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Worksheets
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Worksheets
11 – From CP to EMS

11 – Worksheets

Example worksheets

Worksheet 11-1: Environmental policy

(Key elements to address)

	Key element
	Addressed in formulation:

	Address specific company-relevant environmental impacts
	Energy and water are indispensable resources in our production process. We commit ourselves to use these resources in the most efficient and least wasteful way.

	Express commitment to reduce environmental impact
	We aim to avoid or minimize waste and emissions or to dispose of them in an environmentally friendly way.

	Address key environmental issues of the business, with consideration of product life cycle
	Air emissions are one of our biggest concerns. We continuously strive to minimize the release of harmful substances through application of appropriate operational procedures and implementation of new technologies.

	Address human resources and training
	It is our special concern to motivate our employees to produce high quality products using environmentally sound processes.

	Address best available technology and continuous improvement
	It is our aim to continually improve all processes especially with regard to environmental protection. We will adopt the best available technology as long as economically feasible in order to continually improve our quality and environmental standards.

	Address commitment to (environmental) legal compliance
	The basis of our environmental responsibility is the obligation to comply with all legal requirements.

	Address communication and information of the public
	In communicating with our clients, employees, authorities and the public, we will be open and give correct information with regard to our information policy.


Communication (check if appropriate):

Post on notice board

Presentation at meetings

Publication in company newsletter

...

Worksheet 11-2: Environmental team

(Persons to be included in the environmental team)
	No.
	Task
	Typical example
	Name
	Notes

	1
	Represent senior management
	Managing director
	Mr. Black
	

	2
	Manage environmental affairs, provide information
	Environmental manager, 
Quality manager,
...
	Mr. White
	

	3
	Provide data on material consumption
	Accountant
	Mrs. Violet
	

	4
	Represent production, provide technical data
	Production manager, foreman
	Mr. Green
	

	5
	Represent waste logistics
	Waste manager
	Mrs. Red
	

	6
	Represent personnel
	Union representative
	Mrs. Orange
	

	7
	Represent maintenance
	Maintenance foreman
	Mr. Blue
	

	8
	...
	
	
	

	
	
	
	
	


Worksheet 11-3: Top 20 materials

(Please include the materials with the largest annual mass flow and/or highest monetary value)

Company: Cheers Beers Ltd
	No.
	Description (raw materials, energy, water, etc.)
	Annual consumption
	Units
	Annual cost (in €)
	% in product

	1
	Raw barley
	4 700
	t
	136 000
	60%

	2
	Raw fruit
	760
	t
	1 363 000
	75%

	3
	Hops
	7 600
	kg
	152 000
	99%

	4
	Lactic acid
	9,5
	t
	494 000
	“

	5
	Labels
	120 m
	pcs
	23 750
	“

	6
	Crown caps
	30 m
	pcs
	2.50/1 000 pcs
	“

	7
	Plastic containers
	20 000
	pcs
	90 000
	“

	8
	Bottles
	50 000
	pcs
	60 000
	“

	9
	Cans
	5 m
	pcs
	3 000
	“

	10
	CaCl2
	2 000
	kg
	200 000
	-

	11
	Ascorbic acid
	350
	kg
	1 000
	99%

	12
	Diatomaceous earth
	45 000
	kg
	4 550
	-

	13
	Spring water
	272 000
	m³
	136 000
	9%

	14
	Oil
	700
	t
	350 000
	-

	15
	Electricity
	2 480
	MWh
	248 000
	-

	16
	Petrol
	200 000
	l
	160 000
	-

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	


Worksheet 11-4: Top 20 toxic materials

(Include materials with low MAC [maximum allowable concentration])

Company: Fish-skin tanning
	No.
	Description 
	Annual consumption
	Units
	Hazardous properties
	Existing procedures

	1
	Sodium sulphide
	958 438
	kg
	Releases hydrogen sulphide gas: may cause coma, highly flammable
	Sulphiding/liming/pickling

	2
	Chromium powder
	2 441 015
	kg
	Chromium sulphate – toxic in chromium IV state: harmful if swallowed, irritant
	Tanning

	3
	Sulphuric acid
	381 675
	kg
	Highly toxic. Corrosive – causes severe burns. May be fatal if swallowed. May cause cancer through inhalation. Very destructive of mucous membranes.
	Deliming – acidifying

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	


Worksheet 11-5: Top 20 types of waste and emissions

Company: Cheers Beers Ltd
	No.
	Description 
	Annual volume
	Units
	Notes

	1
	Wastewater 
	244 000
	m³
	

	2
	Spent grains (wet)
	5 000
	t
	

	3
	Malt dust
	447
	t
	

	4
	Waste barley
	220
	t
	

	5
	Excess yeast
	30
	t
	

	6
	Glass/broken glass
	92
	t
	

	7
	Plastic containers
	18
	t
	

	8
	Labels (wet)
	50
	t
	

	9
	Cardboard/paper
	35
	t
	

	10
	Wood pallets
	24
	t
	

	11
	Plastic film
	1.5
	t
	

	12
	Industrial waste
	104
	t
	

	13
	Diatomaceous earth
	45
	t
	

	14
	Waste from maintenance (hazardous)
	200
	kg
	

	15
	Contents of oil separator
	3 200
	kg
	

	16
	Waste oil
	1 000
	kg
	

	17
	Waste paints
	50
	kg
	

	18
	Fluorescent lamps
	20
	kg
	

	19
	Accumulators
	25
	kg
	

	20
	Waste gas, steam boiler
	1 000 000
	m³
	


Worksheet 11-6: Map of emissions

Draw a simple map of your site and indicate process plants and waste collection points, sources of gaseous emissions (e. g. boiler house) and aqueous emissions. Number them and describe the environmental impact in tabular form.
Company: Cheers Beers Ltd

[image: image1]
Explanation:

X
Waste collection points (black for industrial waste, red for paper, yellow for plastics, etc.)

O
Gaseous emissions (boiler, exhausts, etc.)
(
Aqueous emissions (process water, rinsing water, cooling water, sanitary water)

Description

	No.
	Plant
	Identification of environmental impacts

	A
	Brewery 
	Consumption of heat and refrigeration load in beer fermentation and storage, wastewater from cleaning

	B
	Boiler house
	Consumption of fuel gas

	C
	Bottling line
	Consumption of steam, generation of wastewater

	D
	Bottle storage
	Broken bottles

	E
	Product storage
	

	F
	Wastewater tank
	Neutralization and balancing of wastewater

	G
	Waste yard
	Storage of solid and hazardous waste

	H
	
	

	I
	
	


	No.
	Emission source
	Identification of environmental impacts

	1
	Waste yard
	Waste separated into: broken glass, paper, industrial waste, hazardous waste, organic waste

	2
	Boiler house
	Stack gas including CO2, NOx

	3
	Wastewater
	From neutralization and balance tank

	
	
	


Worksheet 11-7: Legal compliance

	No.
	Plant
	Legal requirement
	Indicate ref. permit, law, regulation:
	Responsible
	Checked
	Next check

	1
	B
	Measure stack gas emissions, report to authority, NOx < 100 mg/Nm³
	Permit
	Environmental manager
	2005-07-07
	2006-07-07

	2
	F
	Measure wastewater discharge, report pH and volume to authority: 6 < pH < 8, volume < 100 m³/d
	Permit
	Environmental manager
	2005-07-07
	2006-07-07

	3
	G
	Separate waste into the following fractions: bio waste, paper, plastic, glass, industrial waste
	Solid waste Act
	Environmental manager
	2005-07-07
	Monthly

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	


Worksheet 11-8: Environmental register

Traffic light scheme:

Company: Cheers Beers Ltd
	
	Standard process operation
	Emergency

	Red
	Use of toxic materials

Non-compliance

High loss of material and energy in relation to sector-specific benchmarks

Or:

No information available on properties of materials, efficiency, legal status
	Several accidents per year, considerable effects possible, no precautions


Or:

No information available on risks and effects

	Yellow
	Efficiency could be improved, materials could be substituted
	A few accidents, precautionary measures could be improved

	Green
	No toxic materials, full compliance, losses small in relation to sector-specific benchmarks
	No accidents, no risks, precautionary measures effective (training and plant)


	Plant
	Effects during standard process operation
	Notes
	Effects during abnormal process conditions
	Notes

	
	Ground
	Air
	Water
	Humans
	
	Ground
	Air
	Water
	Humans
	

	A
	
	
	
	
	Generation of organic waste, wastewater from cleaning, steam consumption
	
	
	  
	
	Excessive use of cleaning agents

	B
	
	
	
	
	Consumption of gas for steam generation
	  
	
	
	
	

	C
	
	
	
	
	Breakage of bottles, consumption of steam
	   
	
	
	
	Poor machine resulting in broken bottles

	D
	
	
	
	
	Breakage of bottles
	
	
	
	
	

	E
	
	
	
	
	Breakage of bottles
	
	
	
	
	

	F
	
	
	
	
	Collection, equalization and neutralization of wastewater
	
	
	  
	
	Malfunctioning of neutralization

	G
	
	
	
	
	Separation of waste
	  
	
	  
	
	Malfunctioning of waste separation


Worksheet 11-9: Environmental programme

Company: Cheers Beers Ltd
	No.
	Activity
	Responsible
	Date
	Investment – resources
	Benefit (environmental, economic, etc.)
	Checked

	1
	Introduce oxygen measurement for optimum boiler control
	Environmental manager
	2006-07-07
	3 000 €
	3% reduction of gas consumption
	

	2
	Improve lubrication of conveyors by testing new product
	Environmental manager
	2006-07-07
	0
	Reduction in broken bottles
	

	3
	Regular training for workers in waste separation
	Environmental manager
	2006-04-04, 2006-07-08,

2007-10-10
	2 000 €
	15% reduction of industrial waste
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	


Worksheet 11-10: Annual training plan

Company: Cheers Beers Ltd
	Name (person)
	Training (title)
	Date
	Skills/benefit
	Checked

	Bottling line operator 
	Setup of machine
	2006-05-05
	Improve machine setup, reduce water and steam consumption
	

	All line operators
	First aid
	2006-04-01
	Basic first aid knowledge
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet 11-11: Annual maintenance plan

Company: Cheers Beers Ltd
	No.
	Plant
	List of maintenance operations
	Notes
	Responsible
	Checked
	Next check

	
	B
	Check boiler control
	Daily
	Boiler operator
	
	

	
	F
	Check pH probe
	Daily
	Environmental manager
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Worksheet 11-12: Example of a chapter of an EMS manual or a procedure
	Company: Cheers Beers Ltd.                
Environmental management system manual/procedure identification: Training

	Chapter number – title of the chapter or the procedure 
X.X.1 Objective
ISO 14001 requires that an organization establishes and maintains procedures for internal communication among various levels and functions on its environmental aspects and environmental management system.

The standard also requires an organization to consider processes for external communication of its significant environmental aspects, together with a mechanism to record this communication.

X.X.2 Scope
Relevant for the whole organization
X.X.3 Procedure and responsibilities
Our company recognizes that communicating its environmental objectives, targets and performance to all stakeholders is an essential component of the EMS. It provides for a greater understanding of our environmental impact and support of the organization’s efforts to improve its environmental performance. To reaffirm our commitment to protection of the environment, we encourage the use of electronic communication as opposed to excess use of paper. Through effective internal communication and in particular communication of the results of EMS monitoring, audits and management reviews, employees will be well informed and will also be able to identify training needs. Employees will thus have a greater sense of ownership of the environmental process which will result in a higher level of commitment to continual environmental improvement.
In accordance with the requirements of the standard DEPARTMENT/AGENCY ACRONYM has established an Environmental Communication Procedure. The environmental manager is responsible for documenting and maintaining all communication records.

DEPARTMENT/AGENCY ACRONYM shall encourage two-way communication and information with both internal and external stakeholders
X.X.4 Relevant documents
Training plan


	Prepared by:  
Name: Clara Present, Human resources
Date: 2007-02-02
	Checked and released by:

Name: Jeff Gold, Environmental manager


Date: 2007-02-10

	Filename: UH011-00.DOC


Worksheet 11-13: Work plan for the introduction of an environmental management system

(Line by line, from left to right)

	Preparation of the EMS
	Defining the project schedule and contents with the consultant 
	Defining a rough structure of the schedule and the (estimated) costs 
	Preparation of the project presentation for management 
	Information on the EMS to management 
	Written statement from management 
	
	
	
	

	Preparation of the environmental policy
	Nominating the members of the environmental team from the relevant areas 
	Collecting existing environmentally relevant documents 
	Start-up workshop with the environmental team  
	Environmentally relevant areas (core team)
	Defining or re-defining the environmental policy (core team)
	Defining environmental guidelines – mission statement (core team)
	Coordination of environmental policy with management 
	Redefining the questionnaire – relevant issues (core team)
	Selecting the environmentally relevant management levels

	Information to management and env. team, distribution of the questionnaire 
	Evaluation of the questionnaire 
	Redefining the environmental policy and guidelines (core team)
	Confirmation of the environmental policy and guidelines by top management
	Planning on how to inform the employees and designing the information material 
	Information on EMS, environmental policy to all employees
	Distribution of the environmental policy (option: plus questionnaire)
	
	
	

	Preparation of the initial review and first environmental programme
	Compilation of documents for the  initial review 
	Identification of the existing env. impacts and relevant analysis (processes, material, energy etc.) 
	Planning of the initial review (responsibilities, timeframe, schedule) 
	List of materials and energy flows (type, costs and quantities where possible)
	Top 20 input, output and hazardous materials, and types of waste 

(input/output analysis)
	Analysis and results of measurements of emissions 
	Drawing up charts and evaluation of ecological accounts
	Collecting chemicals’ safety data sheets of 
	Assessment of materials, energy and emissions 

	Compile: list of plants/machines, site plans, maintenance plans, cleaning plans, descriptions of machines
	Analysis of earlier emergencies and (operational) accidents 
	Drawing up a flowchart and marking changes to the environmental programme 
	Including the emission sources on the site plan 
	Company visit (external and/or internal)
	Assessment of technical aspects and production area, and company inspection  
	Collecting permits 
	Collecting company-specific environmentally relevant laws and regulations 
	Defining duties deriving from environmental laws 
	Assessment of legal compliance (problems observed, deviations, necessary measures)  

	Drawing up a checklist to assess the different areas/ departments of the organization
	Carry out the organizational assessment per department (external) 
	Evaluation of the organizational assessment for each department and in general 
	Environmental register (relevant areas and their impacts on air, water, etc.)
	Defining the initial programme (following the priorities of the register) 
	Planning the man hours and investments required 
	Allocating tasks to employees 
	Coordination with responsible managers 
	Management approval
	Presentation of the initial review 

	Gap analysis of requirements of  ISO 14001 
	Determining the structure of the documentation (manual)
	Structure of the work groups
	Allocation of the identified contents from the gap analysis to the working groups (documentation and implementation)
	Developing the process of document control
	Meeting of all employees from all work groups and presentation of the manual
	Clarification of the given assignment to work groups
	Developing the contents and drawing up the documents within the work groups
	Process for adjusting the environmental policy
	Process for determination of the relevant environmental aspects 

	Process for collecting legal and other requirements 
	Process for setting goals at all levels
	Process for developing the programme for implementation of goals
	Process for defining responsibilities and authority for environmentally relevant areas (incl. environmental manager)
	Process for training to enhance the environmental competence of the employees
	Process for internal communication
	Process for external communication
	Process for the documentation of the EMS and identification of documents 
	Process for the control of documents (preparation, assessment and withdrawal)
	Process for updating the policy, goals and the programme 

	Ecological procurement 

Planning product/plant

Maintenance

Handling/storage of material

Energy management

Water/wastewater management

Waste management

Operation of environmentally relevant plants
	Process for utilisation of goods and services 
	Process for avoiding emergencies and assessing the effectiveness of measures
	Process for monitoring processes with environmental impacts
	Process for implementing corrective and preventive measures
	Process for filing documentation of environmentally relevant data
	Process for assessing the effectiveness of the system and measures
	Process for management evaluation of the system and its impact 
	Consistency of document check 

	Releasing documents
	Activation of document control
	Training and information for employees
	
	
	
	
	
	
	

	Identification of the audit area and scope for the core team
	Selection of auditors (internal or external)
	Training of auditors
	Audit planning for the year (based on environmental impacts and programme)
	Detailed audit planning for specific areas by the auditor and division manager
	Development or revision of the audit checklists for respective divisions
	Auditing
	Writing the audit report 
	Initiating corrective action (short-term, long-term, programme)
	Feedback and deviation report 

	Writing the review report for management
	Drawing up a new programme (concept)
	Drawing up a new audit plan for the year
	Review by management, approval of the environmental programme
	Environmental report
	Approval of the environmental report by management
	
	
	
	

	Selection of the certification body 
	Timetable for the certification audit
	Carrying out the certification audit
	Effecting the required corrections to the documents and the system
	Publication of the report by the company and/or for interested stakeholders
	
	
	
	
	

	Continuation:
update data, indicators, success stories and the programme 
	Training and information 
	Launching of the environmental programme and monitoring its implementation
	Carrying out audits to ensure continuous improvement
	Setting new goals, development of a new programme, audit plan and training plan
	Updating legal register
	Examining the effectiveness of measures suggested in the review process
	
	
	


Empty worksheets

Worksheet 11-1: Environmental policy

(Key elements to address)

	Key element
	Addressed in formulation:

	Address specific company-relevant environmental impacts
	

	Express commitment to reduce environmental impact
	

	Address key environmental issues of the business, with consideration of product life cycle
	

	Address human resources and training
	

	Address best available technology and continuous improvement
	

	Address commitment to (environmental) legal compliance
	

	Address communication and information of the public
	


Communication (check if appropriate):

Post on notice board

Presentation at meetings

Publication in company newsletter

...

Worksheet 11-2: Environmental team

(Persons to be included in the environmental team)

	No.
	Task
	Typical example
	Name
	Notes

	1
	Represent senior management
	Managing director
	
	

	2
	Manage environmental affairs, provide information
	Environmental manager, 
Quality manager,
...
	
	

	3
	Provide data on material consumption
	Accountant
	
	

	4
	Represent production, provide technical data
	Production manager, foreman
	
	

	5
	Represent waste logistics
	Waste manager
	
	

	6
	Represent personnel
	Union representative
	
	

	7
	Represent maintenance
	Maintenance foreman
	
	

	8
	...
	
	
	

	
	
	
	
	


Worksheet 11-3: Top 20 materials

(Please include materials with largest annual mass flow and/or highest monetary value)

Company:
	No.
	Description (raw materials, energy, water, etc.)
	Annual consumption
	Units
	Annual cost 
	Percent in product

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	


Worksheet 11-4: Top 20 toxic materials

(Include materials with low MAC [maximum allowable concentration])

Company: 

	No.
	Description 
	Annual consumption
	Units
	Hazardous properties
	Existing procedures

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	


Worksheet 11-5: Top 20 types of waste and emissions

Company: 

	No.
	Description 
	Annual volume
	Units
	Notes

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	


Worksheet 11-6: Map of emissions

Draw a simple map of your site and indicate process plants and waste collection points, sources of gaseous emissions (e. g. boiler house) and aqueous emissions. Number them and describe the environmental impact in tabular form.

Company: 

Description

	No.
	Plant
	Identification of environmental impacts

	A
	
	

	B
	
	

	C
	
	

	D
	
	

	E
	
	

	F
	
	

	G
	
	

	H
	
	

	I
	
	


	No.
	Emission source
	Identification of environmental impacts

	1
	
	

	2
	
	

	3
	
	

	
	
	


Worksheet 11-7: Legal compliance

	No.
	Plant
	Legal requirement
	Indicate ref. permit, law, regulation:
	Responsible
	Checked
	Next check

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	


Worksheet 11-8: Environmental register

Traffic light scheme:

Company: 

	
	Standard process operation
	Emergency

	Red
	Use of toxic materials

Non-compliance

High loss of material and energy in relation to sector-specific benchmarks

Or:

No information available on properties of materials, efficiency, legal status
	Several accidents per year, considerable effects possible, no precautions



Or:

No information available on risks and effects

	Yellow
	Efficiency could be improved, materials could be substituted
	A few accidents, precautionary measures could be improved

	Green
	No toxic materials, full compliance, losses small in relation to sector-specific benchmarks
	No accidents, no risks, precautionary measures effective (training and plant)


	Plant
	Effect during standard process operation
	Notes
	Effects during abnormal process conditions
	Notes

	
	Ground
	Air
	Water
	Humans
	
	Ground
	Air
	Water
	Humans
	

	A
	
	
	
	
	
	
	
	
	
	

	B
	
	
	
	
	
	
	
	
	
	

	C
	
	
	
	
	
	
	
	
	
	

	D
	
	
	
	
	
	
	
	
	
	

	E
	
	
	
	
	
	
	
	
	
	

	F
	
	
	
	
	
	
	
	
	
	

	G
	
	
	
	
	
	
	
	
	
	


Worksheet 11-9: Environmental programme

Company: 

	No.
	Activity
	Responsible
	Date
	Investment – resources
	Benefit (environmental, economic, etc.)
	Checked

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	

	13
	
	
	
	
	
	

	14
	
	
	
	
	
	

	15
	
	
	
	
	
	


Worksheet 11-10: Annual training plan

Company: 

	Name (person)
	Training (title)
	Date
	Skills/benefit
	Checked

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet 11-11: Annual maintenance plan

Company: 

	No.
	Plant
	List of maintenance operations
	Notes
	Responsible
	Checked
	Next check

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Worksheet 11-12: Example of a chapter of the EMS manual or a procedure

	Company:
Environmental Management System manual/procedure identification:

	Chapter number – title of the chapter or the procedure

X.X.1 Objective

X.X.2 Scope

X.X.3 Procedure and responsibilities

X.X.4 Relevant documents



	Prepared by: 

Name:

Date:
	Checked and released by:

Name: 


Date:

	Filename: UH011-00.DOC


Worksheet 11-13: Work plan for the introduction of an environmental management system

(Line by line, from left to right)
	Preparation of the EMS
	Defining the project schedule and contents with the consultant 
	Defining a rough structure of the schedule and the (estimated) costs 
	Preparation of the project presentation for management 
	Information on the EMS to management 
	Written statement from management 
	
	
	
	

	Preparation of the environmental policy
	Nominating the members of the environmental team from the relevant areas 
	Collecting existing environmentally relevant documents 
	Start-up workshop with the environmental team  
	Environmentally relevant areas (core team)
	Defining or re-defining the environmental policy (core team)
	Defining environmental guidelines – mission statement (core team)
	Coordination of environmental policy with management 
	Redefining the questionnaire – relevant issues (core team)
	Selecting the environmentally relevant management levels

	Information to management and env. team, distribution of the questionnaire 
	Evaluation of the questionnaire 
	Redefining the environmental policy and guidelines (core team)
	Confirmation of the environmental policy and guidelines by top management
	Planning on how to inform the employees and designing the information material 
	Information on EMS, environmental policy to all employees
	Distribution of the environmental policy (option: plus questionnaire)
	
	
	

	Preparation of the initial review and first environmental programme
	Compilation of documents for the  initial review 
	Identification of the existing env. impacts and relevant analysis (processes, material, energy etc.) 
	Planning of the initial review (responsibilities, timeframe, schedule) 
	List of materials and energy flows (type, costs and quantities where possible)
	Top 20 input, output and hazardous materials, and types of waste 

(input/output analysis)
	Analysis and results of measurements of emissions 
	Drawing up charts and evaluation of ecological accounts
	Collecting chemicals’ safety data sheets of 
	Assessment of materials, energy and emissions 

	Compile: list of plants/machines, site plans, maintenance plans, cleaning plans, descriptions of machines
	Analysis of earlier emergencies and (operational) accidents 
	Drawing up a flowchart and marking changes to the environmental programme 
	Including the emission sources on the site plan 
	Company visit (external and/or internal)
	Assessment of technical aspects and production area, and company inspection  
	Collecting permits 
	Collecting company-specific environmentally relevant laws and regulations 
	Defining duties deriving from environmental laws 
	Assessment of legal compliance (problems observed, deviations, necessary measures)  

	Drawing up a checklist to assess the different areas/ departments of the organization
	Carry out the organizational assessment per department (external) 
	Evaluation of the organizational assessment for each department and in general 
	Environmental register (relevant areas and their impacts on air, water, etc.)
	Defining the initial programme (following the priorities of the register) 
	Planning the man hours and investments required 
	Allocating tasks to employees 
	Coordination with responsible managers 
	Management approval
	Presentation of the initial review 

	Gap analysis of requirements of  ISO 14001 
	Determining the structure of the documentation (manual)
	Structure of the work groups
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