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Environmental Communication

PURPOSE:

To establish and maintain a procedure for communication of environmental issues.

SCOPE:

Includes internal and external environmental communication etiquette.

RESPONSIBILITIES:

The Environmental, Health and Safety Manager is responsible for maintaining environmental communication.

DEFINITIONS:

Internal Communication - Information to be communicated/shared with company personnel

External Communication - Information to be communicated/shared with the general public

ASSOCIATED DOCUMENTS:

	Document Number
	Document Name

	4.5.3
	Control Of Environmental Records

	EHS-R03-XX
	Construction Project EMS Checklist

	EHS-R36-XX
	Contractor Environmental Review Form

	EHS-R37-XX
	FUJIFILM Hunt Chemicals U.S.A., Inc. Contractor Requirements

	HUM-001-XX
	Competence, training and awareness


PROCEDURE:

1. Internal Communication

A. The Environmental, Health and Safety Manager is responsible for the review and approval of environmental information.  All environmental programs, procedures and major issues (as identified by management) will be documented. In addition to company internal communication, i.e., memos, safety awareness, near-miss reports, etc., will be reviewed by the Environmental, Health and Safety Manager before distribution.  The Department Manager/Supervisor will use the documented procedures for training purposes.

B. Material Safety Data Sheets

1). All received MSDSs will be forwarded to the Environmental, Health and Safety Manager who is responsible for the maintenance of the MSDS files.  Department Managers, Supervisors and Section Leaders may access the files, but are not allowed to remove the originals.  A copy may be produced of an MSDS as needed. 

2). The AS400 Computer system lists MSDSs under HAZOX.  Please review EHS-401-XX for additional information.  

2. External Communication

A. The Environmental, Health and Safety Manager will review, approve and distribute site specific external environmental information.  FUJIFILM Hunt Chemicals U.S.A., Inc.’s Environmental Policy will be made available to the general public.  All outside requests for additional environmental information will be determined individually.  The Environmental, Health and Safety Manager will consider the company’s aspects and impacts, objectives and targets and environmental programs when making this individual determination.  FUJIFILM Hunt Chemicals U.S.A., Inc. will respond to each formal request made.  All pertinent external environmental communication will be documented and retained as an Environmental Management System record.  Where external communication involves issues that are not site specific, the Corporate Environmental Health and Safety Manager will facilitate the exchange.

B. Material Safety Data Sheets

1). Research and Development

a. The Allendale facility (R & D) is responsible for the development of formulas.  As such, all new chemicals are identified, approved and used before introducing into the manufacturing site.  Information concerning new chemicals is included in the Technology Transfer.  It is the responsibility of the research chemist to include an MSDS for all chemicals identified as newly introduced.  The Quality Administrator will forward MSDSs received to the Environmental Health and Safety Manager.

b. Outside Contractors

(1) It is the responsibility of the Maintenance Manager to inform and ensure that all outside contractors are made aware of and submit MSDSs for any and all chemicals to be used within the plant site.  MSDSs must be on file before contractor may perform their job functions.  The Maintenance Manager will submit the MSDSs received to the maintenance department Purchasing/Inventory Specialist.

c. Other Entry

(1) Department managers are responsible for obtaining an MSDS for any new chemical before delivery into the facility.  The MSDS is to be forwarded to the Environmental, Health and Safety Manager.

C. Communication of Environmental Management System.

1). Suppliers

a. Will receive a cover letter outlining FUJIFILM Hunt Chemicals U.S.A., Inc.’s commitment to the environment and include a copy of FUJIFILM Hunt Chemicals U.S.A., Inc.’s Environmental Policy.

2). Outside Contractors

a. It is the responsibility of the Maintenance Manager to inform and ensure that all outside contractors are made aware of and submit form EHS-R37-XX and if needed complete either EHS-R36-XX or EHS-R03-XX
(1) Maintenance Manager will retain and store all appropriate forms.

b. Will receive an orientation referencing overall environmental concerns.  The department manager responsible for contractor(s) will address additional specific environmental procedures based on project work and/or need to know.

3). Temporary Employees

a. Will receive an orientation referencing overall environmental concerns.  The department manager responsible for temporary employees will address additional specific environmental procedures based on project work and/or need to know.

D. In the event of an uncontrolled spill, the proper federal, state and local authorities will be notified as required by law.

3. Environmental Reports

A. The facility Environmental, Health and Safety Manager will issue a “Due Date Calendar” each year informing the manufacturing facility of required Environmental Forms and Reports to complete.

B. The facility will communicate to Corporate Environmental, Health and Safety Manager the completion date of required Environmental Reports.

C. The report cover letter and forms are received from the governmental organization concerned.  Environmental, Health and Safety Manager completes and returns forms on or before required due date.  The completed form with original cover letter will be saved as a quality record.

AUDIT STATEMENT:

The Environmental, Health and Safety Manager will audit environmental communication annually.

