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6. ResourcesRoles & Responsibilities

Animportant taskin environmental management syster&NIS implementation is establishing the roles
and responsibilitieassociated with EMS leadership, implementatiand technical support. Thihapter
covershow to create a structureto ensurethat the organization has sufficient personpedsourcesand
procesgsto meet its environmental bjectives targets and compliance obligationsThe organization
should alsgrovide incentivegfinancial and/or norfinancial)for staff to meet the EMS requirements and
achieve the objectives.

Assigning Responsibilities === CLM Section 1.t
These roles are touched upon across these guidance documents, but helisouss EMSpecificroles
which ae often addedo provide guidance and support to line staff.

The EMS Manager, EMS Coordinatord Environmental Compliancéeam all play important roles in

developing and promoting the EMghd should be designated at the beginning of the EMS planning

process. In a small business or facility, the EMS Manager and EMS Coordinator may be caivifieed.

these roles are not explicitly specified byy G SNy I G A2yl £ hNBI yAT | 440y T2 NJ {
they are critical for implementatianYour organization should build Esavironmental Compliance Team

and roles based on wha most suitable, given its size, structure, resources, etc.

The EMS Manages the leader of th&nvironmental Compliance Teand is responsible for overall EMS
implementation and management. The EMS Manager must be in a pqsitioeport to a positionthat

Aad adzZFFAOASYyGte aASyAz2N) G2 STFSOGA@Ste O02YYdzyAOF (S
FYR GKS Ylyeée aidl 1 SK2f RS NEactivitigfelated 6 sighifichné en@rdhmentalS NI (i A
aspects.

In a retail company, the EMS Manager role may be filled by a corporate compliance manager or similar
position with environmental compliance responsibility. In smaller companies, the EMS Manageema
a member of the senior management team or an executive reporting to a senior manager.

The EMS Coordinatanaintains the EMS documentation and is responsible for tasks such as scheduling
and tracking EMS developmeass well as providing support foMS planning and implementation.

The Environmental Compliance Tearan be broadly defingdut needs to include enough functiogs

both from internal positionsas well as external resourceso ensure that the organization has sufficient
understanding of compliance requirements and actions necessary to ensure compliance. Traditionally
this team includes a designated environmental compliance manager, EMS managerdinator if these

are not the same people, representatives of the legal team and/or outside legal counsel, and
representatives from retail and other facility operatioffi$ie Environmental Compliance Team proside
critical input regarding the feagilly of compliance requirements within current standard operating
procedures and can work with the EMS Manager and/or Coordinator to determine ways to make smart
changes that comp)yout also work well in their operations.

A fundamental concept of an EMsSthat the most important responsibilities are given to those people
throughout the organization who are implementing operational controls, driving progress towards

s
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environmental objectivesand providing leadership around prioritizing environmental mamagnt. In
many, if not most cases, these people are line managers, facility personnel, and other key staff who are
y2i ySOSaalNARte ARSYUGATASR a aSY@ANRYYSyllté LIS2

You can usélool 8-1: Structure and Responsibility Questionndoecapture informaton about how
responsibilities are currently managed in your organizatibool 8-2: EMS Expertise and Robsoss
Functionshas examples of EMS roles in a retail settifapl8-3: Responsibility Matrix Exampan help

you define who will have which roles under your EMS. You can tailor these tools to document EMS roles
and responsibilities for your organization.

THE GOOD GROCER COMPANY’S EMS SCOPE EXAMPLE

Consider the following sample descriptions of EMS responsibilities for a hypothetical regional grocery chain, The
Good Grocer Company. Their hypothetical EMS scope was introduced in Module 1: Planning - Scope and Policy.

The Good Grocer Company is a regional grocery chain with 320 stores under three brands/formats: 40 Best Gourmet
Foods, which are boutique specialty stores; 100 Good Grocer SuperMarkets, which are full-service grocery stores;
and 180 Good Bargains, which are economy warehouse format stores. Each brand operates as a separate business
unit. Other business units include its Logistics, Dairy and Bakery divisions. All business units are supported by
Corporate Support Services (CSS), which provides Accounting, Human Resources, IT support, Compliance and other
support and management functions.

The Good Grocer Company decided to implement their EMS in a phased approach by division, beginning with its core
store brands (Good Grocer SuperMarkets and Good Bargains). The primary focus of the EMS is to manage
environmental compliance.

The Good Grocer Company convened an EMS Team to be responsible for developing the EMS and integrating it into
the company’s business processes. The EMS team consists of the following members with the following
responsibilities.

» EMS Team: With members from each business unit and support team, the EMS Team is a permanent
cross-functional team with primary responsibility for developing and monitoring the EMS. The EMS Team meets to
discuss the EMS on a regular basis.

* EMS Manager: The EMS Manager leads the EMS Team and has primary responsibility for EMS development and
implementation. The EMS Manager must:

- Report regularly to senior management and communicate/integrate management directives into the EMS process;
- Ensure the EMS Team meets regularly to review the progress of EMS development.

- Ensure all EMS tasks are clearly identified, assigned and completed in a timely manner; and

- Communicate the purpose, function and progress of the EMS to business unit and support team managers.

« EMS Coordinator: The EMS Coordinator supports the EMS Manager and the EMS Team. Specifically, the EMS
Coordinator:

- Schedules regular EMS Team meetings;

- Maintains the EMS documentation;

- Tracks EMS development and implementation tasks; and

- Provides administrative support to the EMS Team.

« EMS Team Members: The EMS Team includes representatives from all departments, including Store Operations,
Logistics, Transportation, Bakery, Dairy, Energy Management, Facilities Maintenance, Engineering, Training,
Finance and Community Relations. The EMS Manager (Corporate Compliance) represents the Legal Department
and will consult General Counsel as needed. EMS Team members represent their department to:

- Identify environmental aspects and determine significance;

- Set objectives and targets;

- Implement environmental programs;

- Review and track EMS internal audit results; and

- Serve as an information resource to their teams.

s
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Roles and Responsibility Documentation

The EMS Coordinator typically maintaiasurrent list ofEnvironmental Compliance Teamembers. A
letter or memo from senior management that assigns the current EMS Manageéhe@indesponsibilities
should be maintained as part of the EMS documentation.

Tools8-2 and8-3 can be usedd document the responsibilities for yoinvironmental Compliance Team
Tool 8-4: EMS Roles and Responsibilities Documentationbe used to record individuals with EMS
responsibilities. Your EMS documentation should include an organizational chart gltmmirthe staffing

of your Environmental Compliance Tedits into the organization.

EMS Implementation Training “=-==2 CLM Section 4.1, 4.
TheEnvironmental Compliance Te@a STFSOGA GBSy Sdaa Aa ONHzOA kdm (G2 GKS
success. Good training f&nvironmentalCompliance Tearmembers on how to plan and implement an

EMS and integrate it with existing facility operations helps create a more effective team. Uthially

training is conducted before the team starts EMS activities such as drafting the environmpelits|

reviewing environmental compliance requirements, identifying environmental aspectd other

planning and implementation tasks.

There are a number of training sources. HfRAand some state environmental agencies provide EMS
training. Consultars hired to help develop an EMS often provide formal training and ongoing guidance
and feedback to theenvironmental Compliance Tear&nvironmental traininggnd EMS auditing and
certifying firms all offer EMS training coursétwever, training that is adépd to your company will
always be more effective.

Next

Like the other elements of your EMS, the roles and responsibilities need to be updated over time to reflect
changes in staff and operations. It is particularly important to keep yourlesi8 updated astaff move

to other positions.

Tools & Procedures:
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Tools & Procedures
Tool8-1: Structure and Responsibility Questionnaire

Tool8-2: EMS Expertise and Roéesoss Functions
Tool8-3: Responsibility Matrix Example

Tool8-4: EMS Roles and Responsibilities Documentation

Version 20,July2017
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7. CompetenceAwareness: Training "5 CLM Section 4.1, 4.

Every effective management system is dependent on competent people who are aware of their required
tasksand responsibilitiesCompetence can be achievadmany wayshowever, agood training progam

is almost always a kejor the success of your EM&s well as for regulatory compliance. Training
employees about environmental management in general and the EMS specifically is important because:

W All employees have impactsnegative or positive; on the environmentand compliance
requirements

W Any employee can have good ideas about how to improve environmental management.

W Support from employees helps ensure a successful EMS.

As every person in the organization can play a role | AwARENESS GUIDELINES

environmental management, your training program should c:

a wide net. At a minimum, every employee and manager shao

0SS 6 NB 2F @2dzNJ 2NHBI yAT I ( y il f
significant enironmental aspects (SEAs) environmental

programs that apply to their work, and the overall importanc

of EMS requirements. Employees shoaldo understand the

potential consequences of not following EMS requiremen

such as spilldines or penalties.

More specific training for staff responsible for environment
management should also be identified as part of the El
training program. Training for some jobs may also be requil
by the regulations. Training is only one element of establish
competence other elements include outside educatior
certifications and experience. For certain jobs, particular
those involving tasks related to SEAs, you should estak
criteria to measure the competence of individuals performir.g
those jobs.

Identify, Plan ad Track

To start, you should understand the current training situation at your organization. Use the questionnaire
in Tool9-1: Training, Awareness and Competence Questiontagapture this information. Then review

the action steps below to plan yotnaining program. You can identify general training needs now, but as
you proceed with the EMS, you will need to add specific technical training needs. For example, you will
have specific training requirements associated with operational controls for SHAS, as training
required for individuals who handle the shipping of hazardous materials.

s @
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Action Steps

1. Identify job functions that relate to the EMS and SEAs.

2. Identify current training related to environmental, healtiind safety and determine if EMS
information could be integrated with existing training or if there should be separate EMS

training.

3. Identify other training materials or programs available outside your company. Places to check

include:

> > > >

Trade associations;

Small Business Administration;

U.S Environmental Protection Agency;

State and local environmental agencies;

Suppliers; and

Contractors and consultants.

4. Develop your training program. You can use Tre®l9-2: Sample Training Needs Analysis
Formto document specific training androcedured-1: Sample Procedure for Environmental

Trainingto documentprogramdevelopment

5. Routinely review the effectiveness of your training program and update it regularly to reflect
changes.
52y Qi 2 @SNI 2 &.\ncosp&ate EMS indbrizrdasoStraining orprovidetrainingon the EMS

soon after they arrive.

Some regulations have requiret
training, as well as specific
requirements for documentation
and records retention. Training
documentation may include
information about the content
and delivery ofthe training as
well as documentation of who
took the training (names, titles,
dates, etc.). The table below
shows examples of training
requirements for a retailer.

TRAINING NEEDS EXAMPLE

A retail chain rolled out a hazardous waste management program for
its stores along with a training presentation. However, state agency
inspectors continued to find two Kkinds violations at the stores:

1) Hazardous waste in the store’s regular trash dumpster; and
2) Hazardous waste improperly stored in the hazardous waste
storage area (HWSA).

The first violation suggests a need for improving or reinforcing the
Hazardous Waste awareness training for all store employees.

The second suggests a need for improving or reinforcing the task-
specific training for the positions responsible for managing the
HWSA as well as creating new aids such as signs.

s
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Course Name and
Description
HAZWOPER: First

Company Training Requirements

Required for

HazMat Team at DCs

Legal
reg.

Source of
Training

Retail EMS Guidance: Doing

Duration
(Hours)

Frequency

GroceryDC HazMat

Teams

Responder Operations | with ammonia Y Logistics EHS 8 Annual
. . Team
Level refrigeration
Stormwater Pollution DC Facility Maintenance v LogisticEHS 8 (initial) Imt'ale:rr]d 3
Prevention Plan (SWPPP| Mangers Team 2 (refresher) Y
refresher
Environmental & EMS
Awareness Training:
Waste Management
020KSy Ay R2d
i KNR ¢ dState ardb( Learnin
RCRA Hazardous Waste] Facilitywide ¢ all 9 New hires
. ) N Management 1
Universal Waste; employees and annually
L System
Recycling; Spill
Prevention, Contrgland
Cowntermeasure (SPCC);
SWPPP; Integrated
Emergency Response Pl¢
Wastg Manage -m(.ent Contract Janitorial
(functionspecific): more :
. . ... | Service Managers, Storg
detailed functionspecific .
. : & DC Managers, DC Initially, new
training requirements for o : . ) .
Facility Mainenance Learning - hires, if
wastemanagement, 4 (initial)
. . Managers, Inventory Y Management changes,
including State and RCRA4 . 1 (refresher)
Control Coordinators System and annual
Hazardous Waste,
. . | (stores), refresher
Universal Waste, Organic .
Returns and Seice
Wastes Mgt. Plan,
. Desk Clerks
Recycling
DC LP Managers,
DC Facility Maimnance .
SPCC, SWPPP, Integrate Managers Learning Initially, new
' ' . ! Y Management Yst0 1% !
Emergency Response Pl§ Regional EHS Managers System hires

Next

As you continue to implement your EMS and develop operations controls, maksupdate your

training program with specific technical training, including training required by regulations. In addition,

you will need to update your training program over time to reflect changes in the orgamizatid new

legal requirements.

s
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Tools & Procedures

Tools & Procedures
Tool9-1: Training, Awarenesmd Competence Questionnaire

Tool9-2: Sample Training Needs Analysis Form

Proceduré®-1: Sample Procedure for Environmental Training

s
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8. Communication

Communicationis a central pillar oEMSimplementation. It allows your organization to provide and
obtain information relevant to itEMS including information related to significant environmental aspects
(SEAs) environmental performance, compliance obligatiorend recommendations for continual
improvement.

Communication is a twavay process and yoUEMS shouldnclude a plan for internal ad external
O2YYdzy AOIF GA2Y | 02dzi @2dz2NJ 2NHFYAT A2y Q& SYyBANRYYS

The first step in developing a good communications approach is to clearly define your audibisce.
chapter willhelpyou identifystakeholders who have an interest in your environmental performance or
EMS or who can help make your EMS implementation a su¢tes®ing your audience helgsudecide
what you want to communicate and the results that you want from your communicatioohiding
actions you want people to takeand, develop a plan or procedure to document how and when to
communicate.

Internal Communication 255 CLM Section 4.
When establishing 2 dzNJ O 2 intérdtalyé@midnication processt is important to think aboutthe
various levels and functions to determine the most effective format and depth of information to be
communicated Dependingon the size and complexity of your companysiagle approacl{i.e. same
format and level of detail communicated to everyone) nh@yadequate operhapsmultiple approaches

(i.e. different formats and varying levels of detaitpy be necessary. Internal communication should
explain environmental requirements and voluntary commitments to all employeessitenservice
providers and relevant contractors.

External Communication “==-=% CLM Section 4.

C2NJ 22dzNJ O2Y L) ye Q& SEI(SNghpbrtand® YhividabduOthestakehgiderLINE O S &
groups across your value chain (i.e. customers, suppliers, regulators, M&f@sssociationsetc) to

determine the most effective format and depth of information to be communicatédur external
communications may be a combination of a single approach #ggneral message to stakeholders on

your corporate website or annual eneinmental or sustainability reporting) or a multiple approach (i.e.

specific and more detailed or tailored communications to certain stakeholdet®rnal communication

should provide outside stakeholders with information on your environmental progranmsl a
accomplishments and can also be a way to get input from external parties.

Stakeholders =55 CLM Section 1.4
{GF1SK2ft RSNBE Ay Of dzRS lyez2yS gK2 KIFa | adk1S 2N Ay
Clearly employees have a strong stakeholder interest in your aagnpnd their support (or lack thereof)

plays a large role in determining the success of your EMS. If your facility is part of a larger organization,
other operations or divisions of the company are also important stakeholders. In your communications

plan,A y Of dzRS O2Y LI} y& NBLINBaSyill G4A@Sa yR G4Slya oSez2y
do may affect them or their participation may be critical to EMS implementation. In addition, they may

have already developed processes and procedures yoba@anow or piggyback on.

s @
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Outside stakeholders are also important to conside
Customers, supplierand consultants can provide useful input
from a different perspectivegstablishing partnerships with or
seeking input from trade associations (e.g. Retadustry T I -
Leaders Association [RILA] and state retail trade associatic 7T
professional associations (e.g. Alliance of Hazardous Mate leadership.

Professionals [AHMP] and National Association
Environmental Managers [NAEM})aybe useful in developing
your EMSIn addition, norgovernmental organizations with related environmental objectigasnd even
those that may be adversariglcan provide important insightseaching out to them may even help
improve relations withyour company.

Being an environmental leader
can enhance customer
recognition and loyalty, and

Identifying andUnderstanding Stakeholders

Almost every organization has a wide arraynbérestedstakeholdersEach of these groups has their own
priorities and perspectives and each has something different to contribute in support of your EMS and
environmental perfomance. Part of developing an effective communication strategy is identifying and
understanding these parties. Examples of internal and external stakeholders are listed below.

INTERNAL STAKEHOLDERS EXTERNAL STAKEHOLDERS

Employees

Other facilities or divisions
Shareholders

Trade and professional associations

Non-governmental organizations
(including environmental groups)

Consultants

Investors and insurers
Trading partners

The general public

Stakeholder Roles

You may want to start by identifying stakeholders who hawesaly expressed interest in your operations.

To identify additional stakeholders, ask employees, including operations, store, distribution center and
transportation managersand public relations personnel.

Before engaging stakeholders, be clear onryepectationswhat you want from themand what you
want them to take away from your engagement. Consider the following possibilities

1 Internal stakeholder participation can facilitate implementation of environmental projects.
Specifically, employees showdS Sy O2 dzNJ 3SR (G2 aiGl 1S 26ySNBEKALE

s
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1 External stakeholders bring useful perspectives to environmental issues, often identifying issues
that might otherwise have been overlooked oy helping to prioritize issues.

9 Participation by all types of dtaholders can add credibility, transparenapd value to your EMS.

T Lyg2t @Aay3a SEGSNYyIFt adl{SK2ft RSNA OFy KSfLI G§KSY
and recognize your commitment to operating with an environmental ethic.

1 Being an environmentadkeader can enhance customer recognition and loyalty and involving
customers in your EMS helps them recognize your leadership.

1 Forming partnerships with customers can help identify shared concerns and establish ways of
cooperating to resolve them. For rélers with businesso-business services, your company may
be able to help your customers (e.g. building trades contractors and other small businesses) meet
their own sustainability and environmentaglboals

1 Forming partnerships with suppliers may help yat important information needed for meeting
EMS goals and requirements.

Getting Started

Create a list ohll parties and individual contacts you can think of who would be interested in your
environmental activities. You can u3®ol 10-2: StakeholdeiCommunications Matrixo record this
information. Consider how you could reach each stakeholder and whether you already have established
ways of communicating with a certain group. You can thecidewhere to begin. For example, you could
start with the nost relevant staff and later add other stakeholders. It is helpful to make your initial
communication list as complete as possible and then prioritize your communication efforts. In other
words, begin communication efforts with a smaller group of key dtalkders and use the list to expand

your efforts when appropriate.

Remember, stakeholder concerns may be very different from what you expect and may be less difficult
to resolve or implement than you may think. The only way to find out is to talk with them.

Effective Communication

When working with either internal or external stakeholders, including yEvironmental Compliance
Team effective communication will facilitate your EMS implementation. Use the following key guidelines
for effective communication

1. Communicate early For internal stakeholderdegin communication efforts early in the EMS
implementation process. Let people know what you are doing. You will undoubtedly need their
cooperation to gather information and implement your EMS. In all omgditins, small and large,
early communication gives stakeholders more time to get used to the new system and will pay off
with increased buyn and a greater feeling of ownership for the EMS.

2. Set clear communication objectives and procedur&ecide what gu want to achieve through
your communication efforts. Setting goals ahead of time will help you get the right message across
without overwhelming people with too much information and without spending too much time
developing and redeveloping the commurtioa. Create an EMS communication procedure that
outlines clear principles for communicating with your internal and external stakeholders. The

s
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procedure should outline what kinds of information will be communicated to which groups,
effective methods and s practices for communicating with each group, and how the company
will document and respond to responses to communications. You can mBdifyedure 4.
Sample Procedure for Communication with Stakeholdbut the EMSto document your
approach.

3. Communcate regularly with internal stakeholdersCommunicate regularly and integrate EMS
communication with other efforts. Regular communication can be accomplished without straining
resources. For example, bulletin board postings, email messages, compangintiaarticles in
GKS 2NBIYyATLFGA2Y ySsatSGiSNI Oy |t f-ofamButhSTFF SO A
communication, particularly in smaller organizations. Prepare talking points asdchd and
oneYAydzi S &St S &EwidhnmmtalSSnipkabca Teammenbirs and update the
talking points as the status of EMS implementation changes. Talking directly with key individuals
and discussing the EMS at company meetings are effective ways to communicate.

4. Communicateregularly with external stakeholders Consider the following opportunities for
communicatingyour environmental performance external stakeholders:

w Update the company website and include EMS updates in your annual report or corporate
social responsibility report;

w Produce a facsheet about the EMS that explains why and how your company wants to
include external stakeholders;

w Establish a phone lirend online methods (e.g. an email addrdss)the general public to ask
guestions and voice concerns; and

w Hold public meetings wheappropriate.

5. Foster dialogue with stakeholdersEnsure that stakeholder dialogue is a tway process.
Stakeholders will want to know that their comments and concerns are being considered. You need
to convey that the organization is genuinely interestadheir input and explain how you will
incorporate their suggestions.

6. Track communication You should develop a procedure for documenting and responding to
stakeholder communication and identify who is responsible for carrying out communication
procedures.
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You can useTool 101: CommunicationQuestionnairei 2 R2 OdzYSy &4 &2 dzNJ 2 NABI y Al
communication efforts.Tool 10-3: Example Environmental Compliance Communication Matran

example of a ongrear plan for communicating with internal stakeholders about specific environmental
topics.Depending on the complexity of your EMS and operations, a more detailed communications plan

may be needed.

Next

Like the rest of your EMS, the communication plan and approach should be flexible and updated in
response to changing conditions and needs. An effective communication plan can make all the difference
for your EMS. A weiinplemented plan can help achietiee staff and management support required to
meet your environmental goals, while a poengplemented plan can cause road blocks to improved
environmental performance. Knowing this, keep communications in mind as you plan and implement all

aspects of youEMS.

Tools & Procedures:

s
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Tools & Procedures
Tool10-1: Communications Questionnaire

Tool10-2: Stakeholder Communications Matrix
Tool10-3: Example Environmental Compliance Communication Matrix

Procedurel0-1: Sample Procedure for Communication with Stakeholaterst the BAS

s
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9. Documentatior& Records

This chapter provide guidance onyour EMS
documentation which is the information that

explains the EMS. Someone from the outsi
should be able to look at your documentation ar
quickly understand your systems and approach
environmental management. EMS documentatic
may be limited to an EMS manual, which descrit
the ore elements of the EMS andhe

documentation that directly supports (e.g.listing

of specific environmentatompliance obligations

« Your environmental policy;

« Your organizational chart or list of
key staff and responsibilities;

» A description or summary of how
your organization satisfies EMS
requirements (e.g., how
environmental aspects are identified,
how your organization identifies and

complies with legal requirements and
how documents are controlled);
« EMS procedures (e.g., the procedure
for corrective and preventive action);
« Environmental programs; and
» Other EMS-related documents
(e.g., emergency preparedness and
response plans, training plans).

and the person within your organization with
responsibility for managing theseThis may also
includecompetence levelsral training required to
be effective in role) However, documentation car
be broader than the EMS manual and include
reference more detailed material such as activit
level procedures, work instructionsr emergency
plans. Whether to include  additional
documentation depends on the scope of your EM.,
complexity of your organizatiomnd whether other documentation is adequately managed elsewhere.

The extent of documented information grour EMS could vary based on:

The size othe organization and typef activities, processes, productnd services;

The need to demonstrate fulfilment of compliance obligations;

The complexity of processes and timteractionsbetween them

The competence(i.e. level of training or experience)f the people working under the
2NHIFYyATFGiA2yQa O2yiNERf

=A =4 =4 =4

EMS documentatioincludes records of what has happened within the systéenK S G SNY a NS 02 NR
been deemphasized in the ISO standardst is still an important concepEMS documentation describes

your system (e.g. what you do and how you do it), while EMS records demonstrate that you are doing

what the documentation says you will do. In other words, records capture information on the
implementation of your EMS.

Record managements straightforward.Youneedto identify what recordsto keep,how andwhere

to keepthem, how longto keepthem, and how to disposeof them. ISO14001does not specify the

duration of record retention.Retention times will ultimately vary by record. Your organization may
determine a retention threshold or protocolthatg A RS Sy 2dzZaK (2 O2@SNJ I ff 2F @&
compliance obligations. Some organizations may elect to keep all histecatls by creating digital

archivesIf your organizationhasan ISO9001 or other managementystemor a recordsretention

policy,then youshouldalreadyhaveaprocessn placefor managingecordsandthis canbe adapted

s
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for the EMS.It isimportant to obtain concurrencefrom your legalteam on your recordspolicy,
becausesome EMS recordsmay be subjectto regulatory requirementsand could have liability
implications.

Good documentation is important to the ongoing success of your EMS for sex@sahs

w Consistency; Documentation is vital to maintaining consistency in an EMS over time and
from department to department. Change is inevitable as new projects are undertaken, the
company grows and employees change positions or leave the company.urAte
documentation makes it easier to maintain a consistent and effective EMS over time.

w Assessment of Progress Documentation helps you assess the progress of your EMS
implementation. Some inconsistencies show up only as you commit your ideas to paper a
documentation allows you to check on progress, evaluate resauits make improvements.

w Demonstrationg Documentation of the EMS, its processes and procedures, and how it relates
to other business policies provides an understanding of how the EM®ilad to work and
how decisions are made. This can help demonstrate to government agencies and non
I2PSNYYSyihalrt 2NBIFIyATFGAZ2ya GKS O2YLIlyeQa O2
requirements and keeping its promises.

If you want to certify your EMS, fexample to ISO 14001 standard or enter a recognition or voluntary
RAaOf 2adzNB LINPINI Y adzOK Fa 2Aa02yairayQa DNBSYy ¢ASI
complete and actively functioning. In thiese,your EMS documentation may be audited ovimved:;

therefore, it is important to keep all documentation and records in an organized filing system thayis eas

to access

The EMS Manual

The EMS manud a repository of basic EMS documentatamnd isnot required Howevert it is usually
createdas itmakes explainingnd managinghe EMSeasder. The tools and sample procedures in this
guidance form the basis of an EMS manual.

A manual can be virtual and not necessarily a formal book. However, it should at a minimum:

w 55a0NAO6S (KS nandlibi thOsdeMEBits @IatSty éach otlfee. the sections
of these guidance documentsgnd

w Reference related documentation such as company policies, procedamdssystems (for
SEFYLX S GKS O2YLI yeQa S NYyAyIkiisfdtemyodA y3 Y
facilities maintenance management system).

Keep your EMS manual simple so it will be easy to understand even for people unfamiliar with EMS
concepts. Your manual does not need to describe every detail of your EMS. Instead, it can provide
references to other documents or procedures.

s

Version 20,July2017 18



"\ CENTER FOR RETAIL COMPLIANCE Retail EMS Guidance: Doing

Creating and Updating

Step 1Createan Outlinefor your EMS Manual

As a first step, create an outline for what you wantshould be referencedn your EMS manual. Use the
following steps to update your outlin&eep in mind that the more detailed your EMS manual, the more
frequently you will need to update it.

Step 2Evaluate Existing Documents

Explore what documentation alreadsxistsand can be used or enhanced to include EMS activities.
Examples of existingodumentation include a quality plan or tracking reports. You can use the
questionnaire inTool 1-1: EMS Documentation Questionnaiie capture information on existing
documentation.

Step 3Determinea Standard Format for All Documents
Before developinggour EMS documentation, plan the format (document and page appearance). Use a
company standard if one exisBocuments should look like part of an organized, integrated system.

Step 40utline Each Document

Beforestarting, create an outline offhat you need in the document. This may have already been done
for many of the documents as part of the othguides The example procedures in this guide are a good
place to start and there are additional links on the CRC weBsitel EMS guidangsage.

The best people to provide early input on a particular EMS document are the people who will use
Involving them in the process will help ensure the documents arefuissdly.

Step 5: Creata Procedure for Development ydur EMSManual

Like other areas of your EMS, it is important to create a written guide for how your EMS documentation
will be developed and maintained. You can Bsecedure 141: Sample Procedure for EMS Dueatation

as a starting point.

Step 6: Identify Other EMS Documentation

Documentation, in addition to the EMS manual, includes information on the processes used to meet EMS
criteria¢ for example, documentatioond K2 ¢ ¢S A RSYy (A F& £Tygbchdeyitatiény G € |
typicallyincludesEMS procedures, which are stbg-step descriptions of what is done, how decisions are
YIRST 6K2 A& Ay@g2ft SR GKSANI NRfSa YR NBaLRyaao
business processed3his guia includes sample procedures for many EMS processes. In addition, you

might maintain or refer to areaor activity-specific documentation (such as job aids and work instructions)

that directs employees on how to carry out certain operations or activities.

Control of Documented Information

For a successful EMS and good environmental performance, you need to have an effective way to manage
your EMS documents to ensure employedwayshave current information. Your organization should
develop a procedure toresure that EMS documents:

w Can be locate¢e.g. on a widely accessilemputerservey;
w Are checkd periodicallyto make sure they arstill valid;

s

Version 20,July2017 19


http://www.retailcrc.org/training/ems/Pages/EMS.aspx

ﬁm RETAIL COMPLIANCE Retail EMS Guidance: Doing

w Are current versions antthat the right people have access to them; and
w Are removed when obsolefsothatlJS2 LIt S R2y Qi dzaS (GKS gNRy3 R?2

Your organization may already have a document control proc&€ssl 11-2 Document Control
Questionnaird 'y 06S dzaSR (2 3AFGKSNIAYT2NN¥IGAZ2Y 2y &2dz2NJ O

Hints for D@ument Control =-=-=== CLM Section 4.¢

w 52y Q0 YI 1S @2dz2NJ R20dzyYSyid O2y G NRf LINROSRA2NB Yz
organizations often have complex processes, smaller organizations can use simpler
approaches.

w Limit distributionof the documents especially in hardcgpformat,to make the job easier.
Consider preparing a list of who has hardcopies, showing who is responsible for each copy
and where it is located.

w Where possible, provide documents electronically to facilitate control. There are commercial
software packges thatcansimplify document control.

w To avoid unauthorized edits, distribute or post documents in a-@ayg format. Better yet,
provide links to documents rather thaaitaching files so staff will go to current versions
instead of keepindpcalcopies.

w Include a list of document3 ¢ol 11-3: Sample Document Control Fgrand an index to track
revisions (sed ool 11-4: Sample Document Index FQrimyour EMS manual.

w Highlight changes (e.g. lmging a different font coldrto make it eagfor readers to see the
updates.

Your document control procedure shoufdake it clear who has theesponsibility and authority for
preparing documents, making changaad keeping them up to dat®rocedure 1-2: Sample Procedure
for Document Contras adocument control procedure thatoucan modiy.

Next

Maintaining your EMS manual and documentation is an ongoing process. Documentation needs to be
revised over time and new material distributed. Keeping up with the documentatigalugble, as it can

help avoid questions and problems in the future.

Tools &Procedures:

s
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Tools & Procedures
Tool 11-1: EMS Documentation Questionnaire

Retail EMS Guidance: Doing

Tool11-2: Document Control Questionnaire

Tool11-3: Sample Document Control Form

Tool11-4: Sample Document Index Form

Proedurell-1: Sample Procedure for EMS Documentation

Procedurel1-2: Sample Procedure for Document Control
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10. Operational Planning and Controls

Operational controls are the specific procedur@sg. onsite
reminders, facilitylevel protocols and trainig) used to manage
environmental impactsto comply with laws and regulations
Operational controls are necessary where activities are comg
and/or potential environmental impacts are significant. In reta
operational controls may also be necessary for basic activities"
must be managed acresthe entire organization The large
number of facilities, diversity of employees, employee turnow
and lack of specialized EHS expertise and technical training a
store level make seemingly simple activities much more comg
and create the need facompanywide management.

In addition to written procedures, operational controls can cons
of material and actions such as specific training anesita job

aids. These may be sufficient so that separate written procedu
are not neede¢ghowever, youmay still need to provide records tc
show that these noswritten procedures have taken place, such
by keeping a log of training completed by employdesr example,

are the
specific procedures used to
manage environmental impacts
in order to comply with laws
and regulations.

are
the overall programs to manage

environmental impacts and lay
out what needs to be done and
who should do it.

Both operational controls and
environmental programs help
achieve the EMS goals and
objectives.

proper management of hazardous waste in stores may be controlled by all of the following

w Written training materials that include stelpy-step procedures;

SKUspecific instructions from the RF scanner;
Program posters;

€ eege

cans.

EstablishingCriteria for Operational Controls

Signage and labels at the designated hazardous waste storage areas; and
Signage outlining prohibited items at janitorgihks, on compactorand even on garbage

Determining which activities should be covered by operational controls is important for an effective EMS.
Operational controls are usually eded forSEAsespecially if there are regulatory requirements. To avoid
getting overwhelmed, focus on activities related to SEAs and do not try to control every activity and
process.

In determining which activities need to be controlled, review routingities, but also look beyond the

routine. Intermittent activities such as store openings and closures, equipment maintenanceystard

shutdown, management of egite contractorsand activities related to services provided by suppliers or
vendorse¢ Yy | FFSOG @2dzNJ 2NBFYATFGA2yQa SYy@ANRBYYSydlf LI
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The following is a list of typical retail activities where operational controls could improve environmental
and compliance performance:

w WasteManagementdisposaland recycling;
w Reviews/approvalfor on-boarding and setip of new merchandise and-lrouse supplies;
w Engagementof outside service providersincluding:

0 Waste and recycling haulers,

o Janitorial services,

0 Relamping contractors,

o Exterior cleaning and maintenance contractors (e.g. laapisg, parking lgt and
stormwater structures such as detention/retention ponds, catch basins, etc.),

0 Heating, ventilationand air conditioning (HVA@hd refrigerationservice providers,

o Emergency generator operations and maintenance contractors,

o Onsite fueling service providers,

0 Thirdparty transportation providers, and

o Providers of ihome customer services (e.g. delivery, installation and repair);

Reverse logistics;

Storage and handling of chemicals;

Wastewater treatment;

Vehicle maintenance;

Transportation;

Operation and maintenance of equipment;

Management of contractors;

Marketing and advertising to ensure public statements are consistent with your

environmental and sustainability policies and programs;

Acquisition, construction, remodelingnd maintenance of property and facilities;

Negotiation of zoning and entitlement for new store construction and communication of

environmental obligations to internal teams;

w Negotiation of leases* and responsibility for performance of environmental afidigs and
maintenance of assets and equipment with the potential for environmental obligations; and

W/ 2YYdzyAOlIGA2Yy 2F GKS O2YLIl yeQa NBaLRyaAoAfA

appropriate internal teams.

gegegeegeeeee

€ €

* Standard contracts and leases are a kifidperational control. Given that environmental management

is not typically a core strength of the contract negotiators, it is important to document the reasagns for

and acceptable deviations frathe EMSNB f F § SR G SNX & | yR 02 vamdardlagaly & Ay
forms. Where possible, include contract language so that your contractors will help you achieve your
environmental goals.

** Qperational controls are especially critical when there are multiple regional or zone contractors and/or
they perfom the services through subcontractors.
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Implementing Control of Processes based on Operating Criteria

Developing operational control procedures canaxetailedprocess However, it is unlikely that you will
be starting from scratctas your company probably has many contralseadyin place. For example,
procedures to comply with health and safety regfidns may
also apply to environmental areas. You can Jsml 12-1:
Operational Controls Questionnaite help identify existing
operational controls and processes.

Listed below are steps for developing operational cont
procedures.

1. Determine thecauses of environmental impacts a
areas of regulatory risk.
For all your SEAs, you should research the causes of
associated impacts and see if it is possible to change proc
or operations to reduce or eliminate regulatory obligations a
environmental impacts, for exampleby using a different
cleaning chemical or type of fluorescent bulb. The root ca
analysis described i@hapter 13 Checking, Improvementcan
help yourEnvironmental Compliance Teadentify the cause of
impacts in order to dsign controlghat are focusedon where
they will be most effective.

During this research, you should identify procedures t
already exist for activities associated with SEAs.
information can be recorded ifiool 2-2: Sample Worksheet fo
Determinirg Which Operations or Activities Require Operatio
Controls You will needo evaluate these procedures to decide
if they need to be updated and/or documented.
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2. Review the targets and measurement indicators you established for environmental perfermanc

It is important to keep your objectives and targets in mind when developing operational control
procedures. When reviewing your objectives and targets, you may find that the goals you set are more or
less difficult to reach than anticipated attierefore need to be adjusted.

HAZARDOUS WASTE
GENERATION

Goals: Compliance with
regulations; reduced cost
and potential liability

3. Develop operational controls.

It is useful, if not critical, to involve the people who will implement the procedures. You might meet with
relevant employees and ask them to describe current procedulissuss the environemtal objectives

and get their input on operational controls that will meet #eeobjectives. For existingbut
undocumented procedures, draft or revise the operational controls based on interviews.

You can useTool P-2: Sample Worksheet for Determinivghich Operations or Activities Require
Operational Control® help manage the process of establishing operational controls.

Keep written operational controls simple and concise. Your documentation should include the appropriate
actions, precautionsandrequired notifications. You should also document your process for developing
and maintaining operational procedures. You can referPimcedurel2-1: Sample Procedure for
Development of Operational Control Proceddoegguidance on developing operationaintrols.

The table below has examples of operational controls for typical retail activities.
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Category of Example Perational Control
Activity
Customer 1 Sort: Returrto-Inventory, Markdown & Sell, RetutorVendor, or Waste Out
Returns 1 Management ofeaks
1 Hazardous waste determination
Spills and 1 Management of leaks
Damaged 1 Cleanup and disposal of spill residual, sorhemd supplies
Product 1 Sort damages: Retuto-Inventory, Markdown & Sell, RetutorVendor, or Waste Out
1 Hazardous wastdetermination
Recalls and 9 Hazardous waste determination
Return to { Sort: Dispos@n-site or RTV
Vendor (RTV) | q Hazardous materials shipping
Reverse 9 Hazardous waste determination
Logistics (RL) | § Sort: Disposen-site or RTV
1 Hazardous materials shipping
1 Environmental clauses in contracts with thiratty RL providers
1 Review of contracts with thirparty RL providers by Environmental Management
Waste and 1 Sorting damages and returns: RettioAlnventory, Markdown & Sell, Retuto+Vendor, or
Recycling Wase Out
1 Hazardous waste determination
1 Hazardous waste management procedures
1 Waste manifest/chain of custody
1 Hazardous waste storage area inspection
1 Used lamp/light bulb storage and recycling
1 Used battery storage and recycling
1 Used electronics storage and yeling
1 Collection of used electronics from the public, including storage and recycling
1/ 2t€tSOGA2y 27F LJdzo fahdQecyellid. , ¢ dza SR 2Af 3 &
1 Mandatory takeback and recycling programs (e.g. mattresses, paints, plastic bags, b
containers)
1 Cardward and plastic recycling
1 Environmental clauses in contracts with Services Providers
1 Review by Environmental Management of contracts with Services Providers
Bulk Oil Storage  Aboveground storage tank and drum storamgpection
and 1 Secondary containment inspection
Management | ¢ Transfer of new and used oil into/out of tanks
(Auto Service 9 Drum handling
Center)

il

Spill reporting and cleamp
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Category of Example Perational Control
Activity
Facility 1 Oil/water separator monitoring and cleaning (auto service)
Wastewater 1 Grease trap monitoring and aleing (deli/meat, restaurant, fryers, rotisserie chicken)
Management | ¢ enyvironmental clauses in contracts with Services Providers
1 Review by Environmental Management of contracts with Services Providers

Stormwater 1 Monitoring, cleaningand maintenance of stormwater structures (e.g. ponds, catch bg
Management ditches, swales, culverts)

Parking lot sweeping and litter control

Snow plowing and esite storage

Pressurewashing of building exteriors and carts

Exterior storage of materials, wastedasurplus fixtures

Environmental clauses in contracts with Services Providers

Review by Environmental Management of contracts with Services Providers
Facility HVAC and refrigeration maintenance, recordkeeging reporting

Maintenance

=A =4 =4 =4 4 -4 -4 -4 -8 -4 -5 -4

il
f

Generator and firpump engine permitting, maintenance, recordkeepargl reporting
Remodel and maintenance contractor management of materials and wastes
Asbestoscontaining materials management

Predemolition hazardous buildinmaterials assessments

Permitting of regulated equipment (e.g. tanks, oil/water separators, grease traps,
engines for emergency generators and fire suppression pumps) during maintenan
remodel projects

Environmental clauses in contracts with Services Providers

Reviev by Environmental Management of contracts with Services Providers
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I\ Raw Material Design Production / Transportation Tfen:t :]fe Ir:ie&
Acquisition Assembly / Delivery Final Disposal

Maintaining Documented Operational Controls 555 CLM Section 4.¢
Your operational controls are only effective if they are periodically reviewed to ensure they akgvor
and are updated as circumstances change.

Hints for Maintaining Operational Controls

1. Designate responsibility

Designate staff who are responsible for maintaining the controls and ensuring that procedures are
followed and deviations corrected. Generally, staff members responsible for the relevant SEA will be
responsible for implementing its operational controlsuY® NB | Y A $ubjectmatiéripert will most

likely be responsibléor regulatty reviewing the controls. You can uskool 2-3: Sample Worksheet for
Operational Control Responsibilitieshelp assign and track these responsibilities.

2. Develograining.

Training is required for employees who are responsible for implementing, maintamingviewing
controls. Your training program, including-tite-job training, should ensure that everyone understands
the controls and their role in following &m. You can us€ool12-4: Sample Worksheet for Training Plan
for Operational Control$o identify, plan and track staff training needs. This information should be
combined with general environmental trainirig create an integrated training plan for yolEMS (See
Chapter9: Doingg Competence andwarenesk

3. Take corrective action when objectives are not met.

Revise operational controls as quickly as possible when environmental objectives are not met. You can
record correction®n Tooll5-2: Sample Qeective and Preventive Action Noticeluded inChapterl5:
Nonconformity and Corrective and Preventive Action.
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Example Operational Control for Used Light Bulb Management
The following is a sample operational control procedufeyou use thigit is critical to review the
requirements for your facility in accordance with the most recent federal, staté local requirements.

ENVIRONMENTAL OPERATING PROCEDURE/WORK INSTRUCTION

PROEEMS12-1: Used Light Bulb (Universal Waste) Management & Reggcli

1.0 Purpose:
Maintain compliance with federal and state regulations for storing and recycling used and damaged lig
odz 6a olfaz2 OFffSR aGdza SR {Not¥ Edir theymahagemant shd\NiEcycling of
used lamps generated durirgcomplete store lamping event performed by an outside services provide
see Facilities Maintenance Procedure PIREICXXYY.

2.0 Overview:

This operational control procedure applies to the storage, recyding disposal of used light bulbs in the
store, including incandescent, fluorescent, compact fluorescent lamp (CFL)nteigsity discharge (HID),
halogen, and lighemitting diode (LED). Only incandescent bulbs may be thrown in the regular trash. Al
other bulbs must be stored and recycled as described below.

3.0 Responsibility:
3.1 The Environmental Manager is responsible for maintaining and checking for implementation of thi
operational control procedure.

U7

3.2 The designated Inventory Controls Cooatlor for implementation of this procedure at the store is
[nametltitle].

ht
wbl YS

=

3.3 Employees who replace light bulbs are responsible for bringing used light bulbs to the Inventory Controls

Coordinator.

3.4 Employees who discover damaged light bulb merchamdidamaged light bulb packaging are

NBalLlyairofsS F2NJ G4F1Ay3 GKS AGSYya G2 GKS at2G8yaAalt ¢

a daily basis for markdown and sale or for recycling and inventory-doien.

3.5 Customer Service Clerke aesponsible for placing custombkB (1 dzNY SR f AIK{G odzZ pa Ay 0

Damages Staging Area

4.0 Procedure:

neém ®! OYS [FYLI wSOe Ot SNB Aa GUKS @
companywithmaib I 01 062ES& | yR adzllL)d AS&o
compliance with the 12nonth storage time limit.

< Yy
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4.2 ALL used light bulbs must be assessed by the Inventory Controls Coordinator. ONLY the Inventory

Controls Coordinator may dispose of used light bulbs following these procedures.

4.3 Only incandescent light bulbs may be thrown in the regular trasttdinepactor or dumpster, as the

store is equipped). All others (e.g. fluorescent, CFL, HID, halogen, LED) must be recycled through [the Acme

Lamp Recycler mdiack program].
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4.4 Each store should have two different kinds of lamp recycling boxes:

1. 4foot boxes for fluorescent tubes; and

2. 2foot cubeshaped boxes for CFL, HID, halogen, and LED bulbs.

The boes are labeled and marked with:

a) The store name and address

b) The [Acme Lamp Recycler] Customer Number; and

¢) An expiration date 12 monthsdm the date the box was shipped to the store.

4.5 The Inventory Controls Coordinator must set up the boxes.

a) Unfold the boxes and set them up next to the Hazardous Waste Storage Area.

b) The boxes must be protected from traffic, including forkliftstssehand trucks, pallet jackand people
walking.

¢) The 4foot box must be secured to the wall or sturdy racking with a rope or bungee cord.

d) Post the Lamp Recycling Poster (rev2024) above the boxes, where it can be consulted for remindeys
on this procedure.

e) The lid on each box MUST be kept CLOSED unless you are actively adding bulbs.

ndc G tSFad 2y0S LISNIRIFés (GKS Ly@SyGa2NER /2y iNRf a

Gt 20 SYdALrt 51 YIseeBSEMBI2-X)XT Sosig@Damag®siRéturns for Retuto-Inventory,
Markdown & Sell, Returto-Vendor, Waste Out) and must:

a) Place waste incandescent bulbs in the regular trash;

b) Place ALL OTHER used bulbs in the appropriate [Acme Lamp Recycler] box;

c) Place broken bulbs e special zipper lock bags before placing them in the [Acme Lamp Recycler] box;

and
d) Reclose the lid of the [Acme Lamp Recycler].box

4.7 The Inventory Controls Coordinator must mail back each-taeyxling box once it is full OR by the
expiration date, whichever comes first.

4.8 Email [EHS@ourretailcompany.com] or call [the Environmental Health and Safety (EHS) He80t gt 1

555-ENHS] if you have a question or need help.

5.0 Records:
5.1 [Acme Lamp Recycler] will electronically deliver store lamp recycling records to the Environmenta
Manager.

5.2 Should an inspector request copies of records, please inform him or her thatrthmaaaged by
[corporate EHS] and they can be emailed or faxed during the next business day. Then, email

[EHS @ourretailcompany.com] or call [the EHS Hotline8&t0I555-ENHS] to request that the records be
sent to the inspector.

6.0 Revision:
Date:Decemier 2017, PROEMS12-1 (REV 1)
Approved byEnvironmental Management Representative
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Next
Developing and documenting your operational controls and procedures is only the first step. The controls
need to be reviewegeriodically to ensure that they are being followed and are effective.

Tools & Procedures
Tool 2-1: Operational Controls Questionnaire

Tool12-2: Sample Worksheet for Determining Which Operations or Activities Require Operational Controls
Tool12-3: Sample Worksheet for Operational Control Responsibilities
Tooll12-4: Sample Worksheet for Training Plan for Operational Controls

Procedure 2-1: Sample Procedure for Development of Operational Control Procedures

s
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11. Emergencyreparedness and Response R CLM Section 4.1
58aLIAGS +ty 2NBHIFIYATFGA2yQa o0Said STFF2NIas | OOARSy ¢
emergency preparation and response can reduce injuries; prevent or minimize environmental impacts;
protect employees, customersaand neighbors; reduce asset losses; protect brand reputation; and
minimize downtime. Your EMS needs to provide for emergency preparedness and response (EP&R) by
ensuring that environmental impacts are covered in your existing emergency program or bypiegel

an EP&R plan specific to environmental impacts. Because you probably already have EP&R programs in
place, thischapterfocuses on additional items to consider for your EMS.

Retail EMS Guidance: Doing

Whetheryour EP&R program is part of your EMS or simply referred to in thg, BM effective EP&R
program should include provisions for:

1. Assessing the potential for accidents and emergencies;

2. Preventing incidents and their associated environmental impacts;
3. Responding to incidents using emergency plans and procedures;
4. Testing of emegency plans and procedures periodically; and

5. Mitigating impacts associated with accidents and emergencies.
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response performance after an incident. Use thisi@evto determine what could have prevented the

incident or made the response more effective; for example, more training could be needed or emergency

plans and procedures could require revision.

This is another area where you should not have to start froratsh. Your insurance carrier may require
Ly -&FEENRAE 2N AAYAEFNI @ GAGESR LIXLFyod { SOSNI f
require emergency plans and/or procedures, especially at distribution and transportation centers.
Example®f federal requirements related to EP&R that may apply to your business are listed in the table
below.

Regulatory Driver Requirement

Resource Conservation and Recovery Act (RCRA) | Contingency plan (large quantity generators [LQG])
preparedness angrevention plan (LQG and small
quantity generators [SQG])

Spill prevention, controland countermeasure plan
(SPCC) and stormwater pollution prevention plans
(SWPPP)

Facility response, SPCC

Facilty response plan

Sy @,

Clean Water Act (CWA)

Qil Pollution Act (OPA)
Coast Guard

Clean Air Act (CAA)

Risk management plan

Emergency Planning and Community RighKnow
Act (EPCRA)

Community rightto-know reporting and coordination
with Local Emergency Planning Committees and St
Emergency Response Commissions

s
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Some facilitiesuse integrated contingency plans (ICPs) that combine the requirementsudfiple
regulatory programs into one plan. The federal government has issued guidance for the development of
ICPs. While reviewing your EP&R documents for your #Snay consider adopting this streamlined
approach.

Hints for Emergency Preparedness and Response

In retail spills areacommon emergencthat you need to prepare for and address. Tietsbelow relate
to spills

1. Identify what should be protected from hazardous materials spiksderto prevent the material
from getting into the environment. Examples include floor drains, stormwater catch basins, water
wells, and surface waters. Consider possible spill scenandshow to mitigate that threat.

2. Make sure you have spill kits with sufficient supplies and equipment to address potential spills.
Ask yourself the following questions:

w Are the spill supplies, such as sorbent, compatible with the hazardous materiadtoyefl

w Are you prepared for different kinds of hazardous materials spills? (For example, a battery
acid spill will require a neutralizer as well as a sorbent or a sorbent withnacitalizing
capability. An oil spill will require a different kind of lsent.)

w Are spill kits readily accessible and located near likely releases?

w Do you have appropriate personal protective equipment for safe spill response?

3. Your facility should clearly define when employees can clean up spills on their own and when they
should call in a spill response contractor, for example, depending on the amount or type of
material spilled.

4. Clearly understanding and enabling responsible staff to report spills or other events as per
regulatory requirements.

5. Mock drills can be an excelleway to reinforce training and get feedback on the effectiveness of
your plans and procedures.

6. Post copies of your EP&R plans and procedures (or at least critical contact names and phone
numbers) around your facility and especially in areas wisgeifiant hazards exist. Include
phone numbers for your osite emergency coordinator, local fire department, local police,
hospital, rescue squad and others as appropriate.

7. Revise and improve your EP&R plans and procedures as you learn from mock drills,kieedbac
training, or actual emergencies.
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Getting Started

You can use the questionnaire Tool B-1: Emergency Preparedness and Response Questionmaire
dzy RSNAR Gl YR @ 2 dzNJ EB&R¥dploatie ahdToolla8zNIERefgéncy Preparedness and
Response Regaiments Matrixto start compiling a list of potential emergency scenarios. A saiEp&R
procedure is included &3rocedurel3-1: Sample Procedure for Emergency Preparedness and Response

When developing EP&R procedures, ask yourself: How will we etizatr&veryonec including new
employees, contractorsand site visitors; knows what to do in an emergency? Your EP&R plan should
include the following types of information:

w Potential emergency situations (e.g. fires, explosions, spillseleases of hazardous materials
and natural disasters);

Unusual operating conditions such as facility opening and closure;ugiagnd shutdown of
equipment;

Hazardous materials used and stored on site airtheir locations;

Key organizational respaibilities, including Emergency Coordinator;

Arrangements with local emergency support providers;

Emergency response procedures, including emergency communication procedures;
Locations and types of emergency response equipment;

Maintenance of emergency sponse equipment;

Training/testing of personnel, including the-site emergency response team if applicable;
Testing of emergency alarms and public address systems;

Evacuation routes and exits (map); and

Assembly points.

eeegeegeeeee €
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Too few organizations are proaativn their emergency planning and fail to identify the potential for
accidents and emergencies or consider how to prevent them or mitigate impactEndmonmental
Compliance Teartwith representatives from operations, engineering, maintengrasel envirmmental
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related to areas with likely issues such as hazardous materials, fueling operatidriank management.

s

Version 20,July2017 34



ﬁm RETAIL COMPLIANCE Retail EMS Guidance: Doing

Next

Like the other elements of your EMS, your EP&R plans need to be updated on a periodic basis or when
there are changes in your facility or operations. For example, the plan would need to be updated if you
purchased emergency generatoos a fuel tank. In adition, always be considering how emergency
situations can be avoided or harmful impacts reduced.

Tools & Procedures:

Tools & Procedures
Tool13-1: Emergency Preparedness and Response Questionnaire

Tool13-2: Emergency Preparedness and Response Requirements Matrix

Procedurel 3-1: Sample Procedure for Emergency Preparedness and Response

A,

Version 20,July2017 35



