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	Procedure Title:
	Training, Awareness and Competence (ESHMS #11)



1.0 Purpose:  The purpose of this procedure is to provide guidelines for the conduct of (AGENCY) Headquarters and its sites’ (henceforth site(s)) employee ESH awareness and competence training.  Such training provides the foundation for employee awareness, involvement and commitment to ESH performance as an ongoing responsibility of their work life.  It is fundamental to the efficient and effective implementation and execution of (AGENCY)’s ESHMS.

2.0 Scope:  This procedure applies to all (AGENCY) site employees.  (AGENCY) employees shall receive ESH Awareness Training, regardless of whether their job function contributes to significant environmental impacts or safety and health risks.  ESH Competence Training shall be provided to employees (or contractors working on behalf of (AGENCY)) as necessary, to ensure an appropriate level of competence for work activities with the potential to create or contribute to significant environmental impacts or safety and health risks.
3.0 Training:  To further the ESHMS, (AGENCY) sites shall conduct periodic training for ESH awareness and competence.  (AGENCY) will ensure effective access to training and remove any barriers (e.g., language) from employee participation in training.  (AGENCY) will also ensure that trainers are competent to train employees and contractors.
Training shall be conducted for all (AGENCY) employees and contractors as part of the initial ESHMS implementation and annually thereafter.  New employees and contractors working on-site will receive the appropriate training within three (3) months of their date of hire.
3.1 ESH Awareness Training:  (AGENCY) Headquarters will create an ESHMS awareness training module that can be used by all lower units.  The content of this training will be generic in nature and will satisfy all the basic requirements.  Should any lower unit desire to go further, they would simply add additional details to the module.  Headquarters will maintain this awareness training package. 

The objective of ESH Awareness Training is to make all (AGENCY) employees and contractors aware of the following (See Appendix K):

· The importance of conformance with the ESH Policy and procedures and with the requirements of the ESHMS.

· Their roles and responsibilities in achieving conformity with the ESH Policy and with the requirements of the ESHMS (including emergency preparedness and response requirements).
· The potential consequences of departure from specified operating procedures.

3.2 ESH Competence Training:  (AGENCY) employees and contractors that perform tasks with the potential to cause significant environmental impacts or safety and health risks shall be declared competent on the basis of appropriate education, training and/or experience.  Such personnel shall be identified, made aware of requirements, and receive competence training when it is determined that they need such training in order to be declared competent.  The training shall include the following:

· The actual or potential significant environmental impacts and/or safety and health risks of their work activities and the ESH benefits of improved personal performance.

· The roles and responsibilities necessary for conformance with the ESH Policy and the requirements of the ESHMS (including emergency preparedness and response requirements).

· The potential consequences of departure from specified operating procedures.
· The individual’s role and responsibilities with respect to the significant environmental aspect or safety and health risk that he or she is involved with as an ongoing element of work tasks and duties.
The declarations of competence for individuals are specified in the EMPs and OSHMPs.  Where training is indicated as the reason for a declaration of competence, a reference to that training should be provided as evidence that it took place and that its content and focus were sufficient to declare the individual “competent”.  In many cases, the training requirement for a declaration of competence will be satisfied by existing ESH training required by OSHA and/or environmental regulations.

Competence training may be required for safety design engineers, those conducting incident investigations and audits, procurement personnel and, those involved in defining the elements of the ESHMS.  When ESH competence training is required, the responsible individual will be provided operational support by a competent person until they receive the training required to be declared competent.  It is the responsibility of the immediate supervisor to ensure that this operational support is provided and that the required training is conducted. The ESHMS Coordinator can serve as a resource for identifying competent operational support and appropriate competence training.

Competence training is directed at specific employees that manage or that come into contact with significant aspects and hazards.  Headquarters personnel that are identified need to be trained to achieve an adequate level of competence to carry out their roles and responsibilities indicated for them in the headquarters programmatic EMPs and OSHMPs.  Employees at other locations need to be competent to carry out the roles and responsibilities indicated for them in site-specific EMPs and OSHMPs.  

4.0 Records:  The ESHMS Coordinator or other designated member of the CFT will maintain the following records generated by this procedure:

· Proof that awareness training has been made available to all personnel (e.g., all-hands e-mail, Intranet posting, etc.)

· The contents of the awareness training,

· Competence training records (date and attendance),

· The contents of competence training.  

· Declaration of competence in the EMPs and OSHMPs, as appropriate.

Hardcopy or electronic versions of these records will be maintained in a central and accessible file (e.g., the ESHMS Manual).
4.1 Employee Access to Records: Management will provide employees with access to all records associated with the Training Program. 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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