existing site programs are periodically reviewed and updated as necessary to ensure they contain all information elements shown in the templates, as well as to reflect changes in policies, objectives, activities, products, services, or operating conditions at the site.

3.1 Assigning Operational Controls:  Each significant environmental aspect and OSH hazard shall be reviewed in conjunction with its activities to determine whether Operational Controls (OCs) are needed for those activities.  In doing the review, special attention shall be given to those characteristics of activities that require OCs.

Where applicable, documentation for the OCs shall specify the operating criteria (including maintenance) and the actions to be taken when they are interrupted, or when they might otherwise fail (see attached templates).

When necessary, OCs will also be applied to the identifiable significant environmental aspects and OSH hazards of goods and services that are received from external sources.  Where appropriate, OCs that should be implemented by external sources shall be duly communicated to those sources. 

Managers of specific operations are responsible to ensure that OCs are implemented for those activities that are within their purview and that contain significant environmental aspects or OSH hazards.

With respect to OSH hazards, (AGENCY) sites apply controls through the following preferred hierarchical order:

· Elimination,
· Substitution of less hazardous materials, processes, operations, or equipment,
· Engineering controls,
· Warnings, 

· Administrative controls, and

· Personal protective equipment.

This hierarchical application of controls shall take into account the nature and extent of the risks being controlled; the degree of risk reduction desired; the requirements of applicable local, federal, and state statutes, standards and regulations; the recognized best practices in industry; the available technology; cost effectiveness; and, internal organization standards.
4.0 Records:  The ESHMS Coordinator or other designated member of the CFT will maintain the following records generated by this procedure:

· Previous versions of EMPs and OSHMPs (Note: As long as a program is in use, it is considered to be an ESHMS document and not yet a record.);

· Records that reflect the status of objectives and targets as measured during the course of program implementation;

· Records that reflect the assignment of roles and responsibilities;

· Records that reflect the resources that have been allocated;

· Records that substantiate declarations of employee competency that is relevant to the duties assigned to them;

· Records pertaining to operating criteria of controls;

· Records of maintenance performed on operational controls;

· Records of any actions taken in the event of interrupted or failed controls;

· Records of communications about operational controls that were communicated to external sources of goods and services; and

· Records that demonstrate the functioning of operational controls, either ongoing or periodic, depending on what is appropriate and actually implemented.

Hardcopy and/or electronic versions of ESHMS-specific records (activities lists, procedures, etc.) are maintained by the ESHMS Coordinator in a central and accessible file and will be archived annually.  
Records related to Operational Controls (within the EMPs or OSHMPs) will be kept by the competent persons responsible for the operations, as listed in the Management Programs.  These records will be archived in accordance with applicable (AGENCY) retention schedules.  
4.1 Employee Access to Records:  Management will provide employees with access to all EMP and OSHMP records applicable to their assigned tasks.  This information may be provided through the Management Program forms (Appendix I and J) or through other documentation maintained by the ESHMS Coordinator, or other designated member of the CFT.
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