Libby Dam Project’s Environmental Management System Manual


U.S. Army Corps of Engineers, Seattle District

Libby Dam Project

Environmental Management

System Manual

Document:  Environmental Management Manual (EMM)

Effective Date:  9 August 2006
Revision:


2
Prepared By:  Mark J. Andreasen
Reviewed By:  EMS Core Team

Approved By:  Michael P. Shea

TABLE OF CONTENTS
	Sec. #
	Description
	Procedure Number
	Revision Number
	ISO Ref.
	Page #

	1
	General Requirements: Introduction 
	
	
	4.1
	5

	2
	Environmental Policy
	Appendix 2-1
	
	4.2
	6

	3
	Planning
	
	
	4.3
	6

	
	3.1 Environmental Aspects
	3.1.1
	1
	4.3.1
	6

	
	3.2 Legal and Other Requirements
	3.2.1
	
	4.3.2
	6

	
	3.3 Objectives, Targets and Programs
	3.3.1
	
	4.3.3
	7

	4
	Implementation and Operation
	
	
	4.4
	8

	
	4.1 Resources, Roles, Responsibility and Authority
	4.1.1
	1
	4.4.1
	8

	
	4.2 Competence, Training and Awareness
	4.2.1
	
	4.4.2
	9

	
	4.3 Communication
	4.3.1
	
	4.4.3
	10

	
	4.5 Control of Documents
	4.5.1
	
	4.4.5
	11

	
	4.6 Operational Control
	4.6.1
	
	4.4.6
	11

	
	4.7 Emergency Preparedness & Response
	4.7.1
	1
	4.4.7
	11

	5
	Checking
	
	
	4.5
	12

	
	5.1 Monitoring and Measurement
	5.1.1
	
	4.5.1
	12

	
	5.2 Evaluation of Compliance
	5.2.1
	
	4.5.2
	13

	
	5.3 Nonconformity, Corrective Action and Preventive Action
	5.3.1
	
	4.5.3
	13

	
	5.4 Control of Records
	5.4.1
	1
	4.5.4
	13

	
	5.5 Internal Audit 
	5.5.1
	
	4.5.5
	14

	6
	Management Review
	6.0.1
	
	4.6
	14

	
	
	
	
	
	

	
	
	
	
	
	

	
	Procedures
	
	
	
	

	
	3.1.1 Procedure for Aspect Identification
	
	2
	
	

	
	3.2.1 Procedure for Legal and Other Requirements
	
	1
	
	

	
	3.3.1 Procedure for Objectives, Targets and Programs
	
	1
	
	

	
	4.1.1 Procedure for Defining the EMS Team Resources, Roles, Responsibilities and Authority
	
	1
	
	

	
	4.2.1 Procedure for Training, Awareness & Competence
	
	2
	
	

	
	4.3.1 Procedure for Communication
	
	1
	
	

	
	4.5.1 Procedure for Document Control
	
	1
	
	

	
	4.6.1 Procedure for Operational Control
	
	
	
	

	
	4.7.1 Procedure for Emergency Preparedness and Response
	
	
	
	

	
	5.1.1 Procedure for Monitoring and Measurement
	
	
	
	

	
	5.2.1 Procedure for Evaluation of Compliance
	
	
	
	

	
	5.3.1 Procedure for Nonconformity, Corrective Action and Prevention Action
	
	
	
	

	
	5.4.1 Procedure for Control of Records
	
	
	
	

	
	5.5.1 Procedure for Internal Audit
	
	
	
	

	
	6.0.1 Procedure for Management Review
	
	1
	
	

	
	
	
	
	
	

	
	Appendix
	
	
	
	

	
	Appendix 2-1 EMS Policy
	
	1
	
	

	
	Appendix 3.1.1-1 Activity Aspect & Impact List
	
	1
	
	

	
	Appendix 3.2.1-1 Legal & Other Requirements List
	
	
	
	

	
	Appendix 3.3.1-1 Objectives and Targets List
	
	
	
	

	
	Appendix 3.3.1-2 Environmental Management Program Action Plan
	
	
	
	

	
	Appendix 4.1.1-1 EMS Team List
	
	4
	
	

	
	Appendix 4.2.1-1 Training Needs Analysis Matrix
	
	
	
	

	
	Appendix 4.3.1-1 External Communications 
	
	1
	
	

	
	Appendix 4.5.1-1 Document Log
	
	8
	
	

	
	Appendix 4.5.1-2 Document Index
	
	6
	
	

	
	Appendix 5.2.1-1 Regulatory Compliance checklist
	
	
	
	

	
	Appendix 5.3.1-1 Corrective Action Form
	
	
	
	

	
	Appendix 5.3.1-2 Preventive Action Form
	
	
	
	

	
	Appendix 5.3.1-3 CAR Tracking Log
	
	
	
	

	
	Appendix 5.3.1-4 PAR Tracking Log
	
	
	
	

	
	Appendix 5.5.1-1 EMS Internal Audit Report Template
	
	
	
	

	
	Appendix 5.5.1-2 EMS Audit Findings Worksheet
	
	
	
	

	
	APPENDIX 6.0.1-1 Management Review Checklist
	
	1
	
	

	
	
	
	
	
	


This EMS Manual provides documentation of Libby Dam Project’s Environmental Management System. The EMS is based on the ISO 14001-2004 international standard and the numbering of this document reflects the numbering of elements of that standard for easy reference. 

1
General Requirements: Introduction (Revision 1)

The Libby Dam Project established its environmental management system (EMS) following the requirements of Executive Order 13148 and structure of the ISO 14001-2004 International Standard.  The American National Standards Institute has endorsed ISO 14001 as the EMS standard for the United States.   The Libby Dam Project maintains procedures and work instructions in order to fulfill its commitment to the EO 13148.

The Libby Dam Project supports the overall U.S. Army EMS policy and has developed its own environmental policy.  The Libby Dam Project contributes to and maintains its EMS in the manner that demonstrates the commitment to continual environmental improvement.  The scope of our EMS is the entire Libby Dam Project, including the Dam, Powerhouse, Maintenance Areas, Visitor Center, Souse Gulch Day Use Area, campgrounds, Murray Springs Fish Hatchery, Fisher River Rock Quarry and Shooting Range, and Ripley Model Airplane Area.
The identification of the Libby Dam Project’s environmental aspects and impacts are based on its activities at the Libby Dam Project, Dam, Powerhouse, Maintenance Areas, Visitor Center, Souse Gulch Day Use Area, campgrounds, Murray Springs Fish Hatchery, Fisher River Rock Quarry and Shooting Range, and Ripley Model Airplane Area as well as services provided between various departments and functions. Using procedure 3.1.1 to identify environmental aspects, the Libby Dam Project’s staff evaluated and ranked significant aspects.  The EMS has been established to provide an overall systematic approach to environmental management by linking the Libby Dam Project’s compliance, pollution prevention and other programs.  These programs will be reviewed regularly to ensure continual improvement through the EMS.  The Libby Dam Project has established and maintains its EMS, through development of procedures, work instructions, and forms.  EMS has been established with Libby Dam Project policies and procedures to demonstrate conformance to the U.S. Army environmental policy and EO 13148.    

2
Environmental Policy Statement

The EMS Policy Statement for the Libby Dam Project is in

Appendix 2-1.
3 Planning

3.1 Environmental Aspects (Revision 1)
This section of the EMS manual references procedure 3.1.1.
The Libby Dam Project maintains a documented procedure in order to describe the following:

1. Method of identifying environmental aspects of its activities and services that it can control and that it can influence.  The Libby Dam Project’s Aspects List contains aspects that can have a significant impact or detrimental effect on the environment.  It also contains the beneficial aspects the Libby Dam Project services have on the environment. 

Identification of significant aspects that can have an impact on the environment considers the following:


a. Severity of Worst Case Scenario

b. Probability


c. Frequency


d. Regulatory Concern


e. Availability of Better Control


f. Cost


g. Benefit


g. External Concern
2. The Libby Dam Project’s objectives and targets are developed considering identified significant impacts in order to reduce pollution and achieve environmental improvement.  

3. Aspects and impacts of the Libby Dam Project are kept up to date through audits, management reviews and departmental evaluations regarding any changes to operations.

3.2 Legal & Other Requirements

This section of the EMS manual references procedure 3.2.1.

The Libby Dam Project Environmental Compliance Coordinator (ECC) has identified environmental regulatory requirements. The Libby Dam Project’s list of legal and other requirements are filed in Table 3.2.1-1.   The Libby Dam Project’s integrated EMS will provide Project employees with information regarding regulatory compliance requirements. The Project ECC will be responsible to provide the regulatory compliance information to each Libby Dam Project employee.  The ECC:
1. Identifies legal and other requirements associated with the activities, products, and services that provide the information necessary to reduce environmental risk.

2. Has access to regulatory requirements of the Libby Dam Project through newsletters, Internet services and state and federal websites. 

3. Ensures that responsible employees are assigned the responsibility to ensure compliance and validity of certifications, permits, and licenses related to such activities that they oversee for the Libby Dam Project. 

Legal requirements are also listed with each section of the Libby Dam Project.  Regulatory compliance within each section is the responsibility of the section supervisor.  

3.3 Objectives, Targets and Programs
This section of the EMS manual references procedure 3.3.1 and Appendix 3.3.1-1
Objectives and targets shall be established in order to improve environmental performance at all relevant levels and functions of the Libby Dam Project. Objectives and targets shall also be developed that demonstrate continual environmental improvement consistent with the Libby Dam Project’s EMS Policy. 

These objectives and targets are established to provide the most beneficial effect to the Libby Dam Project.  Objectives and targets are documented through procedure 3.3.1 and listed on Appendix 3.3.1-1, Objectives and Targets List Form. 

The following criteria are used to develop objectives and targets for the Libby Dam Project.

1. Aspects associated with significant impacts.

2. Beneficial aspects that increase service to the Libby Dam Project and reduce risk.
3. Legal & other requirements.
4. Technological options.
5. Financial, operational and business requirements.
6. Views of interested parties.
The Libby Dam Project EMS Core Team shall review objectives and targets when the Team deems appropriate, but not less than annually.  

Reviews of progress toward objectives and targets shall be recorded in the minutes of the EMS Core Team meetings to demonstrate continual improvement of the EMS and conformance to the Libby Dam Project’s environmental policy. 

Environmental Management Program(s) (EMP) 

Environmental management action plans will be established for each objective identified.  The established action plans for achieving environmental objectives and targets demonstrate the appropriate management of the EMP continual improvement goals. 

Each environmental management action plan is described in Appendix 3.3.1-2.  An Environmental Management Program Action Plan Form will be completed, which contains a description of objectives and targets, time schedule, brief description of the program, the means to achieve the objectives and targets and the designation of responsible personnel within each section of the Libby Dam Project.
Any new developments that have an effect on the action plans will be reviewed so as to make any amendments to the program and its projected timelines.  Changes to environmental programs are recorded in Appendix 3.3.1-2, Environmental Management Program Action Plan Form, which contains a description of the objectives and targets.   

Management Reviews will be conducted at least annually to ensure that the EMP is dynamic and continues to reflect progress toward the objectives and targets. 

4
Implementation and Operation

4.1
Resources, Roles, Responsibilities and Authority. (Revision 1)
This section of the EMS manual references procedure 4.1.1.
The Libby Dam Project EMSPOC’s Office has documented defined roles and responsibilities in fulfilling the Libby Dam Project’s environmental policy and the whole of the EMS. Defined roles, responsibilities and authorities are listed in procedure 4.1.1. The Libby Dam Project Manager and each supervisor ensure that responsibilities are effectively communicated within each section in order to maintain the effectiveness of the EMS. 

The Project Manager, Supervisors and employees of the Libby Dam Project are committed to the Environmental Policy and implementation of the Libby Dam Project’s EMS as directed by EO 13148. It is the responsibility of the Project leadership and any designated person(s) to ensure the dissemination of the Libby Dam Project’s Environmental Policy to all personnel and that the environmental policy is made available to the public.

Project leadership, working in conjunction with the EMSPOC and Libby Dam Project personnel, will ensure that resource requirements, whether human, physical or financial are identified and budgeted for, in order to support the EMS implementation within the Libby Dam Project. This commitment begins with the Project Manager, whose designated officials will manage the day-to-day implementation of the environmental management program.
In order to fulfill the EMS requirements and to ensure continual improvement in the Libby Dam Project’s environmental performance, the Project manager has appointed an Environmental Management System Point of Contact (EMSPOC) who will be the liaison between the Libby Dam Project Manager and all departments.  The EMSPOC provides information to and receives information from each section within the Libby Dam Project in order to ensure continual improvement of the EMS.  The EMSPOC has sufficient authority, competence and resources to carry out his/her duties. 
4.2
Competence, Training and Awareness
This section references procedure 4.2.1, Training, Awareness and Competence.

The EMS Team has developed procedures and work instructions to:

· Identify and fulfill EMS training requirements of Libby Dam Project personnel, as well as identify and ensure that all suppliers and contractors, over which the Libby Dam Project has control, are made aware of the Libby Dam Project’s environmental policy.
a.
All Libby Dam Project personnel will receive the required level of training to minimize the potential for impacts associated with significant environmental aspects. Specific training of Libby Dam Project personnel with regard to identified significant impacts is documented through the environmental management program. Completion of training is documented, including the date of training and training type.  All training is recorded in the employee’s training record by the Safety Officer in accordance with the Libby Dam Project procedure 4.2.1 Training, Awareness and Competence.
 b.
All suppliers and contractors whose work may create significant impacts are trained in order to mitigate environmental risk.  The ECC will document all contractors training.
· Make Project personnel and contractors aware of their responsibility towards implementation and effectiveness of EMS in the following areas: 

a. The importance of conformance with the Libby Dam Project’s environmental policy, procedures and requirements of the EMS.

b. The significance of reducing environmental impacts, actual or potential, of the Libby Dam Project’s operations, and benefits of improved environmental performance.

c. Their roles and responsibilities in achieving conformance with the EMS and the Libby Dam Project emergency preparedness and response requirements.

d. The potential consequences of a departure from specified regulatory requirements and the established operating procedures designed to reduce environmental, health and safety risk associated with the activities of the Libby Dam Project.

4.3
Communication

This section of the EMS manual references procedure 4.3.1., Procedure for Communication.
This procedure will increase the effectiveness of the Libby Dam Project’s internal communication regarding environmental issues in accordance with the Libby Dam Project’s environmental policy and the EMS. 

The Libby Dam Project Procedure for Communication describes:

a. Methods for communicating within the Libby Dam Project EMS Team.

b. Methods for communicating at all levels within sections of the Libby Dam Project. 

c. Methods for external communication.

4.4
Documentation

The Libby Dam Project EMS documentation includes this EMS Manual, EMS procedures, Standard Operating Procedures and Forms for documentation of reports, lists and other requirements of the EMS.  
4.5 Control of Documents


This section of the EMS manual references procedure 4.5.1.

Document control within the Libby Dam Project EMS will be based on the Control of Document procedure 4.5.1.  Documentation will be reviewed, approved, and distributed in a manner that ensures effective communication of tasks and responsibilities of all personnel.   The revision of procedures, work instructions, forms will be conducted in accordance with the Libby Dam Project’s document control procedure.

4.6
Operational Control

This section of the EMS manual references procedures 4.6.1.
Documented operating procedures have been established to demonstrate the ability of the Libby Dam Project staff to respond to situations that have the potential of creating an environmental impact.  All Libby Dam Project activities and services will be reviewed to ensure that the absence of any specified conditions or controls that could lead to deviations from the Libby Dam Project’s environmental policy or the Libby Dam Project objectives and targets will be minimized. 

Libby Dam Project will increase control over operations to minimize risk through:

a. Identifying specific conditions that have the potential for environmental incidents and the controls required to minimize risk 

b. Communication and training of personnel to encourage and assign responsibility in following Libby Dam Project procedures and work instructions.
c. Training of and communication with personnel to make them aware of the environmental consequences of deviating from Libby Dam Project policy, procedures and work instructions within their sections.

4.7
Emergency Preparedness and Response (Revision 1)
This section of the EMS manual references Procedure 4.7.1 Emergency Preparedness and Response and the Libby Dam Project Oil and Hazardous Substance Plan.  Hard copies can be accessed in the Control Room, ECC Office, Project Manager Office.  An electronic copy can be found on Libby Dam Online in the Contingency Plans section.
The Libby Dam Project Oil and Hazardous Substance Plan establish procedures to identify potential emergencies and responses. The Plan establishes:

a. Potential emergency situations and possible environmental impacts.
b. Responsibilities of Libby Dam Project sections during emergency situations.
c. Responses and actions required to prevent and mitigate environmental impacts.
Libby Dam Project personnel perform emergency drills on a regular schedule.  A record of all emergency drills is maintained according to the Libby Dam Project Oil and Hazardous Substance Plan.  The Libby Dam Project Safety/ECC Officer shall maintain the overall procedure for Emergency Preparedness and Response. Recommended changes to the Plan will be communicated to the EMSPOC for consideration when the Plan is updated by a licensed engineer every five years.
5
Checking
5.1
Monitoring And Measurement

This section of the EMS manual references procedure 5.1.1.

The Libby Dam Project ECC regularly monitors the Project’s regulatory compliance responsibilities and communicates with relevant local, state, and federal authorities to ensure legislation and regulations are understood and maintained. The Libby Dam Project ECC will communicate all changes in regulations to the appropriate Libby Dam Project staff to ensure the Project is at all times in compliance with regulations.
All calibration of equipment, including monitoring equipment, will be performed according to its calibration schedule.    

The key characteristics of Libby Dam Project activities and services that can have a significant environmental impact are regularly measured and monitored. Libby Dam Project’s management review meetings shall include review of the key characteristics of the Libby Dam Project’s EMS to monitor the adequacy of its environmental management program.  The monitoring and measuring of the environmental management program and the objectives and targets included in each program will demonstrate the commitment to continual improvement and prevention of pollution. 

Compliance audits will be conducted at least annually to ensure that the Libby Dam Project maintains compliance with all relevant environmental regulations.

5.2    Evaluation of Compliance

This section of the EMS Manual references procedure 5.2.1.
Compliance audits will be conducted at least annually to ensure that the Libby Dam Project maintains compliance with all relevant environmental regulations.

5.3
Nonconformity, Corrective Action and Preventive Action
This section of the EMS manual references procedure 5.3.1.

Designated Libby Dam Project personnel have the responsibility and authority for investigating nonconformance regarding their internal operations and the services they provide to the Libby Dam Project.  Each designated person is responsible for taking action to mitigate environmental impacts. A Libby Dam Project Incident Report is used to document incidents that have immediate environmental impacts. 

Corrective and preventive actions for any nonconformance that is found during audits, management reviews, preventive actions, etc., must be documented and completed to ensure EMS continual improvement.   Corrective and preventive action for nonconformance identified during internal Libby Dam Project EMS audits is documented on Appendix 5.3.1-1, Corrective Action and Appendix 5.3.1-2, Preventive Action Forms.  Any changes in the documented procedures that occur due to corrective and preventive action shall be recorded and revisions shall be reviewed, approved and implemented.

5.4
Control of Records (Revision 1)
This section of the EMS manual references procedure 5.4.1.

All environmental records are handled in accordance with Libby Dam Project procedures. Records retention period is determined through legal and other requirements of the Libby Dam Project in accordance with regulatory and USACE procedures.

According to the records procedure 5.4.1, the Libby Dam Project ECC Officer may determine that records such as internal audit, nonconformance, environmental incident report, management review meeting minutes, or other records dealing with issues directly related to the Libby Dam Project EMS will be retained in the Libby Dam Project EMSPOC Office.  Records related to significant aspects, objectives and targets are also maintained as stated above. Training records are maintained by the Safety Officer.

5.5
Internal Audit

This section of the EMS manual references procedure 5.5.1.

The Libby Dam Project has established and maintains an internal audit program for its EMS.  The Libby Dam Project’s EMSPOC, or designated section personnel, as directed by the Project Manager, are responsible for controlling and administering internal EMS audits. An EMS audit that covers all element requirements of the EMS shall be carried out at least annually.  Audits of various sections of the EMS, e.g., 4.3.2 Legal and Other Requirements are carried out in accordance with the importance and appropriateness to particular situations that may arise.

The Libby Dam Project’s EMSPOC and the Core EMS Team shall work together to establish an audit program.  Selection and training of Libby Dam Project auditors will be at the discretion of the EMSPOC or other designated personnel.  Audit programs shall include frequency of audits, section areas to be audited, audit team and generation of an audit report.

The method to conduct the internal audit and reporting the results of the audit is described in the EMS procedure 5.5.1.  Any non-conformance found during an audit is handled per the Nonconformity, Corrective Action and Preventive Action Procedure 5.5.1.  The corrective action file is maintained and stored by the Libby Dam Project EMSPOC.   

6
Management Review

This section of the EMS manual references procedure 6.0.1.

The Project Manager, EMSPOC and the EMS Core Team shall conduct management reviews of the EMS at least annually.  The management review is to ensure the EMS is progressing and to determine if any changes are needed to the EMS structure and documentation.  The review of the EMS will ensure the continuing suitability, adequacy and effectiveness of the EMS.  

The management review will be documented and will address the possible need for change within the Libby Dam Project’s environmental policy, objectives and targets, and other elements of the EMS.  The management review will ensure that the EMS has been implemented, and the commitment to continual environmental improvement is being maintained. 

The Libby Dam Project Manager must address any deviation from the EMS identified through a management review, with actions documented, and appropriate measures taken to strengthen the Libby Dam Project’s EMS foundation, and its commitment to environmental stewardship as stated in the policies and directives of the USACE and the Libby Dam Project’s environmental policy.
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