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	Records Management and Documentation (ESHMS #7)



1.0 Purpose:  The purpose of this procedure is to specify requirements for safeguarding (AGENCY) Headquarters and its sites’ (henceforth site(s)) ESHMS records and to provide a standardized structure for organizing ESHMS programs, procedures, work instructions, and records.

2.0 Scope:  This procedure applies to all records (hardcopy and electronic) generated through the ESHMS and includes ESHMS records received from external organizations.  This procedure does not apply to personnel records or security-restricted documents.
3.0 Records Management & Documentation:  Records are essential for documenting and evaluating the performance of the ESHMS.  This includes all data necessary to determine if the ESHMS conforms to the requirements of both the ISO 14001:2004 and the ANSI Z10 standards and achieves established ESHMS objectives and targets.
Hard copy and electronic versions of ESHMS-specific records (lists, procedures, etc.) are maintained by the sites’ ESHMS Coordinators in a central and accessible file and will be archived annually.  

Records generated by Operational Controls will be kept and maintained by the competent person responsible for their control, as listed in the Management Program.  These records will be archived in accordance with applicable (AGENCY) retention schedules.  
Records that are generated or used with the ESHMS shall adhere to all federal records management regulations as outlined in 44 U.S.C. Chapter(s) 31 & 33, 41 CFR part 102-193, 36 CFR Part 1222, subchapter B, (AGENCY) Records Control Schedules.  Specifically records shall be managed as follows:
· Retention and disposition requirements shall be applied to records identified in EMPs, OSHMPs or ESHMS Procedures by the Records Management Staff.
· Records shall be legible, identifiable, protected, and easily retrievable for review.
· Maintenance and cutoff of records shall occur annually.  All inactive records shall be indexed, boxed, and turned over to the Records Management Staff to be archived.
3.1 ESHMS Documentation:  ESHMS documentation reflects the formal structure of ESHMS programs, procedures, work instructions, and records.  Documents that are generated or used with the ESHMS shall be structured as follows:
· The ESHMS Manual shall describe the core elements of the management system, including information on how the core elements interrelate.  The manual provides an overview of the ESHMS.  It refers to, and cross-references, related documentation such as ESHMS procedures, standard operating procedures, EMPs and OSHMPs.  (The EMPs and OSHMPs relate most of the core elements in the ESHMS to each other.)
· ESHMS procedures shall describe the specific requirements of the ESHMS and the roles, responsibilities and authorities assigned in order to fulfill them.  As appropriate, procedures shall reference related documentation such as EMPs, OSHMPs and work instructions.  ESH compliance procedures shall also, as appropriate, be referenced in the ESHMS documentation.

· Work instructions or procedures for meeting ESH and ESHMS requirements may be kept within each appropriate level and function of the (AGENCY) site.
· Hardcopy or electronic versions of all ESHMS records shall be maintained in a central and accessible file (e.g., the ESHMS Manual).

4.0 Employee Access to Records:  Management will provide employees with access to records associated with the ESHMS.  This information may be provided through the ESHMS Manual or through other documentation maintained by the ESHMS Coordinator, or other designated member of the CFT. 
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