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	1.0
	PURPOSE



	
	 
	1.1
	The purpose of this procedure is to establish internal and external communication practices related to environmental issues for Waste and Resource Recovery.
	

	
	 
	
	
	

	
	2.0
	SCOPE



	
	 
	2.1
	This procedure is responsive to element 4.4.3 Communication, of the ISO 14001:2004 standard, and covers operations of Waste and Resource Recovery.

	

	
	 
	2.2
	This procedure has been written to facilitate two-way communication between Chesterfield County and Waste and Resource Recovery’s entire body, key external stakeholders and its EMS personnel, as well as to establish and maintain communication channels between the various management levels and departments.   

	

	
	 
	2.3
	This procedure will document the decision whether to communicate externally about the significant environmental aspects for Waste and Resource Recovery and establish a method for this external communication.

	

	
	3.0
	RESPONSIBILITIES



	
	 
	3.1
	The Environmental Manager is responsible for notifying public authorities regarding compliance issues, emergency planning, compliance violations and emergencies.
	

	
	
	3.2
	The Waste and Resource Recovery Manager or designee representative is responsible for maintaining External Communications and Internal Communication folders within EMS (located in Central Filing System and electronic EMS file).  Documenting and maintaining the 4.4.3 External Communication Log from outside interested parties. 
	

	
	 
	3.3
	The EMS team is responsible for coordinating the implementation and maintenance of all the EMS channels of communication.  For example, keeping the EMS bulletin board and Internet/Intranet pages up to date and submitting articles for the monthly employee newsletter.
	

	
	 
	3.4
	Individuals on the EMS Team will be responsible for representing the interests of their respective departments’ personnel as well as disseminating pertinent information to the departments.
	

	
	
	3.5
	This procedure applies to those working for or on behalf of Waste and Resource Recovery, on site vendors, contractors and interested parties.  This procedure considers internal and external communication pertinent to environmental management to include permanent and temporary employees of Waste and Resource Recovery, and its respective vendors and contractors. 
	

	
	4.0


	DEFINTIONS

	
	 
	4.1
	Refer to 3.0 EMS Related Definitions 




	
	5.0


	PROCESS

	
	 
	5.1
	Internal Communication
	

	
	
	5.1.1
	Suggestions, recommendations, issues, concerns, ideas or activities associated with environmental issues raised by the employees will be directed to Waste and Resource Recovery Manager by the following:
i)   Supervisor

ii)   EMS Team member

iii)  New Eyes Program

iv)  Internal e-mail system

vi)  Employee Advisory Committee

vii)  Supervisory/employee monthly staff meetings


	

	
	
	5.1.2
	Changes or additions to the environmental policy and procedures will be communicated from supervisors by the EMS Team through the e-mail system or through meetings.  Supervisors will then communicate the changes to their employees through training sessions, as necessary. 

	

	
	 
	
	5.1.3          Whenever possible, the EMS Team will use existing media to communicate 

                  internally with employees.  The Internet/Intranet, employee newsletter and 

                  bulletin-boards will be used as media to communicate and post general         

                  information about the environment and the EMS, including but not limited to

                  environmental awareness postings, eco-friendly tips, the Environmental Policy,
                  self guided information seminars and awards.


	

	
	              5.2
	External Communication
	
	

	
	
	5.2.1          Inquires associated with environmental issues communicated by external        
                  parties should be forwarded to Waste and Resource Recovery Manager.  The

                  Waste and Resource Recovery Manager will review external inquiries on a 
                  case-by case basis and document the non routine inquires in the 4.4.3

                  External Communication Log.  The completed form and related documentation

                  (attachments) will become hard copy records maintained by the Waste and 

                  Resource Recovery Manager.  The information on the form includes:

                  i)   Date and time of communication

                  ii)  Name, Address and Phone Number of External Party

                  iii)  Nature of Inquiry
	
	

	
	
	5.2.2          Non-routine information sent to or received from, external parties will be 

                  documented by the Waste and Resource Recovery Manager in the 4.4.3              External Communication Log.

5.2.3          The Waste and Resource Recovery Manager or designee is responsible for

                  providing external interested parties with the Environmental Policy as 

                  requested in writing and verbally (if requested by telephone conversation).

5.2.4          The Environmental Manager is responsible for ensuring the Environmental 

                   Policy is available to the public (county office buildings, fire stations, libraries, 

               county internet/intranet websites).

    
	
	

	
	               5.3

               5.4 

                5.5

                       
	Communication of significant aspects to external interested parties was decided by the
EMS Team and documented in the meeting minutes on (10-26-05).  Inquires associated with Waste and Resource Recovery’s significant aspects will be referred to our internet/intranet website which will have links associated with Waste and Resource Recovery’s significant aspects and how they will be managed.

Methods for communicating and promoting the EMS for Waste and Resource Recovery will be considered and recommended to Senior Management by the EMS Team.  Proactive methods will increase the effectiveness of external communication and the EMS.

Methods of communication may include:  informal discussions/meetings, newsletters, quarterly and annual reports. 

Emergency Communication

5.5.1       In the event of an environmental emergency or spill situation, employees are to

               immediately contact their supervisors.  The supervisor will follow the 

               communication protocol detailed in the 4.4.7 Emergency Response 
               Procedure (S.M.A.R.T. Response Procedure).


	
	


	
	6.0
	REFERENCES/RELATED DOCUMENTS



	
	 
	6.1
	4.4.3 External Environmental Communication Log form
	

	
	 
	6.2
	4.4.7 Emergency Preparedness and Response procedure (S.M.A.R.T.)
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