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1.0 Purpose

This manual defines the scope of the Environmental, Health & Safety (EH&S) Management System and provides a linkage of system documents to the various elements of the ISO 14001:2004 and OHSAS 18001:1999 standards.

The principal elements of the system described in this manual are:

· Environmental & OH&S Policies

· Environmental Aspects

· Hazard Identification and Risk Control 

· Legal and Other Requirements

· Objectives and Targets

· Environmental and OH&S Management Programs

· Organizational Structure and Responsibility

· Training, Awareness and Competence

· Consultation & Communication

· Document Control

· Operational Control

· Emergency Preparedness and Response

· Monitoring and Measurement

· Accidents, Incidents, Nonconformance and Corrective and Preventative Action

· Records

· System Audits

· Management Review

2.0 Scope

Located just off I-## in City, State, the Company processes our products for various end uses.  The Company EH&S management system provides a mechanism for environmental, health and safety management throughout all areas of our operations. The system is designed to cover environmental aspects and health and safety risks that the facility can control and directly manage, and those that it does not directly control or manage but over which it can be expected to have an influence.

3.0 Issue and Update

The control of this manual is in accordance with Company procedure SOP-OS-50, Document Control.  Copies of this manual are controlled using color headers and footers.  Black and white copes are considered uncontrolled and should be used for reference purposes only.

Amendments to this manual will be issued by the Management Representative or designee following approval by the Operations Manager.

4.0 Environmental and Safety Policies

The Company Operating Policy (policy) covers all activities at the facility, including safety, environmental compliance, quality assurance and business development.  The policy includes a commitment to continual improvement and prevention of pollution, as well as a commitment to meet or exceed relevant environmental legislation, regulations and other requirements.  The policy will be reviewed annually by top management, communicated to all employees and made available to the public in accordance with the Communications procedure.  Objectives and targets are created to support policy commitments and will be regularly reviewed to ensure ongoing support of the policy.

Reference Material

ISO 14001 Standard, Section 4.2

OHSAS 18001 Standard, Section 4.2

Applicable Documents and Procedures

Company Operating Policy

SOP-OS-14, Communication

5.0 Environmental Aspects

The Company Cross-functional Team (CFT) identifies the environmental aspects that the facility controls and over which it may be expected to have influence, and determines which of those aspects are considered significant.  Discussions regarding significance are recorded in CFT meeting minutes.  These aspects are reviewed at least annually by the CFT or when there is a new or changed process or activity at the facility.  The Management Representative maintains CFT meeting minutes and other records.

Reference Material

ISO 14001 Standard, Section 4.3.1

Applicable Documents and Procedures

SOP-EH-02, Environmental Aspects, Objectives and Targets, and Management Programs

SOP-EH-02A, Environmental Aspects

SOP-EH-03, Environmental Review of Projects

6.0 Hazard Identification, Risk Assessment and Risk Control

The Company uses a cross-functional team approach to identify hazards, assess their risks and implement necessary control over all activities and areas of our facility.  This approach is defined in our Safety FMEA procedure (SOP-OS-73).  Existing job safety analyses (JSAs) have been converted to SFMEAs, which include rankings of severity, probability and control and thus provide relative measures of risk.  These sheets document operational controls and provide a means for tracking recommended actions.  Recommended actions may be suggested by any employee at any time, and are monitored by the Safety Committee.  SFMEAs are included in job-specific training and also incorporated into annual training reviews.  

Reference Material

OHSAS 18001 Standard, Section 4.3.1

Applicable Documents and Procedures

SOP-OS-73, Safety FMEA

7.0 Legal and Other Requirements

The Company has established a procedure for the purpose of identifying, accessing and communicating legal and other requirements that are applicable to the facility.  Additional information is also available through legal publications.  The Environmental Coordinator is responsible for compliance with environmental regulatory and other requirements.  Safety regulations and other requirements are the responsibility of the Plant Superintendent.  At least annually, they will review the most current national, state and local legal and other requirements as applicable to the Company.  

Reference Material

ISO 14001 Standard, Section 4.3.2

OHSAS 18001 Standard, Section 4.3.2  

Applicable Documents and Procedures

SOP-OS-12, Regulatory Compliance 

EX-OS-01, Environmental Legal Requirements

EX-OS-02, Regulatory Reporting Requirements

EX-OS-03, Safety Regulatory Requirements

8.0 Objectives and Targets

The MRT is responsible for determining annual operational objectives and targets.  Objectives and targets are developed for all aspects of operations.  EH&S objectives take into consideration environmental aspects, OH&S hazards and risks, technological options and financial, operational, and business plans, as well as views of interested parties.  

Programs for achieving objectives and targets are defined and documented through the Company Continual Improvement process.  This process designates responsibility and defines the means and timeframes for achieving targets.  Programs will be amended as necessary to include new projects, activities, products and services, as appropriate.

Reference Material

ISO 14001 Standard, Section 4.3.3

OHSAS 18001 Standard, Section 4.3.3

Applicable Documents and Procedures

SOP-EH-02, Environmental Aspects, Objectives and Targets, and Management Programs

SOP-EH-02A, Environmental Aspects

SOP-EH-03, Environmental Review of Projects

SOP-OS-73, Safety FMEA

9.0 Environmental and OH&S Management Programs

Environmental and OH&S management programs are developed through the Company Continual Improvement program as a means for achieving objectives and targets.  These programs define the principal actions to be taken, those responsible for undertaking those actions, and the scheduled times for their implementation.  CI projects are developed by the program manager and reviewed by the CFT or Production Group, and serve to demonstrate continual improvement of the system.

Reference Material

ISO 14001 Standard, Section 4.3.3

OHSAS 18001 Standard, Section 4.3.4

Applicable Documents and Procedures

SOP-EH-02, Environmental Aspects, Objectives and Targets, and Management Programs

SOP-EH-02A, Environmental Aspects

SOP-EH-03, Environmental Review of Projects

SOP-EH-03A, Project Environmental Checklist

SOP-OS-73, Safety FMEA

SOP-OS-31, Corrective and Preventative Action and Continuous Improvement

10.0 Organizational Structure and Responsibility

EH&S management system roles, responsibilities and authorities are defined at relevant functions and levels within the organization through system manuals, procedures and work instructions.  Plant management provides the resources essential to the implementation and control of the EH&S management system, including: training, human resources, specialty services, financial resources, and technical and information services.  The Management Representative has primary responsibility for establishing, operating, maintaining, and reporting on the performance of the EH&S management system.

Reference Material

ISO 14001 Standard, Section 4.4.1

OHSAS 18001 Standard, Section 4.4.1

Applicable Documents and Procedures

Company Organization Chart

Emergency Action Plan Manual

SOP-OS-10, Company Operating System Management

SOP-OS-11, Training, Awareness & Competence

11.0 Training, Awareness and Competence

The Company identifies, plans, monitors and records training needs for personnel whose work may create a significant impact upon the environment or the health and safety of the workplace.  The Company has a procedure to train employees at each relevant function and level so that they are aware of the operating policy, significant environmental aspects and workplace hazards, their roles and responsibilities in achieving conformance with the policy and procedures, and with the requirements of the EH&S management.  Training records are maintained by Human Resources.  Appropriate records are monitored and reviewed on a scheduled basis.  Competency is determined by the employee’s supervisor as specified in SOP-OS-11, Training, Awareness and Competence.

Reference Material

ISO 14001 Standard, Section 4.4.2

OHSAS 18001 Standard, Section 4.4.2

Applicable Documents and Procedures

SOP-OS-11, Training, Awareness & Competence

SOP-OS-14, Environmental Communication

12.0 Communication

The Company has established and will maintain a procedure for internal and external communications regarding environmental, health and safety information.  This procedure addresses communication within the Company, as well as receiving, documenting and responding to relevant communication from external interested parties.  Employees will be informed of all environmental, health and safety related issues and involved in processes to improve performance and reduce risks.  Information will be shared with external parties as required by law and in accordance with our commitment to good corporate citizenship. 

Reference Material

ISO 14001 Standard, Section 4.4.3

OHSAS 18001 Standard, Section 4.4.3

Applicable Documents and Procedures

SOP-OS-14, Communication

13.0 EH&S Management System Documentation

This manual and the Master Document List identify all documents relevant to the EH&S management system.  Documentation is available electronically throughout the facility.  A copy of system documents, other than completed records, can be obtained from the Management Representative or designee.   Records are maintained by the appropriate department.

Reference Material

ISO 14001 Standard, Section 4.4.4

OHSAS 18001 Standard, Section 4.4.4

Applicable Documents and Procedures

Master Documents List

14.0 Document Control

The Company maintains a procedure for controlling all documents relating to the EH&S management system.  This procedure describes where documents can be located and how and when they are reviewed.  This procedure ensures that current versions are available and that obsolete documents are promptly removed from use or are suitably identified.  Controlled documents can be obtained from the Management Representative or designee.

Reference Material

ISO 14001 Standard, Section 4.4.5

OHSAS 18001 Standard, Section 4.4.5

Applicable Documents and Procedures

SOP-OS-50, Document Control

Master Documents List

15.0 Operational Control

Top management is responsible for identifying operations and activities associated with significant environmental aspects and ensuring that there are sufficient controls in place, either through engineering design, procedures or work practices.  Whenever possible, cross-functional teams will be used to determine appropriate controls.  Documented procedures define the mechanisms for the establishment, implementation and maintenance of the EH&S management system and ensure that the system is maintained in accordance with the environmental policy and objectives and targets, reduces risks to personnel and the environment wherever possible, and communicated risks to suppliers and contractors.

Operational controls are summarized on the Environmental Aspects and Safety FMEA forms.

Reference Material

ISO 14001 Standard, Section 4.4.6

OHSAS 18001 Standard, Section 4.4.6

Applicable Documents and Procedures

SOP-EH-02A, Environmental Aspects

SOP-OS-73A, Safety FMEA

16.0 Emergency Preparedness and Response

The Company has a plan to identify the potential for and respond to accidents and emergency situations, and for preventing and mitigating the environmental impacts that may be associated with them.  The Emergency Action Plan is developed, tested and reviewed in accordance with the designated procedure.

Reference Material

ISO 14001 Standard, Section 4.4.7

OHSAS 18001 Standard, Section 4.4.7

Applicable Documents and Procedures

Emergency Action Plan

SOP-OS-13, Emergency Preparedness and Response

17.0 Monitoring and Measurement

The Company has established a procedure to monitor and measure the key characteristics of its operations and activities that can have a significant impact on the environment or the health and safety of our personnel (see SOP-OS-32).  This procedure includes calibration and maintenance requirements and ensures that records will be retained.  Key characteristics are defined under EH&S on the Control Plan.

The Company has also established a Regulatory Compliance Program.  Procedure SOP-OS-12 outlines the requirements of the program to manage environmental compliance.  Results are reported to management on a periodic basis as specified in SOP-OS-30, System and Compliance Audits, and SOP-OS-10, Company Operating System Management.

Reference Material

ISO 14001 Standard, Section 4.5.1 & 4.5.2
OHSAS 18001 Standard, Section 4.5.1

Applicable Documents and Procedures

Control Plan

SOP-OS-10, Company Operating System Management

SOP-OS-12, Regulatory Compliance

SOP-OS-30, System and Compliance Audits

SOP-OS-32, Process and Equipment Control

18.0 Accidents, Incidents, Nonconformance and Corrective and Preventative Action

The Company has a procedure for handling and investigating accidents and incidents.  This procedure defines roles and responsibilities and includes instructions for completing necessary paperwork.  Where nonconformances occur, the Company has a procedure for defining responsibility and authority for handling and investigating them, for taking action to mitigate impacts, and for initiating and completing corrective and preventative action.  Any changes in procedures resulting from corrective and preventative actions are implemented and recorded on the applicable procedure.  The Management Representative maintains these records. 

Reference Material

ISO 14001 Standard, Section 4.5.3
OHSAS 18001 Standard, Section 4.5.2

Applicable Documents and Procedures

SOP-HR-02, Accident and Incident Investigation

SOP-OS-31, Corrective and Preventative Action and Continual Improvement

PF-18, Corrective/Preventative Action and Continual Improvement

19.0 Records

The Company has a procedure for the identification, maintenance and disposal of records.  These records include training records and the results of audits and reviews.  They are readily retrievable, and protected against damage, deterioration and loss.  Record and document retention is also specified in this procedure. 

Reference Material

ISO 14001 Standard, Section 4.5.4
OHSAS 18001 Standard, Section 4.5.3

Applicable Documents and Procedures

SOP-OS-51, Recordkeeping

20.0 Management System Audits

Periodic system audits are conducted to ensure that the EH&S management system has been properly implemented and maintained, that operations are being performed in accordance with planned arrangements, and that those plans are effective.  The results of these audits are provided to management.  Audits are performed according to a schedule, which is based on the relative risk and importance of the activity, results of previous audits, and the audit schedule.  All auditors are trained and audit records are kept by the Management Representative.

Reference Material

ISO 14001 Standard, Section 4.5.5
OHSAS 18001 Standard, Section 4.5.4

Applicable Documents and Procedures

SOP-OS-30, System and Compliance Audits

21.0 Management Review

The Management Review Team (MRT) periodically reviews the EH&S management system to ensure its continuing suitability, adequacy and effectiveness.  Management review activities are summarized on SOP-OS-10A.  Meeting minutes record these reviews and are kept by the Management Representative or designee.

Reference Material

ISO 14001 Standard, Section 4.6

OHSAS 18001 Standard, Section 4.6

Applicable Documents and Procedures

SOP-OS-10, Company Operating System Management

EX-OS-10A, MRT Input Summary

22.0 Record of Revisions

	Revision Date
	Description
	Sections Affected

	4-16-01
	Removed references to appendices.
	All

	7-12-01
	Added reference to Control Plan and clarified procedure references in 16.0.  Changed procedure number in 18.
	16.0, 18.0

	8-14-01
	Corrected document number on EX-OS-11A.
	10.0

	10-15-02
	7.0 revised to reflect modifications to objectives and targets and EMPs.
	7.0

	11-17-03
	8.0 included Continual Improvement and 12.0 included Master Document List.
	8.0, 12.0 

	8/11/04
	Minor grammatical corrections and addition of references to PF-18 and EX-OS-10A.
	All

	11/20/04
	Incorporated elements of OHSAS 18001.
	All

	1/28/05
	Minor modifications for 14001:2004 revision. Updated scope and references to sections following 4.5.2 for new numbering.  
	2.0, 17.0, 18.0, 19.0, 20.0


Issue Date: 1/1/06
i
Revision Date: 1/1/06
The colored header and footer on this page signify this is a controlled document.  If this text appears in black this page is considered uncontrolled and is to be used for training or reference purposes only
Issue Date: 1/25/01
Page vii
Revision Date: 10/15/02
The colored header and footer on this page signify this is a controlled document.  If this text appears in black this page is considered uncontrolled and is to be used for training or reference purposes only

