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1 – Questions

Questions

1. Please list the basic elements of an EMS.

2. Please describe the basic elements of an initial review.
3. Please describe a work plan for the introduction of an EMS.
Answers and where to find them

Question 1 – Please list the basic elements of an EMS 
See chapter 2.2.4 of the textbook.

The following summary reflects the framework of the elements of ISO 14001. The structure reflects the Plan-Do-Check-Act. 

4.1 General Requirements 
4.2 Environmental policy 
4.3 Planning 
4.3.1 Environmental aspects 
4.3.2 Legal and other requirements 
4.3.3 Objectives, targets and programme(s) 
4.4 Implementation and operation 
4.4.1 Resources, roles, responsibility and authority 
4.4.2 Competence, training and awareness 
4.4.3 Communication 
4.4.4 Documentation 
4.4.5 Control of documents 
4.4.6 Operational control 
4.4.7 Emergency preparedness and response 
4.5 Checking 
4.5.1 Monitoring and measurement 
4.5.2 Evaluation of compliance 
4.5.3 Nonconformity, corrective action and preventive action 
4.5.4 Control of records 
4.5.5 Internal audit 
4.6 Management review
Question 2 –  Please describe the basic elements of an initial audit.
See chapter 3.1 of the textbook.

The initial review analyses the environmental aspects and impacts of the company. An inventory of material and energy flows is drawn up to identify options which enable the company to reduce the environmental impact of wastewater and emissions. The technical equipment, processes and activities are analysed to determine possible risks of environmental accidents or incidents. A gap-analysis is carried out to establish whether the EMS meets the requirements of the standard as well as legal requirements. A work programme is drawn up to fill any gaps and reduce the environmental impact where feasible and economically viable.

Question 3 – Please describe a work plan for the introduction of an EMS. – See Worksheet 11-13.
Work plan of the introduction of an Environmental management system (linewise, from left to right)
	Preparation of the EMS
	Defining the project schedule and contents with the consultant 
	Defining a rough structure of the schedule and the (estimated) costs 
	Preparation of the project presentation for management 
	Information on the EMS to management 
	Written statement from management 
	
	
	
	

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

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

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

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

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

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

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

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

	· Ecological procurement 

· Planning product/plant

· Maintenance

· Handling/storage of material

· Energy management

· Water/wastewater management

· Waste management

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

	Releasing documents
	Activation of document control
	Training and information for employees
	
	
	
	
	
	
	

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

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


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

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