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Purpose of This Manual
The purpose of this manual is to serve as a guide to the Appalachian Fruit Research Station EMS and to document the procedures for implementing and maintaining the EMS.

This manual, and subsequent revisions, is distributed by the EMS coordinator to senior management (serves as the EMS management champion) and the EMS committee.  It will be made available to all employees, especially those involved in performing work related to the EMS.

This manual also serves as the basis for Appalachian Fruit Research Station’s internal assessment of its EMS.

Definitions, Abbreviations, and List of Procedures
Definitions

Environmental Aspect - An element of activities or operations having the potential to impact the environment (i.e., create an environmental impact.)

Audit - An Environmental Management System Audit is a systematic and documented verification process of objectively obtaining and evaluating evidence to determine whether an organization's environmental management system conforms to the environmental management system audit criteria set by the organization, and for communication of the results of this process to management.

Continual Improvement - The process of enhancing the EMS to achieve improvements in line with the location’s environmental policy. 

Environment - An environment is described as surroundings in which the location operates, including air, water, land, natural resources, flora, fauna, humans, and their interrelation. 

Environmental Management System (EMS) - The Environmental Management System (EMS) is the part of the overall management system that includes organizational structure, planning activities, responsibilities, practices, procedures, processes, and resources for developing, implementing, achieving, reviewing and maintaining the environmental policy.

Environmental Impact - Any change to the environment, whether adverse or beneficial, resulting from location activities
Indicator - A measurable parameter or predictor of performance (in this case, of environmental performance)

Interested Party - An individual or group concerned or affected by the environmental aspects of the location.
Objective - An overall environmental goal, arising from the environmental policy, to be achieved and which is quantified where practicable.

Environmental Policy - A statement of the location’s intentions and principles related to its overall environmental performance.  The policy is the framework for establishing the EMS, objectives, and targets.

Pollution Prevention - The use of processes, practices, materials or products that avoid, reduce or control pollution, which may include recycling, treatment, process changes, control mechanisms, and efficient use of resources and materials substitution.

Target - A detailed requirement, quantified where practicable, that arises from the environmental objectives and that needs to be set and met in order to achieve those objectives.

Significant environmental aspect (SEA) - An environmental aspect deemed as having, or potentially having, a significant impact on the environment

Non-conformity - Discrepancy between actual EMS activities and the procedures laid out in this manual (i.e., where the actual activities do not follow the procedures)

Root cause analysis - Systematic process to uncover underlying causes of a particular issue or problem

Abbreviations
AFRS
Appalachian Fruit Research Station

ARS
Agricultural Research Service

EA
Environmental Aspect

EMS
Environmental Management System

SEA
Significant Environmental Aspect

List of Procedures 

(Alphabetical)

Conducting an Alternatives Evaluation

Conducting a Compliance Assessment

Communication with Stakeholders

Documentation and Document Control

Identification of Environmental Aspects

Emergency Preparedness

Environmental Training (Awareness and Task-Specific)

Conducting an Internal Assessment

Identification of Legal Requirements

Management Review

Review of New Purchases, Processes, and Products

Development of Operational Controls

Development of Objectives, Targets, and Action Plans

Identification of Significant Environmental Aspects

Taking Corrective Action

Mission Statement
The mission of the Appalachian Fruit Research Station (AFRS) is to identify critical problems of temperate fruit production; develop the science, technology, and genetic base needed to maximize productivity and quality of fruit crops; and minimize the adverse effects of biotic and environmental factors on these crops.
EMS Introduction and Scope
Introduction

The USDA, Agricultural Research Service, and the Appalachian Fruit Research Station are committed to protecting human health and the environment, meeting or exceeding Federal, State, and local laws and regulations, and employing sustainable pollution prevention practices.  Whenever feasible, pollution prevention initiatives will be used as the means for achieving compliance.  We will strive to minimize adverse impacts and continually improve our environmental performance.

The purpose of this EMS is to establish a framework to address effects that operations may have on the environment and to comply with Executive Order (E.O.) 13148, Greening the Government Through Leadership in Environmental Management and more recently, the sustainability initiatives outlined in E.O. 13514 Federal Leadership in Environmental, Energy, and Economic Performance.

Scope
This EMS covers all activities, products, and services of the Appalachian Fruit Research Station that occur within the property boundaries of the facility or work-related activities or operations conducted by employees at off-site locations.  The property boundaries encompass a 500-acre parcel of land situated at an elevation of approximately 580 feet above mean sea level.  All facility property boundaries, water sources, propane tanks, and pesticide use areas with exception of the office / laboratory building, are security fenced.  Structures consist of a 55,000 square ft. office/ laboratory research building, twelve greenhouse units, farm center shop and equipment storage facility, and a pesticide / herbicide storage and mixing building.  Ancillary structures include a 100,000 gallon water storage tank/tower, four underground fuel storage tanks, five portable aboveground storage tanks, two aboveground propane tanks, and seven groundwater withdrawal wells.  The perimeter of the property is bordered by residential homes, agricultural fields, small forested tracts, and an industrial/office park located across Wiltshire Road.   
The EMS excludes the environmental aspects of activities, services and products to the extent that the Appalachian Fruit Research Station does not have influence over their design or disposition.  

Environmental Policy
The mission of the Appalachian Fruit Research Station (AFRS) is to identify critical problems of temperate fruit production; develop the science, technology, and genetic base needed to maximize productivity and quality of fruit crops; and minimize the adverse effects of biotic and environmental factors on these crops.  In conjunction with our mission, we are committed to protecting human health and the environment; meeting or exceeding Federal, State, and local laws, regulations, codes, and guidelines; and employing sustainable pollution prevention practices.  An Environmental Management System (EMS) is a systematic plan that is structured to build upon the existing ARS safety, health, and environmental management program and is designed to be an integral part of scientific research activities, project review processes, facility operations, and ARS Policy & Procedures.  The AFRS Environmental Management System will incorporate our continued efforts to reduce our hazardous material inventory and usage, recycle materials whenever possible, purchase recycled content products, and incorporate energy saving equipment and practices into our facility operations whenever possible.  We will strive to minimize impacts and continually improve our environmental performance by:

· Maintaining a policy of commitment to environmental excellence.

· Considering environmental impacts when making policy, planning, purchasing, and operating decisions.

· Adhering to Federal, State, and local laws and regulations, permit requirements, and Departmental and ARS policies and procedures.

· Developing annual goals, targets, and actions that address significant regulated and unregulated impacts that our operations have on the environment.

· Identifying and requesting the necessary resources to successfully carry out identified targets and actions.

· Providing personnel with appropriate training, ensuring they are aware of environmental roles and responsibilities, and that they are accountable for their performance and actions, including recognizing them for outstanding performance.
· Effectively communicating our commitment to the environment to employees, contractors, stakeholders, and the general public, and soliciting their input in developing and achieving our goals and objectives.
· Routinely monitoring environmental operations and conducting periodic inspections, audits, and reviews to ascertain that we meet applicable standards and to evaluate our program effectiveness.

· Correcting identified deficiencies in a timely manner and taking appropriate steps to prevent their recurrence.

· Clearly documenting and reporting the progress and achievements related to this policy.
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____________________________________        


Date:  August 30, 2007

· D. Michael Glenn, Director

EMS Responsibilities
The Appalachian Fruit Research Station has established an EMS management representative, coordinator, and committee with the following responsibilities:

· Management Champion.  The EMS management champion is the member of the senior management group responsible for the functioning of the EMS.  It is his or her job to ensure that all tasks relating to the EMS are identified and completed in a timely manner.  He or she is also responsible for reporting periodically to the senior management on the progress and results of the EMS.  Currently, our Director (senior management official) is an integral member of the EMS Committee.  With this level of commitment and direct involvement, assigning the EMS management champion role to another employee is not required.  
· Coordinator.  The EMS coordinator’s responsibility is to identify, assign, schedule, provide the necessary support for, and ensure completion of all tasks relating to the EMS.  The coordinator works closely with the management representative and with the committee.  The EMS coordinator is also responsible for maintaining this manual, under the leadership of the Management Champion.
· Committee.  The EMS committee is comprised of four members from major groups or areas within the facility.  The committee is responsible for ensuring that EMS activities in their areas are carried out and for reporting the results of these activities to the committee as a whole.  In addition, the committee itself undertakes certain EMS activities such as the selection of significant environmental aspects.  The committee meets to discuss the EMS on at least three times per year.  Committee members are appointed by the Director for a term of unlimited duration or until a member desires to rotate off.  
Records
The EMS coordinator maintains an updated list of management representative, coordinator, and committee members using Form 1 (EMS Responsibilities).

FORM 1: EMS Responsibilities
The following table lists the Appalachian Fruit Research Station’s EMS Management Champion, Coordinator, and Committee:

	EMS Function
	Name
	Regular Position

	Management Champion
	Dr. Michael Glenn
	Director

	EMS Coordinator
	Glen Davis
	Collateral Duty Safety Officer

	EMS Committee
	Corrine Pierce
	Biological Science Lab Tech.

	
	Tim Smearman
	Contracting Officer

	
	Scott Wolford
	Mechanical Engineering Tech.

	
	Starker Wright
	Entomologist 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Contact Person:
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EMS Components, Procedures, and Documentation
The following pages of this manual present the components of the Appalachian Fruit Research Station EMS and procedures by which these components are carried out.  The following elements are included for each component:

· A statement of the purpose of the component—in other words, how the activity fits into the EMS.

· Chronologically ordered and numbered steps that make up the procedure for carrying out the component.  These steps describe what actions are taken and who is responsible and make reference to records or documentation (e.g., formats) where appropriate.

· Mention of the frequency with which the procedure is carried out.

· Summary list of records referenced in the procedure and person(s) responsible for maintaining them.
Chapter One
Identification of Environmental Aspects 
Purpose
In order to understand and manage its actual and potential environmental impacts, the Appalachian Fruit Research Station identifies the environmental aspects of its activities, products, and services that are accomplished in the workplace.
Procedure
1.
Using process mapping or the input/output table, supervisors, under the guidance of the EMS coordinator, identify the basic operations (activities, products, and services) in their areas that fall within the scope of the EMS.  These are recorded using Form 2, with supporting material flow diagrams or tables. 
2.
The EMS coordinator arranges for the environmental aspects of these operations to be identified by supervisors or a team of several employees from the operation in question, using the process mapping approach where feasible and under the oversight of the EMS coordinator or a committee member where appropriate.

3.
Environmental aspects, and their actual or potential impacts (quantified to the extent possible), are listed by operation using Form 3.

Frequency
This procedure is repeated annually to ensure that any new environmental aspects are identified.

Records
Forms 2 and 3 are maintained by the EMS coordinator.
Form 2: Basic and Supporting Operations
The following are the basic operations that fall within the scope of the Appalachian Fruit Research Station’s EMS:

1.
Grounds Maintenance / Landscaping Activities around Buildings


2.
Facility: New Construction or Renovation
3.
Facility: Daily Building Operations
4.
Facility: Building Maintenance
5.
Community Water System Operation
6.
Office Functions
7.
Storage and Distribution of Gasoline, Diesel, Liquid Propane, Heating Oil, or other Bulk Liquid Products
8.
Motor Pool / Farm Equipment Maintenance and Operations
9.
Laboratory and Field Research Activities
10.


Contact Person:
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Basic and Supporting Operations – Material Flow Diagrams
[Sample diagrams]
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Generic Input-Output Table for Office Operations

Form 3: Environmental Aspects
The environmental aspects of the basic operations identified in Form 2 are listed in the following table.

	Basic Operations
	Operational Activities
	Input/
Output
	Environmental Aspect

(quantify if readily possible)

	Grounds Maintenance / Landscaping Activities Around Buildings
	Establishment of New Foundation Plantings
Insecticide, Herbicide, or Fertilizer Use
Shearing / Pruning of Existing Foundation Plantings

Snow Removal
Use of Power Equipment for Grounds Care
Watering of Existing Foundation Plantings
	Input

Water

Chemicals

Fuel
Mulch
	Chemical Usage

Fuel Consumption

Water Consumption


	Facility / New Construction or Renovation
	Asbestos Containing Material Removal and Disposal

Building Construction or Renovation
Design and Selection of Construction Materials

Disposal of Construction Waste

PCB Containing Material Removal and Disposal
Sidewalks or Parking Lot Installation

Site Preparation
Site Utilities Installation
	Input

Fuel

Electrical Power

Raw Materials

Output

Additional Space

Improved Space
	Air Emissions

Electrical Power Consumption

Erosion
Fuel Consumption

Solid Waste Generation
Stormwater Runoff
Water Consumption

	Facility / Daily Building Operations
	Boiler Operation (Steam, Hot Water)

Chiller Operation

Electrical Power Distribution System Operation
Equipment Refrigeration Systems Maintenance

Greenhouse Heating / Cooling Operations
Greenhouse Watering Operations
Growth Chamber Operations

Water Distribution System Operation
	Input

Fuel

Refrigerants

Electrical Power
Water
Output

Tempered Air
Plant Production
	Air Emissions

Electrical Power Consumption

Fuel Consumption

Ozone Depleting Substances

Solid Waste Generation

Water Consumption



	Facility / Building Maintenance
	Electrical Wiring Installation

Janitorial Operations
Lighting Installation and Maintenance

Painting
Plumbing Installation and Repair
	Input

Lamps

Electrical Power

Paints / Solvents

Cleaning Supplies

Wiring Materials
	Air Emissions
Solid Waste

Universal Waste

Water Consumption

	Community Water System Operation
	Chemical / Filtration / UV Treatment 
Pumping Station Operation 

Water Quality Monitoring
Water Storage and Distribution Lines 
	Input

Electrical Power

Chlorine Gas

Filtration Media

Chemicals

Output

Potable Water
	Chemical Usage

Energy Consumption

Groundwater Consumption



	Office Functions
	Battery Consumption

Copying / Printing Operations

Mailing / Shipping Operations
Office Electronics Purchasing
Office Equipment Use

Paper Consumption
Procurement of Office Supplies
	Input

Raw Materials 
Electrical Power

Output

Documents

Records
	Chemical Usage

Electrical Power Consumption

Electronics Waste Generation

Energy Star Procurement
Green Product Procurement

Recyclable Waste

Solid Waste

	Storage and Distribution of Gasoline, Diesel, Liquid Propane, Heating Oil, or other Bulk Liquid Products
	Product Removal From Tanks

Product Storage in Aboveground Tanks
Product Storage in Underground Tanks
Tank Filling by Vendors With Product
Tank Installations, Removal, or Cleaning
Tank Inventory Control or Leak Detection Systems 
	Input
Fuel

Tanks

Electrical Power

Output

Heating
Equip. Operation
	Air Emissions

Biobased Fuel Opportunity
Electrical Power Consumption

Fuel Consumption

Groundwater Contamination
Soil Contamination



	Motor Pool /
Farm Equipment Maintenance and Operations
	Fuel Consumption
Fuel Dispensing
Motor Vehicle / Equipment Repair

Motor Vehicle / Equipment Routine Servicing
Road Maintenance
	Input

Asphalt / Gravel 
Fuel

Lubricants

Replacement Parts

Solvents

Output

Spent Anti-freeze

Spent Batteries Spent Cleaner
Spent Tires

Used Oil
	Air Emissions

Groundwater Contamination

Hazardous Waste

Soil Contamination

Solid Waste

Universal Waste

Water Consumption

	Research Operations
	Hazardous Lab Chemical Use

Disposal of Excess or Non-Usable Chemicals 
Radioisotope Use

Herbicide, Fungicide, and Insecticide Use

Agricultural Fertilizer Use

Mercury-Containing Equipment Use

Compressed Gas Use

Laboratory Glassware Cleaning

Autoclaving of Research Material
Hazardous Disinfectants or Sanitizers Use

Plant Watering 
	Input

Chemicals

Pesticides
Equipment

Electrical Power

Water 

Gases

Steam

Output

Research Data
	Hazardous Waste

Solid Waste

Radioactive Waste

Air Emissions
Chemical Usage

Water Consumption

Energy Consumption
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Chapter Two
Identification of Legal Requirements 
Purpose
The Appalachian Fruit Research Station is committed to complying with all applicable environmental regulations.  This procedure describes how applicable regulations are identified.
Procedure
1. The EMS Management Champion or designee is responsible for tracking applicable environmental laws and regulations and evaluating their potential impact on the operations.  He or she employs several techniques to track, identify, and evaluate applicable laws and regulations.  These techniques include commercial databases, information from the trade association, direct communication with national and state regulatory agencies, and periodic refresher training on environmental laws.
2. The Management Champion or designee compiles and maintains updated copies of applicable environmental laws and regulations.
3. The Management Champion, working with the EMS coordinator and committee, correlate these regulations to the business activities and environmental aspects associated with them using Form 4.
Frequency
Periodic: depends on information source.

Records
Form 4 is maintained by the EMS coordinator.  The EMS Management Champion or designee maintains internet access to or copies of the applicable regulations in Room 327.
Form 4: Applicable Legal Requirements
The following table provides a list of environmental regulations that apply to the Appalachian Fruit Research Station’s activities.  The specific operation(s) to which each regulation applies are also shown.  The operations are a subset of those listed on Form 3.

	Regulatory Agency
	Regulation and Specific Provision
	Operation(s) to which Provision Applies

	West Virginia Department of Agriculture
Plant Industries Division

Pesticide Regulatory Programs Unit
	Title 61-12A Certified Pesticide Applicator Rules
	Applicator Certification and Recordkeeping

	
	Title 61-12B Licensing of Pesticide Businesses
	Facility Pesticide Business License

	
	Title 61-12I Non-bulk Pesticide Rules for Permanent Operational Areas
	Storage, Mixing, and Loading of Pesticides

	West Virginia Department of Health and Human Services (Bureau for Public Health)

Office of Environmental Health Services
	Title 64-03 Public Water Systems
	Community Water System Operation

	
	Title 64-04 Public Water Systems Operator Regulations
	

	
	Title 64-63 Asbestos Abatement Licensing Rule
	Asbestos Removal

	West Virginia Division of Environmental Protection
	Title 33-01 Solid Waste Management Rule
	Recycling

	
	Title 33-04 Lead Acid Battery Rule
	Lead Battery Disposal

	
	Title 33-20 Hazardous Waste Management System
	Hazardous Waste

Universal Waste

Used Oil

	
	Title 33-30 Underground Storage Tanks
	UST Management

	
	Title 45-13B The Permitting of Laboratory Facilities Under 45CSR13 
	Air Emissions

	
	Title 47-10 National Pollutant Discharge Elimination System (NPDES) Program
	Stormwater Discharge 

	
	Title 47-58 Groundwater Protection Regulations
	Groundwater Protection

	State Emergency Response Commission
	Title 55-01 Emergency Planning and Community Right to Know
	EPCRA Reporting

Release Notification


Contact Person:
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Chapter Three
Identification of Significant Environmental Aspects 
Purpose
The Appalachian Fruit Research Station focuses its management efforts on the identified significance of its environmental aspects.  To determine its SEAs, the Appalachian Fruit Research Station systematically evaluates its environmental aspects using environmental and business criteria.

Procedure
1.
The EMS coordinator compiles a master list of environmental aspects onto Form 5 based on the lists submitted from each area (which are compiled on Form 3).  When appropriate, individual aspects are grouped together.  (For example, if consumption of energy is listed as an environmental aspect in several areas, the coordinator could choose to group these listings such that consumption of energy appears just once on the master list.)

2. The EMS committee then rates each aspect according to the following criteria:

· An immediate threat to human health or the environment

· In non-compliance with federal, state, local, or agency regulations

· In non-compliance as found by an inspection or audit

· Will need correction to meet a regulatory standard with a future compliance date

· Need to meet a proposed regulatory standard

· Agency emphasis program

· Pollution prevention opportunities

3.
Using Form 5, aspects are assigned a relative value of L, M-L, M, M-H, or H in each category, where L stands for low impact (or risk, or potential for regulatory issues), M for medium, and H for high.  

4.
A “Total Ranking” is developed for each aspect by adding the scores for each category using the following values: L = 1; M-L = 2; M = 3; M-H = 4; H = 5.

5.
With all but the last column of format Form 5 complete, the committee makes a final determination as to which aspects are significant.  As a general guide, the aspects that score the highest number of points are considered significant.  The committee, however, should use its best judgement in determining significance. Those aspects found to be an immediate threat to human health or the environment or noncompliant with federal, state, local, or agency regulations will automatically be considered significant.

6.
Aspects identified as significant are indicated on Form 5.

7.
At this point, the EMS committee may take an initial cut at developing indicators for the SEAs (at least one indicator per SEA).  

Frequency
This procedure is repeated on an annual basis.

Records
Form 5 (Determining Significant Environmental Aspects) is maintained by the EMS coordinator.

Form 5: Determining Significant Environmental Aspects
The following table shows the EMS committee’s evaluation of the Appalachian Fruit Research Station’s environmental aspects based on selected criteria.  Those aspects chosen as significant are indicated in the final column.

	Activity/Operation
	Environmental Aspect
	Immediate threat to health/environment
	Non compliant
	Agency Emphasis 

Program
	Pollution Prevention Opportunity
	Concerned Interested Party
	Overall

Ranking
	Significant?

	
	
	
	Federal, State,  Local, Agency Regulation 
	Found from inspection or audit
	Standard with future compliance date
	
	
	
	
	

	Building Maintenance

Daily Operations

Facility Construction

Fuel Tank Operation

Research Operations 
Motor Pool
	Air Emissions
	1
	1
	1
	1
	2
	1
	1
	8
	N

	Daily Operations

Facility Construction

Fuel Tank Operation 

Research Operations
Office Functions

Water System
	Electrical Power Consumption
	1
	1
	1
	1
	5
	5
	1
	15
	Y

	Grounds Maintenance
Research Operations
Office Functions 

Water System
	Chemical Usage
(Includes Pesticides)
	5
	1
	1
	1
	4
	3
	3
	18
	Y

	Office Functions
	Electronics Waste Generation
	1
	1
	1
	1
	2
	3
	1
	10
	N

	Grounds Maintenance
Facility Construction

Daily Operations

Motor Pool
	Fuel Consumption
	1
	1
	1
	1
	5
	5
	1
	15
	Y

	Water System
	Groundwater Consumption
	1
	1
	1
	1
	5
	1
	2
	12
	N

	Fuel Tank Operation

Motor Pool
	Groundwater Contamination
	3
	1
	1
	1
	1
	2
	3
	12
	N

	Research Operations
Motor Pool 
	Hazardous Waste Generation
	4
	1
	1
	1
	2
	3
	1
	13
	N

	Daily Operations
	Ozone Depleting Substances
	1
	1
	1
	1
	3
	2
	1
	10
	N

	Research Operations
	Radioactive Waste Generation
	2
	1
	1
	1
	2
	3
	1
	11
	N

	Office Functions
	Recyclable Waste Generation
	1
	1
	1
	1
	4
	5
	1
	14
	Y

	Fuel Tank Operation 

Motor Pool
	Soil Contamination
	2
	1
	1
	1
	1
	2
	2
	10
	N

	Facility Construction
	Soil Erosion
	1
	1
	1
	1
	1
	1
	1
	7
	N

	Building Maintenance

Daily Operations

Facility Construction

Motor Pool

Office Functions
	Solid Waste Generation
	1
	1
	1
	1
	4
	5
	1
	14
	Y

	Facility Construction
	Stormwater Discharge
	1
	1
	1
	1
	2
	2
	2
	10
	N

	Building Maintenance 

Motor Pool
	Universal Waste Generation
	1
	1
	1
	1
	2
	5
	1
	12
	N

	Building Maintenance 

Daily Operations

Facility Construction

Grounds Maintenance
Research Operations
Motor Pool 
	Water Consumption
	4
	1
	1
	1
	5
	1
	1
	14
	Y


Contact Person:







Date Completed:
Chapter Four
Development of Objectives, Targets, and Action Plans 
Purpose
The Appalachian Fruit Research Station sets objectives for environmental improvement and develops targets and action plans to meet those objectives.  These objectives are generally directly related to the significant environmental aspects and follow from its environmental policy commitments.

Procedure
1.
Senior management sets environmental objectives for the Appalachian Fruit Research Station such that the facility has one or more environmental objectives at any one time.  The current environmental objectives are recorded using Form 6.  Where possible, environmental objectives are quantified and at least one indicator developed.

2. The EMS committee is responsible for developing and recommending potential new environmental objectives to senior management.  In identifying potential new objectives, the committee considers the following:

· Environmental policy

· The SEAs of the facility
· Applicable laws and regulations and potential future laws and regulations
· Agency requirements outlined in environmental Executive Orders

· Practical business criteria, such as the potential costs and benefits of pursuing a


particular environmental objective

· The views of employees and other interested parties

3. Once environmental objectives are established by senior management, the EMS coordinator assigns responsibility (to the supervisor of the operations in question, where appropriate) for developing targets and action plans to realize the objectives. The targets and action plan that correspond to each objective are recorded by the responsible person using Form 7. 
Frequency
Environmental objectives are reviewed on a six month or yearly basis.  The targets and action plans are developed and revised as needed by the committee.

Records
Environmental objectives are recorded using format Form 6 (Environmental Objectives), and the targets and action plans that correspond to each objective are recorded using Form 7.  The EMS coordinator is responsible for maintaining these records.

FORM 6: Environmental Objectives
The following is a list of the Appalachian Fruit Research Station’s current environmental objectives.

	Objective
	Related SEA
	Related Environmental Policy Provision
	Performance Measurement Indicator(s)

	Energy Efficiency
	Electrical Power Consumption
	EPACT 2005
	Reduce electrical energy consumption by at least 2% annually or 20% by the end of FY 2015 relative to the baseline of the facility’s energy use in 2003. 

	Energy Efficiency
	Fuel Consumption
	E.O 13423 (Section2(a)
	Reduce energy intensity by at least 2% annually or 20% by the end of FY 2015 relative to the baseline of the facility’s energy use in 2003.

	Water Resources
	Water Consumption
	E.O 13514 (Sections (d)i and 2(d)ii
	Reduce water consumption by at least 2% annually or 26% by the end of FY 2020 relative to the baseline of the facility’s water use in FY 2007.
Reducing industrial, landscaping, and agricultural water consumption intensity by 2 percent annually or 26 percent by the end of fiscal year 2020 relative to a baseline of the agency’s industrial, landscaping, and agricultural water consumption in fiscal year 2010

	Pollution Prevention
	Chemical Usage

(Includes Pesticides)
	E.O 13514 (Section (e)v
	Reducing and minimizing the quantity of toxic and hazardous chemicals and materials acquired, used, or disposed

	Pollution Prevention
	Solid Waste Generation
Recyclable Waste Generation
	E.O 13514 (Sections (e)ii and (3)iii
	Diverting at least 50 percent by weight of non-hazardous solid waste, excluding construction and demolition debris, by the end of fiscal year 2015.  Diverting, where practicable, at least 50 percent of construction and demolition materials and debris by the end of fiscal year 2015.  


Contact Person:
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FORM 7: Environmental Management Plan
	Objective
	Energy Efficiency

	Indicator(s)
	Metered Electrical Power Consumption

	Target # 1
	Reduce building energy intensity

	Action Plans
	(1) Installation of solar-powered hot water heating system

(2) Eliminate unnecessary lighting of unoccupied areas at facility and install motion activated light switches in common use areas
(3) Consider installation of energy efficient lighting in greenhouses and consider LED evacuation exit signage

(4) Reduce plug load at facility by purchasing Energy Star appliances

(5) Turn off equipment that is not in use (incubators, growth chambers,  refrigeration, office electronics)
(6) Review final report recommendations from January 2010 FEMP Energy Efficiency and Renewable Energy audit for implementation 

	Person(s) responsible:
	Metered electrical power use will be tracked by the Administrative Office.  Energy saving installations will be coordinated through the Maintenance Office.  Energy conservation policy and procedure changes will be coordinated through the Director’s Office.  

	Budget
	Funds for physical improvements, including O&M, are allocated in the ARMPS 

	Schedule
	Will be completed by FY2011 or annually as applicable

	Review cycle
	Annually


	Objective
	Energy Efficiency

	Indicator(s)
	Tank Monitoring and Fuel Delivery Records

	Target # 2
	Reduce fossil fuel consumption by at least 2% annually by the end of FY 2020 relative to the baseline of the facility’s energy use in 2003.

	Action Plan
	(1) Reduce AHU speed to decrease lab air exchanges from 12 – 14/hr  
(2) Seasonal consolidation of greenhouse plants to reduce greenhouse heated space
(3) Continued procurement of hybrid vehicles

	Person(s) responsible:
	Metering and monitoring will be coordinated through the Maintenance Office.

Seasonal consolidation of greenhouse plants will be coordinated by greenhouse users.

Procurement of hybrid vehicles will be coordinated by the Administrative Office. 

	Budget
	Funds for physical improvements, including O&M, are allocated in the ARMPS. Hybrid vehicle purchases will be dependent upon year-end Area funding.

	Schedule
	Will be completed by FY2011 or annually as applicable

	Review cycle
	Annually


FORM 7: Environmental Management Plan (continued)
	Objective
	Water Resources

	Indicator(s)
	Metered Water Usage

	Target # 1
	Reduce water consumption by at least 2% annually or 26% by the end of FY 2020 relative to the baseline of the facility’s water use in FY 2007.  Metered water use is calculated each year based upon building square footage.  

	Action Plan
	(1) When landscaping around buildings, use native or acclimated plant materials that require minimum maintenance and irrigation

(2) Implement a facility maintenance plan for inspection and prudent repair of plumbing leaks

	Person(s) responsible
	Plant selection will be made by facility landscaping committee
Facility maintenance plan will be implemented by Maintenance Office

	Budget
	Funds for O&M are allocated in the ARMPS

	Schedule
	Seasonally or as required

	Review cycle
	Annually


	Objective
	Resource Conservation

	Indicator(s)
	Maintaining records of actual or estimated volume of recycled materials

	Target # 1
	Reduce solid waste generation by achieving a 50% or higher diversion rate

	Action Plan
	(1) Reduce paper use and use of  paper containing at least 30% postconsumer fiber

(2) Promote materials recycling program at facility
(3) Implement or expand a materials reuse program at facility.  Common materials that are reusable include packaging materials, Styrofoam shipping containers, tip boxes, etc.

(4) Employ environmentally sound practices for the disposition of excess or surplus electronic products

(5) Ensure that biobased and recyclable-content materials are considered during new facility expansion (furniture, carpet, ceiling tiles, etc.) 

	Person(s) responsible
	Facility recycling committee or persons assigned responsibility for individual recycling streams (refer to facility’s Quick Recycling Guide)

	Budget
	Funds for recycling materials where costs are incurred come from 920 account

	Schedule
	Weekly or as required

	Review cycle
	Annually


Contact Person:







Date Completed:
Chapter Five
Development of Operational Controls 
Purpose
By developing operational control procedures for critical activities (i.e., those activities associated with SEAs), the Appalachian Fruit Research Station intends to mitigate and control, to the extent possible, the environmental impacts associated with its SEAs.

Procedure
1.
The EMS committee, with additional input from other employees as needed, carries out a root cause analysis of each SEA to determine the underlying cause(s) of the environmental impact.  As part of the root cause analysis, the committee will determine the need for (and adequacy of, if already existing) operational control procedures to control the critical activities related to the SEA in question and record its findings on format FORM 8.  The committee, with input from section supervisors as needed, will also select one or more indicators per SEA for purposes of monitoring environmental performance as related to the SEAs.

2.
Where there is a need to create or modify an operational control procedure, the EMS committee assigns the section supervisor to draft an operational control procedure, based on consultation with the employees who undertake that procedure.  In many cases, a separate operational control procedure may not be required, rather the integration of environmental control procedures into an existing procedure.  The operational control procedure should take the form of a “Standard Operating Procedure”, namely a summary list of required steps or measures.  In addition to describing the steps necessary to carry out the particular activity in an environmentally sound manner, the standard operating procedure should also include steps to conduct monitoring, where applicable.

3.
After the standard operating procedure (SOP) has been developed and implemented, its status is recorded as such on format Form 8.  The SOP will be appended to this manual and posted at the site of the activity in question.

Frequency
As new SEAs are identified.  For existing SEAs, a review of the associated root cause analysis and operational control procedures is conducted yearly.

Records
Form 8 (EMS Operational Control Procedures) is maintained by the EMS coordinator.  The standard operating procedures are maintained by the appropriate activity supervisor.
FORM 8: EMS Operational Control Procedures
	SEA
	Indicator(s)
	Associated Job Functions
	Existing Operational Control Procedures
	Standard Operating Procedure Development/ Modification Needed
	Responsible/ Status
	Location Posted

	Electrical Power Consumption
	Meter Reading Records
	Lighting
Equipment Operation
	Safety and Environmental Management Program Manual

(page 11)
	
	Maintenance
	Issued to all employees

	Chemical Usage

(Includes Pesticides)
	Lab Chemical Inventories

Pesticide Inventories
Hazardous Waste Inventories
	Laboratory Research

Greenhouse Research

Field Research
Water Treatment
	Safety and Environmental Management Program Manual
(pages 6 - 8, Appendix D & E)

Chemical Hygiene Plan

Employee training and licensing when applicable


	
	Laboratory and Field Staff
	Issued to all employees

	Fuel Consumption
	Fuel Delivery Records
Fuel Consumption Metering
	Boiler Operation
Vehicle or Equipment Fueling
	Vehicle and equipment fuel consumption recordkeeping
Tank monitoring systems

(Operating and Maintaining Underground Storage Tank Systems Manual)
	
	Motor pool and equipment users 
Maintenance

Farm Center 
	

	Recyclable Waste Generation
	Volume of materials (lbs, gallons, bins, spent units) 
	Office Functions
Vehicle Servicing

Facility Maintenance
	Safety and Environmental Management Program Manual

(Appendix C)


	
	Laboratory and Field Staff
Contractors
	Facility information boards

	Solid Waste Generation
	Volume of materials (bins)
	Office Functions
Facility Maintenance

Lab Research

Field Research
	Safety and Environmental Management Program Manual

(page 8)
	
	Laboratory and Field Staff
Contractors
	Issued to all employees

	Water Consumption
	Meter Reading Records
	Building Use
Greenhouse Research

Field Research

Pesticide Application
	Water system operation procedures are defined by the State of WV
	
	Maintenance
	


Contact Person:







Date Completed

Chapter Six
Environmental Training (Awareness and Task-Specific)
Purpose

To ensure that its employees carry out their duties in an environmentally responsible manner, the Appalachian Fruit Research Station provides all employees with environmental awareness training on environmental issues and provides task-specific training to those employees whose jobs are associated with significant environmental aspects.

Procedure
Awareness Training

1.
All new employees will receive an introduction to the Appalachian Fruit Research Station’s EMS as part of the new employee or visiting scientist’s safety orientation training.  The facility’s Safety and Environmental Management Program manual that is issued to all employees, list steps for “Minimizing Your Environmental Impact” on page 11 that support the Environmental Management Plan. 
2. The Appalachian Fruit Research Station’s EMS is promoted using a public facing information board located outside the Large Conference Room in the main building.  Information on this board includes our environmental policy, our EMS objectives and targets, EMS target progress charts, and new environmental policies, procedures, and news issued by the Agency, Department or government wide.  
Task-Specific Training

1.
The EMS committee working in coordination with the appropriate operations managers, identifies the job functions that are associated significantly with each SEA.

2.
Supervisors are responsible for ensuring that their employees receive the appropriate task-specific environmental training. Where possible, environmental training is integrated with other types of training (e.g., operational) that employees are receiving.   The Safety Office is responsible for maintaining training records
Frequency
Awareness training is given to new employees during their first week.  Task-specific training is given to relevant employees as regulatory mandated or as they take on a new function that is associated with a SEA.  Task-specific training is updated, as necessary.

Records
Records of the awareness and task-specific training received by each employee are kept by the EMS Coordinator. The job functions associated with environmentally critical activities (i.e., those functions that should receive task-specific training) are listed on Form 8.

Chapter Seven
Emergency Preparedness 

Purpose
As part of its EMS, the Appalachian Fruit Research Station strives to ensure that the environmental impacts associated with any emergency situations are minimized to the greatest extent possible.

Procedure
1.
The Appalachian Fruit Research Station operates utilizing an Occupant Emergency Plan, Emergency Response Procedures brochure, Business Continuity Plan, Chemical Hygiene Plan, and Spill Preparedness, Prevention, and Contingency Plan (oil spills) for addressing potential environmental damage associated with emergency situations.  

2.
The Appalachian Fruit Research Station has a Safety Committee charged with identifying potential emergency scenarios and developing and ensuring the implementation of appropriate procedures, should an emergency situation develop.

3.
With the assistance of the EMS coordinator, the Safety Committee:
 a) identifies the potential adverse significant environmental impacts associated with potential emergency scenarios, b) incorporates measures to minimize these impacts into emergency response procedures, and c) ensures that adequate training (including simulations) is provided to appropriate staff to implement these procedures.

4.
The Safety Office maintains records of the potential emergency scenarios it is prepared for, the potential environmental impacts associated with each scenario, and the procedures established to minimize these impacts.  The Safety Office keeps records of training received by staff on implementation of emergency response procedures.

Frequency
The Safety Committee meets annually to review the status of its work.

Records
Records of emergency scenarios, associated potential adverse environmental impacts, and procedures to mitigate these impacts are kept by the Safety Office.  Training records are kept by the Safety Office.
Chapter Eight
Review of Procurement, Activities and Operations, and Policies 
Purpose

When regard to procurement of materials and services, modifying or developing new activities and operations, or modifying and developing new policies, the Appalachian Fruit Research Station strives to ensure that environmental considerations are taken into account.

Procedure
1. With regard to the procurement of hazardous materials and contracting services that may have a significant environmental impact (e.g., hazardous waste disposal actions, radioactive waste disposal actions, UST removal projects, NEPA actions, APHIS permits, etc.,) these are to be routed through the safety or contracting officer and then to the Area Safety Office for review and recommendations to ensure that environmental considerations are taken into account.  
2. When new or modified activities and operations are proposed, the proposed activity or operation will be reviewed by the Area Safety Office for consideration of environmental impacts and compliance.  For scientific research activities, this is accomplished using the CRIS project safety check-off form whenever a new project is submitted for review.  
3. Proposed policies will be routed through the Safety Office for consideration of environmental impacts and compliance issues.
Frequency

As new materials or equipment are purchased, new activities or operations are developed, and new policies and practices are proposed.

Records

Records are maintained by the Safety Office, Maintenance Office, or appropriate Principal Investigator.
Chapter Nine
Documentation and Document Control 
Purpose
To ensure effective operation of the EMS, the Appalachian Fruit Research Station documents the procedures of its EMS and keeps records of the outcomes of EMS processes, and of the important environmental issues facing the facility. This EMS manual comprises this documentation. Documentation is kept up-to-date.

Procedure
1.
The EMS coordinator documents the procedures that define the Location EMS in this manual.  The EMS committee formally reviews and, if necessary, revises this manual on an annual basis.  Revised manuals are identified by date.  Finally, the EMS coordinator ensures that no employees or supervisors use outdated revisions of this manual.

2. The EMS coordinator maintains updated records of the following outcomes, or results, of the functioning of the EMS:

· Environmental policy

· Environmental aspects (Forms 1 and 2,)

· Applicability of legal requirements to EAs (Form 4); note that copies of the regulations themselves are maintained by the EMS Management Champion or designee
· Significant environmental aspects (Form 5)

· Objectives, targets, and action plans for environmental management programs (Forms 6 and 7)

· List of operational control procedures related to SEAs (Form 8)

· Compliance Assessments and Tracking Log (Form 9)

· Results of internal assessments, corrective actions taken, and  management reviews (Form 12)

These items are described in more detail in the relevant procedures in this manual.

3. The EMS coordinator is not entirely responsible for maintaining records of environmental training, emergency response preparations and the operational control procedures themselves.  Some of these records are maintained by the appropriate person or group, as specified in the relevant procedures of this manual.

Frequency

Manual review and revision on an annual basis.

Records
Maintained as outlined in the procedure.

Chapter Ten
Conducting a Compliance Assessment 
Purpose
The Appalachian Fruit Research Station conducts a periodic compliance assessment to ensure that it complies with all applicable local, state, and federal environmental regulations.

Procedure
1.
The EMS Management Champion or designee has electronic access to or maintains copies of applicable legal regulations, which are summarized on Form 4.  Based on these regulations, ARS utilizes a compliance process known as an Onsite Assistance Review that contains a list of questions to assess environmental compliance at ARS facilities nationwide.  These questions are intended to be sufficient to ensure the compliance status of the Location with respect to applicable environmental regulations (both the paperwork and the performance-related components).

2. The EMS coordinator and a supervisor carry out the assessment by determining and recording the answers to the compliance assessment protocol.  When they are done with the compliance assessment, they note any actual or potential compliance issues on format Form 9 (Compliance Tracking Log).  Each actual and potential compliance issue is immediately referred to corrective action.

Frequency
Facility safety and environmental compliance inspections of the site are conducted annually by the Area Office.  Onsite Assistance Reviews are conducted as needed or whenever facility operations are modified.  
Records
Compliance assessment results are recorded by the internal assessment team using the compliance assessment protocol and using format Form 9 or via compliance assessment reports issued by the Area Safety Office, state or federal agencies.  These records are maintained by the EMS coordinator.

FORM 9: Compliance Tracking Log
	Person

Responsible
	Regulation
	Root Cause
	Compliance Check Date
	Results
	Corrective Action/Date

(see: Form 12)
	Compliance Verified/Date

	Adam Grove
	Water System Sanitary Survey
	Carbon filtration removal of chlorine
	April 28, 2009
	Re-plumb main line to bypass carbon filtration system to maintain chlorine residual
	
	

	Adam Grove
	Water System Sanitary Survey
	Training Requirement
	April 28, 2009
	Must meet OIT renewal requirements or obtain Class 1 Operator certification
	June 30, 2010
	

	Ann Callahan
	NRC Permit Compliance
	
	September 17, 2009
	No violations identified
	
	

	Ann Callahan
	NRC Permit Compliance
	
	October 6, 2009
	No violations identified
	
	

	Joe Howell
	UST Operator Training
	Compliance with WV Reg. 33-30-7
	August 8, 2012
	
	
	

	Kenny Thomas
	UST Operator Training
	Compliance with WV Reg. 33-30-7
	August 8, 2012
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Chapter Eleven
Conducting an Internal Assessment 
Purpose
The Appalachian Fruit Research Station conducts periodic internal assessments of its EMS to ensure that it is being implemented and operated according to the procedures laid out in this manual.

Procedure

1.
During back-to-back years over each three-year period, the EMS committee will conduct an internal (first party) assessment of the EMS.  The assessment team uses the current version of the ARS Declaration of Conformance Checklist as the basis for its assessment.  In particular, the assessment team checks to make sure that:

· Each procedure is being carried out as stated in this manual

· The environmental policy is being upheld

· Progress is being made in meeting the environmental objectives 

The assessment team bases its evaluation on objective evidence, including documentation and records (e.g., those cited in this manual), interviews with key employees, and observations.  Note that this is not a compliance audit.
2. The assessment team completes the checklist and writes up its findings using Form 12.  A “major non-conformity” occurs when an EMS procedure is clearly not being implemented, when one of the commitments in the policy is not being upheld, or when no progress is being made in achieving an environmental objective; a “minor nonconformity” occurs when a procedure is being implemented inconsistently, yet without causing major failings in the EMS as a whole.
3. Each non-conformity is immediately referred to corrective action.
4. Records of each assessment (Form 12) are maintained by the EMS coordinator.

Frequency
Annually
Records
Assessment results are recorded by the internal assessment team using Form 12 (ARS Environmental Management System (EMS) Declaration of Conformance Checklist).  Records are maintained by the EMS coordinator.
Chapter Twelve
Taking Corrective Action 
Purpose
The Appalachian Fruit Research Station uses a formal corrective action process to ensure that actual or potential compliance issues and EMS non-conformities are addressed quickly and effectively.

Procedure
1.
The Management Champion assigns responsibility for taking action to correct each actual or potential compliance issue or non-conformity identified in a compliance assessment or an internal assessment to an appropriate supervisor or employee.  

2.
The person responsible then undertakes the corrective action required, calling upon the Management Champion, the EMS Committee, and others for assistance as necessary.

3.
The responsible person and the EMS Coordinator fill out the “Completion of Corrective Action” part of the ARS Declaration of Conformance Checklist when corrective action is complete.

Frequency
Whenever significant problems in the functioning of the EMS are identified, primarily through the internal assessment process.

Records
Corrective action is recorded using Form 12; records are maintained by the EMS coordinator.

Chapter Thirteen

Communication with Stakeholders 
Purpose
To ensure that interested external stakeholders receive appropriate information about environmental activities, the Appalachian Fruit Research Station has developed a policy for considering and, where appropriate, responding to queries, comments, or complaints from stakeholders.

Procedure
1.
The EMS committee identifies stakeholders and their potential interests in the environmental performance of the Appalachian Fruit Research Station using Form 10, Stakeholders and Environmental Issues.  If the committee decides that proactive communication on environmental issues is necessary with any group, that decision is recorded on Form 10 and responsibility is designated.

2.
When any form of communication is received regarding the Appalachian Fruit Research Station environmental performance or management from a stakeholder, that communication is immediately forwarded to the EMS Management Champion.

3.
The EMS Management Champion considers the nature of the communication and makes a decision on whether and how to respond to it based on ARS policy and the guidance below and on the more specific guidance in Form 10. The EMS Management Champion is responsible for maintaining records of each such communication and response using format Form 11, Stakeholder Communication Record.  Where internal actions are necessary to address the communication, this is noted on Form 11 and a corrective action is initiated.

Guidance for Communicating with Stakeholders on Environmental Issues: The Appalachian Fruit Research Station environmental policy is posted on the public facing Environmental Information Board located near the main building lobby and is available to all stakeholders upon request.  The Location will do its best, however, to respond in kind to all good-faith communications from stakeholders about environmental issues, including complaints, comments, and information requests in accordance with ARS policies.  However, the Appalachian Fruit Research Station may not choose to respond in all cases, particularly if the request is made in bad faith or if sensitive information is requested.

Frequency

As per environmental communication.

Records
Records of environmental communications from stakeholders and the Appalachian Fruit Research Station responses are kept by the EMS management representative and are tracked using Form 11.  An updated version of Form10, Stakeholders and Environmental Issues, is kept in this manual.

Form 10: Stakeholders and Environmental Issues
	Stakeholder
	Potential Environmental Interest
	Proactive Communication Plan 

(if desired)
	Person Responsible 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Contact Person:







Date Completed:

Form 11: Stakeholder Communication Record
	Date Communication Received
	

	Type of Communication
	

	Received From
	

	Address/Telephone Number/

E-Mail
	

	Content of Communication (attach copy if possible)


	Will Appalachian Fruit Research Station Respond?
	YES


NO

	Date of Response
	

	Person Responding
	

	Position
	

	Nature of Response (attach copy if possible)


	Are Internal Actions Necessary? (If Yes, fill out a Corrective Action Form.)



Contact Person:







Date Completed:
Chapter Fourteen
Management Review 
Purpose
To ensure the effectiveness of the EMS and its continual improvement, the Appalachian Fruit Research Station senior management periodically reviews the important elements and outcomes of the EMS.  
Procedure
1.
The annual management review will occur using the current version of the ARS Environmental Management System (EMS) Declaration of Conformance Checklist.  In preparation for the management review, the EMS Coordinator gathers the following information and makes it available to senior management.
· Environmental policy

· List of EMS committee and others responsible for major parts of the EMS (Form 1)

· List of significant environmental aspects and criteria of significance (Form 5)

· Update on compliance status of the Location and on any potential upcoming regulations that might require an advance strategy

· List of environmental objectives and targets (Form 6 and Form 7)

· Environmental performance results (from monitoring and measuring SEA indicators and indicators of progress toward environmental objectives and targets)

· Bullet-point description of other accomplishments of the EMS (e.g., number of people trained, etc.)

· Results of most recent EMS internal assessment (Form 12), compliance assessment (Form 9), and corrective actions taken

· Description and documentation of feedback from stakeholders (if received)

· Analysis of the costs and benefits of the EMS (as quantitative as possible)

2. Senior management will meet with the EMS Coordinator and Committee to review and discuss the information presented.  Depending on its review, senior management may direct specific and/or significant changes in the scale and direction of the EMS in order to improve its effectiveness and business value.  The conclusions and directives that result from the management review are recorded in the Corrective Actions section of the ARS Environmental Management System (EMS) Declaration of Conformance Checklist.

Frequency
 
Annually
Records

Results of management reviews are recorded using ARS Environmental Management System (EMS) Declaration of Conformance Checklist.  Records are kept by the EMS Coordinator. 

Form 12:  Agricultural Research Service Environmental Management System

Declaration of Conformance Protocol

Purpose:  This document establishes the protocol for Environmental Management System (EMS) Declaration of Conformance within the Agricultural Research Service (ARS).
Background:  Executive Order (E.O.) 13423, “Strengthening Federal Environmental, Energy, and Transportation Management,” which supersedes E.O. 13148, requires “appropriate facilities,” to develop and implement an EMS by December 2008.  ARS Headquarters, Area Offices and Locations have been designated “appropriate facilities” and are required to have an EMS in place.
An important component of a successful EMS is declaration of conformance, which is a public statement that a facility conforms to nationally accepted standards.  Declaring conformance of an EMS can help assure stakeholders, the general public, and surrounding communities, of our commitment to sound environmental management.  Additionally, many States have recognition programs that provide increased regulatory flexibility for facilities with an EMS.

Policy:  It is ARS policy that each facility declares that their EMS conforms to the International Standards Organization (ISO) 14001 standard.  Facilities in non-conformance will develop an action plan and correct the deficiency(s) in a timely manner. 

Roles and Responsibilities:  EMS roles and responsibilities are in ARS Manual 230.0M, “Safety, Health, and Environmental Management Program.”  Additional EMS guidance can be found in the “ARS EMS Implementation Guide”.  Both documents are located at the ARS Administrative and Financial Management webpage at http://www.afm.ars.usda.gov/.

ARS Standards:  The Agency has developed the Declaration of Conformance Protocol and attached Checklist to assist Locations in conforming to the ISO 14001 standard.  
To utilize ARS’ Declaration of Conformance Checklist, Auditor(s) will have received, at a minimum, basic EMS training.  Auditors should respond “yes”, “no” or indicate “not applicable” under the Comments column.  Auditors should provide the source(s) of information used for answering each question.  If the facility answers “no” to a question, milestones for correcting the deficiency should be developed in the “Corrective Actions with Milestones” sections provided.  Corrective actions should be completed no later than July 1st of each year following the annual EMS declaration of conformance.  The EMS Declaration of Management Review form at the end of the checklist should then be completed, summarizing the findings of the EMS audit.  The Senior Management Official at the facility (e.g., Research Leader, Center Director, etc.) will review the checklist and sign the EMS Declaration of Management Review form.

Other Standards:  Facilities desiring to declare conformance using other methods are acceptable as long as the requirements are at least as stringent as ISO standards. 

Reporting:  Annually, each facility will report on the EMS declaration of conformance activities that have taken place during the past calendar year.  Locations will provide a copy of the ARS EMS Declaration of Management Review to the Area Office.  Areas will consolidate the information into a summary report for the Facilities Division, Safety, Health and Environmental Management Branch (SHEMB).  SHEMB will consolidate the Area information into the overall Agency report for the Department.  Additionally, each Area will provide a follow-up report to FD, SHEMB, by July 30th of each year indicating the status of corrective actions at each of its facilities.

Evaluation:  SHEMB and Area Offices will utilize the information to develop a plan for providing assistance, conducting higher level audits, and enacting system improvements.

	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 1.   Maintaining a Policy of Commitment to Environmental Excellence

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	1.1      Has the Location developed an EMS policy statement specific to its mission and environmental activities? 
	
	
	
	
	
	

	1.1.1   Does the policy statement contain, at a minimum, a commitment to environmental compliance, pollution prevention and conservation practices, and continual improvement?
	
	
	
	
	
	

	1.2      Has the policy statement been signed by the current Senior Management Official at the Location?
	
	
	
	
	
	

	1.3      Is the policy statement reviewed annually and updated if necessary?
	
	
	
	
	
	

	1.4      Have efforts been made to communicate the policy statement to employees and contractors at the Location?
	
	
	
	
	
	

	1.5      Is the policy statement available to the public (e.g., by posting on a bulletin board in a publicly accessible location or posted to the Location web page)?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 2.   Considering environmental impacts when making policy, planning, purchasing, and operating decisions.

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	2.1      Has the facility established a written procedure to identify its significant environmental aspects and impacts?
	
	
	
	
	
	

	2.2      Has the facility identified and/or reevaluated its significant environmental aspects and impacts this calendar year?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 3.   Identifying and Complying with Pertinent Requirements in Federal, State, and Local Laws and Regulations; Permits; Department of Agriculture and ARS Policies and Procedures; and Industry Codes That We Must Adhere To

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	3.1      Does the facility have a written procedure to identify and access applicable regulatory requirements, policies, and standards?
	
	
	
	
	
	

	3.2      Are applicable legal and other requirements (e.g., Departmental guidance, ARS P&Ps, FAR, and Executive Orders) taken into account as part of the implementation and maintenance of the facility's EMS?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 4.   Developing Annual Goals, Objectives, and Targets to Advance Our Program Performance in Terms of Both Regulated and Unregulated Impacts

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments



	
	
	
	Document 
	Interview
	Personal Observation
	

	4.1      Has the facility developed measurable annual goals and objectives?
	
	
	
	
	
	

	4.1.1   Are the goals and objectives documented and based in part on: 

· Significant environmental impacts associated with facility and research-related operations;

· Deficiencies noted by employees discovered during day-to-day monitoring activities;

· Regulatory issues and trends discovered during internal and external inspections, reviews, or audits;

· Pollution prevention and conservation initiatives; and/or,

· Agency-wide emphasis programs, including the new sustainable practices goals in Section 2 of Executive Order 13423.
	
	
	
	
	
	

	4.1.2   Have goals and objectives been approved and endorsed by the Senior Management Official at the facility?
	
	
	
	
	
	

	4.2      Have the goals and objectives been prioritized based on guidance in the ARS EMS Implementation Guide or some other prioritization method the facility has developed?
	
	
	
	
	
	

	4.3      Have responsibilities for goals and objectives been assigned?
	
	
	
	
	
	

	4.4      Have milestones for completion been established?
	
	
	
	
	
	

	4.5      Is progress towards achieving milestones reviewed periodically and documented?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 5.   Requesting the Necessary Resources to Successfully Carry Out Our Goals, Objectives, and Targets

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	5.1      Has an individual been delegated authority and assigned overall responsibility for the EMS (i.e., EMS Coordinator) by the Senior Management Official at the facility?
	
	
	
	
	
	

	5.2      Has an EMS Committee been established by the Senior Management Official at the facility?
	
	
	
	
	
	

	5.3      Has the establishment of the EMS Coordinator and EMS Committee been documented in writing via ARS Form 309 or through some other means?
	
	
	
	
	
	

	5.4      Has the EMS Committee met on a recurring basis (i.e., not less than three times per year)?
	
	
	
	
	
	

	5.5      Has the Senior Management Official at the facility dedicated other resources (e.g., financial, materials, equipment) to support the facility’s EMS efforts?
	
	
	
	
	
	

	5.6      As necessary, has the facility requested, through the Annual Resource Management Plan (ARMP) budget process, funding and resources needed to: prevent or correct human health issues; prevent or clean up environmental releases; correct compliance issues or violations; ensure continued compliance with new regulatory requirements; and, support pollution prevention, conservation initiatives, including resources for the new sustainable practices goals in Section 2 of EO 13423, and other projects that will enhance the overall environmental program?
	
	
	
	
	
	

	5.7      Where environmental projects have been identified in the ARMP High Priority Requirements List (HPRL), has the compliance status been identified in the project narrative, and for pollution prevention and conservation projects, has a cost payback period or the environmental benefits been included in the project narrative, to ensure they receive appropriate consideration.
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).


	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 6.   Making Personnel Aware of Their Environmental Roles and Responsibilities, Providing Appropriate Training, and Holding Employees Accountable for Their Performance and Actions, Including Recognizing Them for Outstanding Performance

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	6.1      Do the EMS Coordinator and other key personnel who have a critical role in carrying out the facility’s EMS have environmental duties in their performance plan?  “Key” personnel may include employees who must adhere to environmental regulations through licenses, training, etc.  Examples could include: Incinerator Operators, Pesticide Applicators, Wastewater Treatment Operators, and Water System Operators.
	
	
	
	
	
	

	6.2      Are the performance ratings of the EMS Coordinator and other key personnel who have a critical role in carrying out the facility’s EMS based in part on their environmental duties?
	
	
	
	
	
	

	6.3      Is there a written procedure in place to ensure that employees receive EMS awareness training?
	
	
	
	
	
	

	6.4    Have current and newly hired employees received EMS awareness training?
	
	
	
	
	
	

	6.5    Does the facility have a written procedure to identify environmental training requirements/needs for each position at the facility?
	
	
	
	
	
	

	6.6    Are environmental training requirements/needs documented and tracked via Individual Development Plans (IDPs), ARS Form 48, or equivalent? 
	
	
	
	
	
	

	6.7    Has completed environmental training been documented?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 7.   Effectively communicating with employees, partners, stakeholders, customers, and the general public, our commitment to the environment and soliciting their input in developing and achieving our goals and objectives.

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	7.1    Does the facility have a procedure for communicating reportable events (e.g., fatalities, environmental spills, external regulatory inspections or NOVs, etc.) within the organization (i.e., to the Senior Manager at the facility and the next higher level of management)?
	
	
	
	
	
	

	7.2    Does the Location have an Occupant Emergency Plan or COOP that establishes procedures to identify and respond to emergency situations?
	
	
	
	
	
	

	7.3    Does the facility periodically test and document such emergency procedures?
	
	
	
	
	
	

	7.4    Does the facility have a documented procedure on dealing with communications (e.g., local community concerns, FOIA requests, regulatory agency requests, etc.) from external parties?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 8.   Routinely Monitoring Our Environmental Operations and Conducting Periodic Inspections, Audits, and Reviews to Ascertain That We Meet Applicable Standards and to Evaluate Our Program Effectiveness

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	8.1      Does the facility maintain procedures for monitoring and measuring operations of significant environmental impacts (e.g., energy usage, water usage, toxic and hazardous materials usage, etc.)?
	
	
	
	
	
	

	8.2      As required by Agency policy, has the facility conducted an annual compliance inspection (e.g., ARS Inspection/Abatement Program) that includes an environmental component in the current fiscal year?
	
	
	
	
	
	

	8.3     Have written report(s) of compliance inspections / audit findings been provided to the Senior Management Official at the facility?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 9.   Correcting Identified Deficiencies in a Timely Manner and Taking Appropriate Steps to Prevent Their Recurrence

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	9.1      Does the facility have a written procedure for ensuring that deficiencies are corrected?
	
	
	
	
	
	

	9.2      Have deficiencies been corrected in a timely manner or has a corrective action plan been developed for long-term improvements? 
	
	
	
	
	
	

	9.3      Have corrective actions been documented? 
	
	
	
	
	
	

	9.4      Do the findings identify the root cause of deficiencies and the procedures/actions needed to prevent recurrence?
	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




	ARS Environmental Management System Declaration of Conformance Checklist  v2008

	SECTION 10.   Clearly Documenting and Reporting the Progress and Achievements Related to This Policy

	QUESTION:
	YES
	NO
	Source of Y/N Conclusion
	Comments

	
	
	
	Document 
	Interview
	Personal Observation
	

	10.1    Has measurable EMS performance information been identified, collected, and provided to allow the Senior Management Official to carry out an annual EMS review?  
	
	
	
	
	
	

	10.2    Does the Senior Management Official at the facility annually evaluate the progress made on implementing the EMS?
	
	
	
	
	
	

	10.3    Did the Senior Management Official at the facility respond to recommendations for continual improvement and are the Senior managers aware of any external EMS communications, including complaints?
	
	
	
	
	
	

	10.4    Does the facility have a written record and document control system explaining where EMS documents will be legible, kept, maintained/updated, stored?

	
	
	
	
	
	

	Corrective Action with Milestones.  For each question marked “No” above, please reference the question number and provide a description of the corrective action(s) to be taken along with the anticipated completion date(s).




ARS Environmental Management System Declaration of Management Review Form v2008
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Facility Information.





Facility Name:                                                                                                                                                                           





   City:                                                                                      	   State:                  	Zip Code:                                





Type of Audit.  Please check only one:


 1st party.  An internal evaluation conducted by the participants within the scope of the EMS under consideration (e.g., EMS Coordinator, EMS committee members, etc.)





 2nd party.  An independent evaluation conducted by reviewers from outside the scope of the EMS under consideration (e.g., other Agency personnel, Contractors, Regulators, etc.) has determined the EMS is / is not in conformance.





 3rd party.  An independent evaluation conducted by an American National Standards Institute – Registrar Accreditation Board.  This formal process is conducted in conformance with ISO 14001 Standards (i.e., for facilities that elect to use this standard.)  This results in the facility being fully ISO 14001 certified.





A 2nd party audit has not yet been conducted; therefore, conformance cannot be declared.





Reviewer(s):





Name (print):				Title:					Signature (optional):





                                                                	                                                                	                                                            





                                                                	                                                                	                                                            





                                                                	                                                                	                                                            





                                                                	                                                                	                                                            





Corrective Actions.  For each question answered “No” in the above checklist, please list the question number for the deficiency and the anticipated corrective action date (e.g., Q 6.1 - 05/01/06).  Deficiencies should be corrected by no later than July 1st. 
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�





Attestation:  As the Senior Management Official, I certify that I have reviewed the information that is being submitted and determined that it is complete, factual, and accurate.





                                                                	                                                                	                                                            


Name (print):				Title:					Signature:
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