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1.0 SCOPE AND OBJECTIVE
This procedure applies to the activities, products and services of all departments and operations of Verso Paper’s Bucksport, Maine Mill.  It describes the mill’s systems for internal and external communication of environmental information in conformance with the requirements of the ISO 14001:2004 standard, Section 4.4.3 Communication. Customer inquiries regarding environmental issues are handled by Verso Paper’s head office located in Memphis, TN and are not addressed by this procedure.
2.0 PROCEDURE
2.1 Internal Communication
2.1.1 Various systems exist for the communication of environmental information within the mill.  These include:
· Verso Voice Bucksport Mill News;
· Daily operations meetings;

· Weekly department meetings;

· Weekly Lead Team meetings; 
· Verso TV; 
· Lotus Notes (email communications); and 

· SCOOP / RSS.

2.1.2 Additionally, informal and direct personal communication is used to convey information (e.g., environmental compliance requirements).
2.1.3 Internal communication includes: 
· The dissemination of information from the Environmental Department staff into mill operating departments; 

· Employee feedback, questions, and/or suggestions to the Environmental Department; and

· Reporting on environmental issues upwards to the Lead Team.
2.2 External Communication
2.2.1 As part of its participation in the National Environmental Performance Track (NEPT) the Bucksport Mill prepares an Annual Performance Report that is made publicly available. This document includes reporting of information on the mill’s environmental performance.
2.2.2 In addition to the NEPT Annual Performance Report, the Bucksport Mill reports environmental information to regulatory agencies as required by environmental rules and regulations (e.g., EPCRA TRI reports).

2.2.3 The Bucksport Mill also contributes information to Verso Paper’s “Sustainability Report” that is published by the company’s head office. The Sustainability Report is presented to Verso’s key customers, and is made available to the general public via posting on the company’s internet website
2.2.4 Community and media concerns are addressed through the on-site Communications Manager in conjunction with the affected area managers of the mill. Citizen concerns are addressed in various ways, including phone responses, email, letters, or face-to-face meetings. Whenever there may be a significant event or project at the mill, various communication vehicles are utilized, ranging from public notice in local newspapers, community lunches, and presentations at Town Council and Planning Board meetings.
2.2.5 Customer inquires regarding environmental issues are addressed as described on Verso’s Customer Environmental Communication Procedure.
2.2.6 Additional community outreach and communication efforts include tours and presentations on environmental topics of interest (e.g., energy conservation). 
2.2.7 Communication protocol for serious environmental or other situations are addressed via Verso Paper’s Crisis Communication Procedure. 
2.2.8 Inquiries regarding environmental issues at the Bucksport Mill are coordinated either by the Environmental Manager or the Communication Manager. This may include questions or complaints from citizens in the surrounding community, media inquiries, inquiries from regulatory agencies, and other types of external communication. 

2.2.9 Relevant environmental inquiries from external parties are documented on the EMS Communication Log. The log includes the following information: 

· Date of inquiry;

· Media (e.g., email, telephone call, letter);

· Identification of party making inquiry; 

· Summary of the inquiry; and

· Documentation of response (including responsible person and closure date). 

2.2.10 The Bucksport Mill responds to external party inquiries regarding environmental information on a case-by-case basis. Inquiries and/or information requests are reviewed to determine an appropriate response, including the type and amount of information that should be released. Verso’s EHS Manager may be consulted to assist in making decisions on the release of environmental information.

3.0 RESPONSIBILITIES

3.1 The Environmental Manager is responsible for overseeing the preparation of the NEPT Annual Performance Report. 
3.2 Environmental Department staff are responsible for communications with the Maine Department of Environmental Protection, EPA and other regulatory agencies.
3.3 The Communication Manager is responsible for communications with the community, media, and any other non-governmental organizations. 
3.4 Security is responsible for fielding external inquiries and routing to an Environmental representative or the Communication Manager, depending on the nature of the inquiry.

3.5 Environmental Department staff or the Communication Manager (who is responsible for coordinating a response to an external inquiry), is responsible for logging the inquiry and response in the EMS Communication Log. 

3.6 The individual responding to a request (Environmental representative or the Communication Manager) is responsible for determining appropriate responses to external inquiries/information requests, and seeking input from the Lead Team, Verso’s EHS Manager, and where appropriate Verso’s Senior Vice President.
4.0 RELATED DOCUMENTS
4.1 Verso Paper Customer Environmental Communication procedure

4.2 Verso Paper Crisis Communication Procedure
5.0 RECORDS

EMS Communication Log

NEPT Annual Performance Reports (and supporting documentation)
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