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	Procedure Title:
	Communication (ESHMS #8)



1.0 Purpose:  The purpose of this procedure is to establish a reliable and consistent process for addressing and documenting communications pertinent to (AGENCY) Headquarters and its sites’ (henceforth site(s)) ESHMS.  Specifically, it is used:

· To communicate information on ESH issues and matters between levels and functions inside the organization, and to establish the mechanisms for its flow from top down and from bottom up;
· For receiving, documenting and responding to relevant information and requests from external interested parties; and 
· To communicate information and/or requirements related to ESH aspects and hazards of goods and services used by sites to suppliers and contractors in accordance with the requirements of the ESHMS.

2.0 Scope:  This procedure is applied to all internal and external communications regarding the ESHMS for sites, including both communications initiated by the site as well as communications in response to external requests for information about ESH issues.  This procedure also deals with communications from the site to its suppliers and contractors regarding ESH issues and controls related to goods and services it receives from them.
3.0 Internal Communications:  (AGENCY) sites utilize several communication methods as a means of maintaining a high level of information flow between all levels of their organizational structures.  These include: Intranet web sites, e-mails, bulletin boards, all-hands meetings, etc.
The following measures promote internal communication regarding the ESHMS and other environment, health and safety issues:

· The (AGENCY) ESH Policy will be distributed and communicated to all employees.
· General environment, health and safety awareness training will be conducted for all site employees as part of the initial ESHMS implementation and annually thereafter. 

· The establishment and functioning of ESH committees. 
· Communications methods have been designed to achieve prompt employee reporting of work-related injuries, illnesses, incidents, and hazards and risks.

· Communications methods encourage employee involvement, including providing feedback and making recommendations for the ESHMS.

· Communications to relevant parties on exposure assessment, injury, illness, occupational health assessments, etc., shall be done with attention to applicable laws and regulations regarding medical confidentiality.
· ESH management continually seeks to identify and remove barriers to the achievement of the above measures.
Whenever possible, internal ESHMS communications will be incorporated into existing communication methods (as noted above).
4.0 External Communications:  (AGENCY) sites will promote the dissemination of relevant information regarding their ESH activities.  Specifically, sites will take the following actions under their ESHMS:
· Make (AGENCY)’s ESH Policy available to the public,
· Report all ESH information required by regulation to the appropriate authorities.
· Consider the external communication of the site’s significant environmental aspects and always do so if required by law.

With regard to inputs made from external parties about the ESHMS, sites will take the following approach:
· All written, external input concerning ESH performance of the site shall be directed to the appropriate manager.  That person will confer with appropriate staff (e.g., Public Affairs, Legislative Affairs, Legal Counsel, etc.) to evaluate the substance of the external communication.

· Following this evaluation, the manager will work with the appropriate staff to prepare a response to be sent to the external, interested party in a timely manner.
· The ESHMS Coordinator will consider all external communications when establishing and reviewing ESH objectives and targets.

· All responses to members of Congress and/or members of the news media will be coordinated through the appropriate (AGENCY) organizations.  
5.0 Communications with Suppliers and Contractors:  As appropriate, (AGENCY) sites will develop communication processes to convey the following information to relevant suppliers and contractors:
· The (AGENCY) site has an ESHMS, which is based on the ISO-14001 and ANSI Z-10 standards and is concerned about ESH issues and desires to conduct its operations to either avoid or minimize ESH incidents.
· The (AGENCY) site expects its suppliers and contractors to provide, at the same quality and price, products and services that have the least ESH consequences of all available options.
· Where a supplier’s product is causing a significant environmental aspect or occupational safety and health (OSH) hazard, the site will communicate to that supplier that where possible, they should select the available option that minimizes the potential environmental impact or OSH risk of that product.
· Where a supplier or contractor is supplying goods or services associated with significant environmental aspects or OSH hazards, the affected manager will work with procurement representatives to inform that supplier or contractor of applicable (AGENCY) procedures and requirements to mitigate, minimize, or otherwise control the potential environmental impacts and OSH risks.
6.0 Records:  The ESHMS Coordinator or other designated member of the CFT will maintain the following records generated by this procedure:
· Record of ESH Policy distribution to employees,
· Copies of key communications made via communications methods noted above, 
· Records of submissions to regulatory authorities,
· Records of reports to the public, 
· Communication received from external interested parties,
· Copies of responses to external interested parties, 
· Copies of communications to suppliers or contractors (e.g., contractual documents),
· Copies of procedures or controls that have been sent to suppliers or contractors, 

· Communications from suppliers or contractors relating to ESH matters.
Hardcopy or electronic versions of these records will be maintained in a central and accessible file (e.g., the ESHMS Manual).
6.1 Employee Access to Records:  Management will provide employees with access to all records associated with the Communications Procedure. 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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