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SUMMARY

Companies in the plastics industry that have implemented an environmental management system
(EMS) are achieving cost savings and improving their environmental performance. For example, one
company has reduced the cost of disposing of its general waste by 38% and another has saved
£10 500/year by reducing scrap levels. However, an EMS will enable your company to save money
only if it is implemented in an effective and systematic manner with an emphasis on minimising
waste and continual improvement. This Good Practice Guide explains how a focus on waste
minimisation during implementation can reduce costs and environmental factors while complying
with legislation and customer requirements.
Implementing an EMS will help you to identify, assess and manage the environmental consequences
of your operations. A sound, well-conceived EMS is a practical management tool that can help your
company to:
■

reduce waste and hence operating costs;

■

gain a competitive advantage;

■

establish and show a system for continual environmental improvement;

■

demonstrate compliance with its legal obligations;

■

improve its public image.

This Good Practice Guide provides practical advice to help medium-sized to large plastics companies
implement an EMS. Example forms and procedures are given as Microsoft® Word 97 files on a disk
in a pocket in the back cover of the Guide. These tools are intended to help you save time and
effort when implementing your EMS. Printed versions of these tools are given in Appendix 2.
The Guide refers throughout to the model used by the international standard, ISO 14001. It contains:
■

a short description of ISO 14001 requirements for each particular element of the EMS;

■

guidance and tips on how to reap the benefits of implementing an EMS;

■

checklists to help you measure your progress and plan further actions;

■

Industry Examples illustrating the benefits that plastics processors have already achieved by
implementing an EMS.

An effective environmental management system will help you to reduce waste at source
and save money.
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1 W H AT I S A N E N V I R O N M E N T A L
MANAGEMENT SYSTEM?

An environmental management system (EMS) provides an integrated approach to managing your
environmental performance and complying with environmental regulations. The framework
provided by an EMS will help plastics processors identify opportunities to reduce waste and thus
achieve savings through reduced operating costs. It will also help them to achieve continual
improvement in their environmental performance.

section

1

An effective environmental management system will help you to reduce waste at source
and save money.

Plastics company achieves cost benefits from an EMS
Implementing an EMS has allowed a supplier of injection-moulded parts to the automotive
industry to increase the company’s knowledge and understanding of the environmental aspects
of its operations, including the legal aspects. This increased awareness has greatly reduced the
risk of non-compliance with legislation, as well as enabling the company to save over
£55 000/year by reducing waste and improving resource and energy efficiency.

1.1 THE BENEFITS OF AN EMS
An EMS focused on waste minimisation will produce cost savings from reduced waste, scrap, rework
and energy use for plastics processors. For example, a recent survey1 found that the average firstpass rejection rate for polymer in the industry is over 10%. This represents high operating costs as
well as reduced capacity (ie a lost opportunity to produce saleable product). As well as the obvious
cost of waste disposal, the true cost of scrap includes labour, regrinding costs, raw material value
and energy consumption.
Many plastics companies are under pressure from their customers to develop an EMS. Others
recognise the environmental impact of their business and want to minimise it.
Recognised benefits of implementing an EMS are shown in Table 1.

Implementing an EMS is worthwhile and ‘fun’
A manufacturer of masterbatches for use in blow moulding, injection moulding, extrusion
processes, and fine filament and allied industries was initially sceptical about the benefits of
implementing an EMS. However, early doubts soon gave way to enthusiasm as all staff showed
a willingness to participate. The implementation process also provided an opportunity to review
and update existing production procedures.
As a result of implementing an EMS, the company has reduced its significant environmental
impacts by using less energy and producing less waste. The company reports that
implementation had ‘actually been fun’. Savings worth approximately £5 000/year in waste
disposal, paper and energy costs were identified and implemented in the first six months.

1

See Environmental Performance Guide (EG252) Benchmarking Waste in Plastics Processing, available free of charge
through the Environment and Energy Helpline on freephone 0800 585794.

1

Area of benefit

Potential benefits

Financial

■
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Productivity

Sales and marketing
Management

Public relations
Personnel and training

Peace of mind

■
■
■
■
■
■
■
■
■
■
■
■
■
■
■
■
■
■
■
■
■

Identification of opportunities to reduce waste and thus reduce raw material,
utility and waste disposal costs
Increased profits
Reduced risk of fines for non-compliance with environmental legislation
Lower insurance premiums as risks and liabilities are reduced
Retaining site asset value
More easily obtainable bank loans
Attracting shareholders and investors
Improved process control
Reduced use of raw materials and consumables
Less waste and rejects
Improved products
Competitive advantage (preferred supplier status)
Structured approach to environmental issues and continual improvement
Keeping ahead of environmental legislation
Better relations with regulators
Improved relations with local community and environmental groups
Improved public image
Improved working environment
Reduced potential for environmental incidents
Increased employee motivation and environmental awareness
Conforming to legal requirements
Avoiding penalties for pollution

Table 1 The potential benefits of implementing an EMS

1.2 THE WASTE HIERARCHY
All waste costs money. Eliminating or reducing waste not only benefits a company’s bottom line but
also reduces its use and waste of resources. This is an issue of increasing importance as sustainability
issues for the future are examined.
There is a priority in the ways waste should be dealt with to maximise cost savings and the benefits
to the environment. Understanding the waste hierarchy (see Fig 1) can help companies to identify
the most cost-effective opportunities to reduce waste and save money.

1

2

Reduce

Eliminate

3

Re-use
Product

Material

WASTE
ONLY

5

Disposal

Fig 1 The waste hierarchy

2

4

Recycle

Focusing on the top levels of the waste hierarchy (ie eliminate, reduce and re-use) within the
framework of their EMS will enable companies to optimise the benefits. It is through careful
purchase and better use of resources than companies will make the most dramatic savings in the
cost of waste. Recycling should be considered once ways to prevent, reduce and re-use waste have
been investigated. Disposal should only be the last resort.
For more information about waste minimisation and how this approach can save your company money,
contact the Environment and Energy Helpline on freephone 0800 585794 and ask for a publications list.
Particularly recommended is Environmental Performance Guide (EG252) Benchmarking Waste in Plastics
Processing.
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1.3 APPROACHES TO EMS
There are two strategies available to companies that wish to implement an EMS, ie:
■

to develop their own, in-house EMS;

■

to follow the guidelines of the international standard ISO 140012 or the EC’s EcoManagement and Audit Scheme (EMAS)3.

If they wish, companies can then obtain formal certification to ISO 14001 and/or EMAS verification.
You are not obliged to obtain external recognition of your EMS. As long as you adopt a systematic
approach, you will obtain benefits from your EMS. However, a formal approach will increase the
commitment to continual improvement across the company and identify opportunities for ongoing
improvements and cost savings. Achieving an internationally recognised standard such as
ISO 14001 may increase the credibility of your EMS with customers and suppliers. Provided you
implement your EMS systematically and properly, certification should not require too much more
effort (see Section 9). Many companies seeking certification to a formal environmental standard
have found that cost savings have significantly outweighed expenditure.
This Good Practice Guide uses the ISO 14001 model to explain the main components of an EMS.
Appendix 1 summarises EMAS requirements, highlighting key differences between EMAS and
ISO 14001. The proposed revision of the EMAS regulation will incorporate the corresponding EMS
requirements.
There are many links between quality management systems, health and safety management and
environmental management systems. Overlaps should be reinforced rather than re-invented. For
example, document control procedures used in your quality management system (QMS) might be
suitable for use in your environmental management system.
Since 2000, ISO 9000 has included the concept of continual improvement. This is already part of
ISO 14001 and EMAS - so by implementing an EMS now you will get a good start when you come
to upgrade your QMS.

2

BS EN ISO 14001: 1996 Environmental Management Systems - Specification with Guidance for Use. British Standards
Institution (BSI). £50 (2000 price for non-members). Tel: 020 8996 7000. Fax: 020 8996 7001. www.bsi.org.uk

3

EMAS: Regulation EEC No. 1836/93 (currently being revised). EMAS Competent Body. Tel: 01522 540069. Fax: 01522
540090. www.emas.org.uk

3

1.4 HOW TO USE THIS GUIDE
This Guide provides step-by-step guidance, together with example forms and procedures, for you to
use or adapt as necessary to help you save money by implementing an EMS in your company. These
tools are supplied in two forms:
■

as Microsoft® Word 97 files on a disk in a pocket in the back cover of the Guide for you to
print out as required – where these tools exist is indicated in the margin4;

■

as printed versions in Appendix 2 that can be photocopied.
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Each Section of the Guide contains:
■

a short description of ISO 14001 requirements for the particular element of the EMS;

■

guidance and tips on how to reap the benefits of implementing an EMS;

■

a checklist to help you measure your progress and plan further actions;

■

Industry Examples illustrating the benefits that plastics processors have already achieved by
implementing an EMS.

Case Studies from companies in other industry sectors that have achieved economic and
environmental benefits from implementing an EMS are available free of charge through the
Environment and Energy Helpline on freephone 0800 585794.
If you need advice or help on a particular aspect of environmental management systems,
please contact the Environment and Energy Helpline on 0800 585794.

4

4

If you have any problems with the disk or the Microsoft® Word 97 files, contact the Environment and Energy Helpline on
freephone 0800 585794.

2 PLANNING THE
I M P L E M E N T AT I O N O F Y O U R E M S

Planning is vital to the success of all types of EMS. This Guide broadly follows the ISO 14001 model,
and the order of the clauses in that standard. However, an Initial Review (see Section 3) will help
you to assess your aspects and impacts, and will provide you with benchmark data that will help you
to achieve continual improvement (see Fig 2). ISO 14001 does not insist that you undertake a
formal Initial Review, although it requires an assessment of aspects and impacts.
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Initial Review

Continual improvement

Environmental policy
Management review

Planning
Checking and corrective action

Implementation and operation

Fig 2 The improvement cycle

Common terms
It is useful to understand some of the terms used in the ISO 14001 standard.
Environmental aspect. This is any element of a company’s activities, products or services that might
interact with the environment. For example, moulding operations can affect the environment
because they use hydraulic oil, plastic and energy. Use of oil and plastic depletes a natural resource
and its disposal can damage the environment. Most energy comes from burning fossil fuels, which
depletes natural resources and releases carbon dioxide and other pollutants into the environment.
Printing invoices is also an environmental aspect as it generates waste and uses ink, paper and power.
Environmental impact. This is the change or changes to the environment that may arise as a result
of a particular aspect of the company’s operations. Each aspect of an operation may have more than
one impact. For example, a cooling system may have the following impacts: water use causing
depletion of local water sources; contamination of a nearby river or stream and damage to aquatic life
due to system failure or flushing; and use of energy causing carbon dioxide release and global warming.
Environmental effect. This term has sometimes been used by EMAS to describe what the
‘environmental impact’ does to the ecosystem. ISO 14001 (and, therefore, this Guide also) does
not make this distinction and uses the term ‘environmental impact’ to cover both the physical
and biological changes brought about by a particular aspect of the company’s operations.
Further examples of typical environmental aspects and impacts from plastics processing are given
in Sections 5.3 and 5.4.
5

2.1 WHAT AN EMS INVOLVES
Regardless of whether you decide to take a formal or an informal route, an effective EMS will include:
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■

an assessment of the environmental aspects and impacts of the company’s activities, products,
processes and services;

■

the development of an environmental policy;

■

an environmental improvement programme with clearly defined objectives and targets;

■

clearly identified roles and responsibilities for all employees;

■

training and awareness programmes;

■

written procedures to control activities that have a significant environmental impact;

■

a controlled system of records;

■

periodic auditing of the system to ensure it is operating effectively;

■

a formal review of the EMS by senior management.

2.2 GAINING SENIOR MANAGEMENT COMMITMENT
Senior management commitment is essential to ensure the successful implementation and operation
of your EMS.
It is important both to spend time explaining the aims of the EMS to senior managers before starting
the implementation process and to keep them abreast of developments. To help convince senior
managers, prepare a project plan and estimate the potential cost savings from adopting an EMS. You
may also find the presentation material provided in Good Practice Guide (GG125) Waste Minimisation
Pays: Five business reasons for reducing waste5 useful in convincing the Board of the benefits of
implementing a systematic approach to reducing waste through the framework of an EMS.
Many businesses spend around 4% of their turnover generating waste. This is because the cost of
waste is not just the cost of disposal, but also includes wasted raw materials, water, consumables
and labour. The true cost of waste can be between five and 20 times the cost of disposal, and in
an average company, is around ten times the cost of disposal.
Your EMS will need continued attention to deliver continual improvement and savings. Certification
(see Section 9) is merely a milestone. It is important that this is appreciated by senior managers otherwise their enthusiasm for the EMS may wane once the certificate appears.
Your Initial Review (see Section 3) will help you to gather the data that will give a ‘snapshot’ of where
your company is now, as regards environmental issues. Regular reviews will help you to quantify the
savings made and maintain the momentum for implementing your EMS.

2.3 ORGANISING FOR EMS IMPLEMENTATION
An EMS usually covers more areas than a typical QMS; it will interface with manufacturing, quality
control, training, health and safety, and the purchasing functions within your company. It is,
therefore, important to involve a range of people in EMS implementation, particularly when the EMS
overlaps with their roles or functions.

2.3.1

Planning for success

Setting up a steering group will help to keep the EMS implementation team on track and identify
and remove obstacles to progress. The steering group should involve a range of people including:

5

6

Available free of charge through the Environment and Energy Helpline on freephone 0800 585794.

■

an environmental/health and safety representative;

■

a quality representative;

■

a production representative;

■

a senior management representative.

Others from the purchasing, finance and personnel departments may need to be involved from
time to time.

2.3.2

The implementation team

One person should be made responsible for implementing the EMS. This EMS ‘champion’ should
co-ordinate the efforts of a small implementation team. The team should agree a common and
collaborative approach and share out the work.
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To ensure progress is made, it is essential that team members are allocated sufficient time and
resources. The team should meet regularly - perhaps fortnightly - with adequate secretarial support
to ensure minutes are taken and, most importantly, action plans are updated. To keep the whole
project on track, the EMS champion should review any action plans weekly.
The EMS champion may also find it useful to set up separate teams to tackle specific issues such as
waste minimisation, packaging use, water use and energy efficiency, and should involve employees
from all levels of the business.

2.3.3

Timescale for implementation

The time taken to implement an EMS is usually around 12 - 18 months. You should recognise that
other business pressures may take precedence and plan around them. There is no correct or standard
timescale for developing an EMS. Your customers may demand an EMS, but will often accept a
reasonable timescale provided it is accompanied by a good, realistic implementation plan.
The approximate timescales for implementing an EMS in a company with around 200 employees are
shown in Table 2. These timings are approximate and do not indicate the exact number of days that
it takes to establish a certifiable EMS. The workload for each element of the programme will
depend on the size and complexity of your operations and the number of employees in your
company (eg for training).
Element

Time taken

Initial Review to identify:
Significant aspects
Legislation
Policy development:
Draft
Get signed
Publicise
Set objectives and targets
Develop Management Programme:
Write system procedures
Write operational control procedures
Write Management Manual
Training:
Prepare materials
Deliver training
Monitoring and measurement
Audits

6 - 12 weeks

2 weeks

4 weeks
12 weeks
6+ weeks
2 weeks
4+ weeks

2 weeks
4 weeks of intensive work, then ongoing

Table 2 Approximate timescales for implementing an EMS at a plastics processing company
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3 THE INITIAL REVIEW

Carrying out an Initial Review gives you the opportunity to take a strategic overview of your
company’s attitude to environmental issues. It will help you to:
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Initial
Review

■

prepare/revise your environmental policy;

■

identify the environmental aspects of your activities and their impacts;

■

assess relevant legislation;

■

identify opportunities to improve performance, eg minimise waste or reduce energy use;

■

set objectives and targets for improvement.

The main tasks are data gathering and analysis. Relevant data may be held by many different
managers and operators. The Initial Review checklist on the accompanying disk will help you to
identify and locate the documents needed to determine your company’s environmental aspects and
impacts. All documents gathered for your Initial Review should be filed for future reference (see
Section 8.11).
Use the Initial Review worksheets on the disk to collate information about:
■

the site and its environmental history;

■

raw material consumption and storage;

■

utility consumption and costs;

■

solid waste amounts and management (including existing waste minimisation practices);

■

emissions to atmosphere, eg odour, boiler flue gases, particulates and noise.

Carrying out an initial environmental review (sometimes called a preliminary
environmental review) is a recommendation in ISO 14001 and a specific
requirement of EMAS (see Appendix 1).
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4 WRITING YOUR
E N V I R O N M E N TA L P O L I C Y

When you have completed your Initial Review and gained a better understanding of your site’s
current environmental impact, you will be in a position to write an effective environmental policy.
Make sure the statements made in your policy are reasonable and practical, and fit with your
business needs. The policy may commit you to different approaches to management and your
customers and members of the public may want to see it. The policy should be reviewed regularly
and, if necessary, revised to take account of developments in your EMS.

The basic requirement for ISO 14001
Section 4.2 of the standard requires you to have a written policy on the environment and
contains a number of specific requirements that the policy should meet.
The example policy shown in Fig 3 meets the requirements of ISO 14001. The policy makes specific
references to the company’s aims for its significant environmental aspects, eg resource use, waste
and energy consumption. You could also consider referring to:
■

training and awareness for all employees;

■

working with your supply chain to improve their environmental performance;

■

planning for emergencies;

■

relationships with neighbours and regulators;

■

the concept of sustainability.
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Your policy needs to be specific to your site and its environmental impacts.
The order followed for ISO 14001 clauses places writing an environmental
policy before identifying significant aspects and legislation. However, it is
recommended that you complete Sections 5 and 6 of this Guide before
finalising your environmental policy.
“The real policy is the driving force behind the objectives, targets and
management programme, and will emerge from the Initial Review and the
evaluation of significant aspects. The environmental policy does not take
long to produce - as an assessor, I’d suggest keeping it clear and simple.”
Quote from a former EMS certifier
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Make sure the
policy is available
to all employees,
customers and
other stakeholders.

Mouldings Holdings Ltd

Environmental Policy

This Company believes it has an important duty to ensure good environmental
performance in all of its business operations and to provide the necessary
organisation, commitment and training to fulfil this obligation. The senior
management firmly believes in, and is committed to, monitoring and improving
environmental performance, pollution prevention and environmental protection.
These aims will be achieved through:
1

Incorporating environmental responsibility into all business operations, by
planning environmental protection, reviewing and developing policy, by
setting targets, and by reviewing and auditing performance.

section
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2

Implementing a systematic waste minimisation programme to achieve
objectives and targets set by the EMS to reduce waste and eliminate pollution.

3

Pursuing continual improvement in environmental
performance (where reasonably practicable), especially in
tackling the areas of reducing resource use, reducing
waste, increasing re-use and recycling, improving solid
and liquid waste disposal methods, and reducing energy
consumption.

Make sure it refers
to continual
improvement
through the setting
of objectives and
targets.

4

Complying with all relevant existing and future legislation
Make sure it refers
to compliance with
and customer specifications, improving on minimum
legislation.
standards where reasonably practicable, and expecting
those working on our premises to meet the same standards.

5

Being committed to maintaining effective communication systems on
environmental matters. Mouldings Holdings will promote its objectives,
as set out in the environmental manual, and will respond positively to
enquiries and suggestions from both inside and outside the Company.

All employees have responsibilities for policy implementation and can all
participate and contribute to its success through their actions and suggestions.
Signed:

Get the policy signed by a senior manager.

Peter Taylor
Managing Director, Mouldings Holdings Ltd
February 2000
Date the policy and state the review period.
(To be reviewed February 2001)

Fig 3 Example environmental policy for a fictitious company
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5 R E C O G N I S I N G H O W Y O U R C O M PA N Y
INTERACTS WITH THE ENVIRONMENT

Identifying and understanding how your company interacts with the environment will help you
develop an effective EMS to reduce waste and improve your environmental performance. This
Section explains how to identify your environmental aspects and then assess their significance. A
number of tools are provided to help you with these tasks. Your analysis of the information gathered
during the Initial Review (see Section 3) will provide a starting point for this stage of the EMS.

The basic requirement for ISO 14001
ISO 14001 requires you to demonstrate that your company has considered all possible
environmental aspects of its operations and evaluated them.

5.1 IDENTIFYING SITE ACTIVITIES AND PROCESSES
Start by making a list of the various departments on your site, eg manufacturing, utilities, stores and
engineering maintenance. It is also important to include upstream and downstream processing
activities such as goods inward, assembly, printing, packaging and dispatch6.
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Then identify the different processes that make up these activities. Table 3 gives an example list
from a typical plastics company.
Activity

Example processes

Core plastic processes

Extrusion
Blow moulding
Injection moulding
Rotomoulding

Ancillary processes

Boilerhouse
Cooling systems
Compressors
Regrinding
Blending
Maintenance

Input issues

Bulk delivery

Output issues

Waste oil storage
Waste storage
Dispatch

Site issues

Office paper, etc
Risk of contaminated land
Table 3 Process areas in a typical plastics company

5.2 DRAWING A PROCESS MAP
Draw a box for each activity and begin to add the respective inputs and outputs to this diagram.
Remember to consider emissions to air, water, and land (as waste or through spills) on your process
map - however small they may be. The process map will help you to identify all of your
environmental aspects and clarify the areas of your operations where waste may be arising as well
as opportunities for waste reduction.
6

Supply chain issues (both upstream and downstream) are considered in Section 10.
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You also need to consider what happens under abnormal situations, eg start-ups, shutdowns and
cleaning, as well as the potential for incidents and accidents. Fig 4 shows an example process map.

LDPE granules
MDPE granules
Regrind

Batching

Spillage waste
Regrind

Electricity
Heater
Blower

Extrusion

Set-up
waste

Blades

Trimming

Edge
trimmings

Printing

Excess ink

Ink
Solvents
Grommets
Wire
Sticky tabs

Converting

Waste

Waste

section
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Packing

Fig 4 Example process map

Don’t forget things like:
■

non-core processes, eg printing using inks and solvents;

■

refrigerants in cooling circuits and air conditioning;

■

polychlorinated biphenyls (PCBs) in electrical transformers.

Under normal circumstances these substances should not escape into the
environment, but your EMS should contain procedures for dealing with them
during maintenance and final disposal.

For further advice on how to develop a process map for your site, see Waste Mapping (ET219)
available free of charge through the Environment and Energy Helpline on freephone 0800 585794.

5.3 IDENTIFYING ENVIRONMENTAL ASPECTS OF COMPANY
ACTIVITIES
From your process map you can decide which inputs and outputs may interact with the environment
and are, therefore, environmental aspects.
Aspects
Checklist
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Environmental aspects and impacts are defined in Section 2. Table 4 gives some further examples
to help you understand the difference and to identify your own. It is important to remember to
include those not covered by legislation - they may still be significant (see Section 5.5).

Term

Examples

Environmental aspect

■
■
■
■
■
■

Raw material use
Waste generation
Effluent discharge
Stack emissions
Energy consumption
Noise

Environmental impact

■
■
■
■

Depletion/conservation of a natural resource
Water pollution
Air pollution
Nuisance

Table 4 Example environmental aspects and impacts

Aspects can be regarded as the ‘cause’ of an environmental impact or effect. You cannot manage
or control impacts directly - only the aspects which can generate the impacts. Environmental
aspects also include measures you have already taken to prevent or reduce pollution. Fig 5 shows
typical environmental aspects and impacts for a plastics processor.

Packaged product
Resource use
Land contamination
Volume of landfill
Fugitive emissions,
eg solvents/VOCs
Air contamination
Photochemical smog
formation

Stack emissions to air,
eg particulates, VOCs
and combustion products
Air contamination
Photochemical smog
formation

Use of water
(mains or abstracted)
Resource use

Key:
Aspects
Impacts

5

Skips of solid waste
Land contamination
Landfill gas and
leachate production
Volume of landfill

Plastic granules, oil,
solvents, paint, metal,
chemicals and packaging
Resource use
Potential air or water
pollution if spilled

Grid electricity
Resource use
Climate change
Air pollution

section

Use of gas
Resource use
Climate change Rainwater run-off to
surface water drains
(then to soakaway
or river)
Potential water
pollution

Drummed or tankered
waste hydraulic oil
Potential harm to
human health
Potential water pollution
Effluent to foul
sewer or river
Potential water
pollution

Fig 5 Aspects and impacts associated with a typical plastics processor
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5.4 IDENTIFYING THE IMPACTS OF YOUR ASPECTS
An aspect can have more than one impact and many aspects have indirect impacts. For example,
electricity use (an aspect) has three indirect impacts, ie climate change due to carbon dioxide
emissions; air pollution from acid gas emissions; and resource depletion through fossil fuel use.
Table 5 shows a simple example format for recording environmental aspects and their associated impacts.
Activity

Issue

Environmental aspect

Impact

Goods inward

Input

Spillage from bulk delivery
Waste generation during
clean-up of spillage

Surface water contamination
Landfill use

Manufacturing

Input

Raw materials use
Transport to the site

Use of scarce resources
Noise and vehicle pollution

Manufacturing

Input

Electricity use, eg in extrusion
and heating elements

Global warming
Resource depletion
(both indirect)

Manufacturing

Output

Generation of waste

Landfill use

Table 5 Recording impacts associated with environmental aspects
section
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5.5 JUDGING THE SIGNIFICANCE OF ASPECTS AND IMPACTS
Having established which aspects have or can have an impact on the environment, the next task is
to assess which are significant for your company.
The data gathered in your Initial Review should tell you which activities are covered by legislation
and/or have a high cost. Your analysis of this data should help you identify those areas where your
activities may have a high environmental impact.
Assessing significance through a formal procedure will enable you to:
■

concentrate on taking action to reduce major impacts;

■

make effective use of your resources;

■

avoid having to try to deal with all impacts (including those that are not significant).

Environmental aspects that you judge to be significant are the ones that you are going to manage
through your EMS.

The basic requirement of ISO 14001
Section 4.3.1 of the standard requires you to identify your significant aspects (ie those that have
a significant impact on the environment) using a formal procedure. ISO 14001 does not specify
a set method for assessing the significance of environmental aspects. However, the procedure
you use to assess significance should be recorded in a systematic manner for future reference.
Accredited certifiers will also want to see these records.

When assessing significance:
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■

Be consistent.

■

Use criteria that provide a rational basis for the rest of your EMS.

■

Record your method and your decisions in a systematic manner (see
Sections 5.6.1 and 5.6.2).

There is no set or prescribed method for assessing the significance of environmental impacts. There
are various techniques to assess significance - you should choose the approach that is the most
appropriate for your company. The key to success is to:
■

develop a consistent approach that allows each issue to be treated in the same way;

■

be able to demonstrate your company’s methodology.

One simple method is to answer yes/no to questions linked to criteria such as legislation, financial
and stakeholder. However, this approach does not provide sufficient detail and rigour for certifiers.
Two possible credible approaches are outlined below.
Companies often find compiling their list of environmental aspects and
impacts and assessing significance the most difficult stage of implementing
an EMS. If you need further help, contact the Environment and Energy
Helpline on freephone 0800 585794 for free advice or, for companies
employing fewer than 250 people, to request a free visit from a counsellor.
This service is provided at the discretion of the Helpline Manager.

5.5.1

Numerical rating/weighting method of assessing the significance
of impacts

section
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This two-stage point scoring method awards a numerical score to each environmental impact to
quantify the relative importance of different criteria. The scoring system shown below (see Tables 6
and 7) is an example and should be reviewed for its applicability and usefulness to your company.
This method is based entirely on your understanding of your company.
Step 1: Normal operating conditions
Each environmental impact is awarded a score under normal operating conditions. These scores
reflect the relative importance of major issues. In the example shown in Table 6, these are:
■

legislation, eg Duty of Care, discharge consent and Special Waste Regulations;

■

environmental damage, eg toxicity, acidity and greenhouse gas emissions;

■

interested parties, eg local residents, customers, investors, insurers and employees;

■

quantity, eg the volume/weight of the waste or the frequency of its occurrence.

The scores are multiplied by a weighting factor that reflects the importance of the criterion at a
particular site or company. The weighting factor assigned to each issue is entirely up to you - it
should reflect your company’s priorities. Adding the four scores together gives a total score for the
environmental impact under normal operating conditions. You can then rank your environmental
impacts according to their total scores. In this example, the maximum possible total score is 30.
Issues

Score
3

Legislation

Existing

Environmental Known
damage
detriment

2

1

0

Weighting
factor

Score

Impending

n/a

None

x

2

=

a

Possible
detriment

Limited
detriment

No
detriment

x

3

=

b

Interested
parties

Considerable Moderate
interest
interest

Little
interest

No
interest

x

2

=

c

Quantity

High

Low

Nil

x

3

=

d

Medium

Normal operating conditions total score = (a + b + c + d)
Table 6 Matrix to rank environmental impacts under normal operating conditions
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Step 2: Other operating conditions
Each environmental impact is then also awarded a numerical score under other operating
conditions such as:
■

abnormal operations, eg annual cleaning and maintenance, or factory start-up after a holiday
shutdown period;

■

accident/emergency, eg fire, accidental damage or pollution from an accidental spill;

■

past activities, eg activities of former site occupant or burial of waste on-site;

■

planned activities, eg new product, new or modified equipment.

Allocating scores to these operating conditions (see Table 7) allows the overall importance of the
impact to be calculated. As with the weighting factor in Step 1, the scores assigned to each issue
are entirely up to you. The maximum possible score is again 30.
Issues

Score
12

section

5

6

3

0

Abnormal
operations

n/a

Increased
environmental
impact

No change

Reduced
environmental
impact

=

a

Accident/
emergency

n/a

Increased
environmental
impact

No change

Reduced
environmental
impact

=

b

Past activities

Evident/
requires
action

Possible
damage/difficult
to evaluate

n/a

No damage

=

c

Planned
activities

n/a

Increased
environmental
impact

No change

Reduced
environmental
impact

=

d

Other operating conditions total score = (a + b + c + d)
Table 7 Matrix to score environmental impacts under other operating conditions
Aspects
Evaluation

What is significant?
This two-step method produces a score for an environmental impact under both normal and other
operating conditions. The impact is significant if its score is above a threshold value. Some impacts
may be significant in only one category, others in both. It is up to each company to set its own
threshold over which impacts are considered significant. You must record the reasons for your
decision.
Fig 6 shows an example environmental evaluation sheet for the use of hydraulic oil. In the example,
the maximum possible score for either normal or other operating conditions is 30. If the threshold
is set at 15, then use of hydraulic oil is classified as significant during both normal and other
operating conditions.
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ENVIRONMENTAL ASPECTS EVALUATION SHEET
Aspect:
Impact:

Use of hydraulic oil
Water pollution

Normal operating conditions
Issues
Score (from Table 6)
Legislation
3 (Existing - disposal of oil)
Environmental damage
3 (Known detriment - spillage
of washdown into drains and
then to sewer)
Interested parties
2 (Moderate interest - protection
of operators)
Quantity
2 (Medium)
Total score, normal operating conditions =

Weighting factor
x
2
= 6

x

3

=

9

x
x

2
3

=
=

4
6
25

Other operating conditions
Issues
Score (from Table 7)
Abnormal operations
6 (Increased environmental impact - contamination
of cleaning materials during oil change)
Accident/emergency
6 (Increased environmental impact - major spill
flowing into watercourse)
Past activities
6 (Possible damage/difficult to evaluate - leakage
of oil from storage tank into ground)
Planned activities
0 (Reduced environmental impact - adoption of oilfree all-electric injection moulding machines)
Total score, other operating conditions =

section

5
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Fig 6 Example environmental evaluation sheet produced by the numerical rating/weighting method

Even if no aspect is considered significant under these further criteria, it is
important to show that you have considered the possibility and to record
the reasons for your decision.
Remember to assess new projects according to your significance criteria.
For example, you could link your significance evaluation procedure to your
capital expenditure application/authorisation process.

5.5.2

Risk assessment method of assessing the significance of impacts

This approach uses conventional risk assessment methods to predict the likelihood and severity of
outcomes or events. A rating is assigned to each potential impact after considering risk factors such
as the following:
■

Hazardous properties, eg a discharge of a small amount of dilute detergent will have less
impact than the equivalent discharge of a noxious substance.

■

Size, eg the impact of a spillage involving 200 litres of hydraulic oil will be greater than that
of 1 litre.

■

Frequency or likelihood of occurrence, eg continuous whirring from a ventilation fan may
create more nuisance than the occasional noise of delivery vehicles.

■

Presence of sensitive environmental receptors, eg people, a watercourse and/or site of special
scientific interest. For example, noise from a site near housing is more likely to generate
complaints than the same noise emitted from an industrial estate.

■

Presence or absence of environmental controls, eg techniques designed to control or prevent
the environmental impact. Such techniques include abatement technology, eg extractors,
and systems of work.
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For each impact, you need to decide its degree of severity {minor, moderate, major) and how likely
it is to occur (unlikely, likely, very likely). A simple assessment of the risk is obtained by combining
the severity of the consequences with the likelihood of occurrence for each impact. A numerical
rating is given to each, with a negative number indicating an adverse impact.
In the example shown in Fig 7, an impact considered minor and unlikely to occur is given a rating of
-1, whereas a major impact that is likely to occur is rated at -6. Where the rating falls between -4
and -9, corrective action must be taken by setting appropriate objectives and targets for
improvement.

Acceptable risk
Needs further investigation

Occurrence

Unacceptable risk

section
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Unlikely

-1

-2

-3

Likely

-2

-4

-6

Very likely

-3

-6

-9

Minor

Moderate

Major

Severity

Fig 7 Matrix to rate environmental impacts in terms of assessed risk

5.6 RECORDING YOUR DECISIONS
The reasons for your decisions should be recorded in a systematic manner for future reference and
to show to accredited certifiers.

5.6.1
Evaluation
Procedure

The procedure you use to identify environmental aspects and then assess them for significance must
be recorded and be able to provide consistent results for each site. Amending the example
procedure given on the tools disk to make it applicable to your company will save you time and
effort. This tool is supplied as a text file to permit its modification using all types of word processing
software. It is not shown in Appendix 2.

5.6.2
Aspects
Register
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Written procedure for evaluating significance

Aspects Register

Your collection of lists of environmental aspects and evaluation of significance make up your Aspects
Register. This Register should give details of the company’s environmental aspects, together with an
analysis of their impacts. It should indicate whether an aspect is considered significant and how your
significant environmental aspects are linked to your EMS. Fig 8 shows part of an example Aspects
Register from a plastics processor.

Aspect (score)
(significance)

Unit

Related impact(s)

Links to the EMS

Electricity use
Score: 27
Significant

kWh

Climate change (indirect)
Acid rain (indirect)
Resource consumption (indirect)

See Objective Number 3-01

Waste production
Score: 35
Significant

tonne

Landfill impacts (indirect):
Climate change (landfill gas)
Potential for leachate

See Objective Number 3-02
See Site Waste Management
Procedure ENV/PROC/012

Noise
Score: 17
Significant

dB

Potential nuisance
Human health (by stress)

See Nuisance Handling
Procedure ENV/PROC/014

Fig 8 Section from an example Aspects Register

CHECKLIST 1: DO YOU HAVE...?
ENVIRONMENTAL

section

A written procedure to identify environmental aspects and
to evaluate those with significant environmental impacts

5

An Aspects Register
Process maps and evaluation tables (the proof of the process)
An environmental policy
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6 LEGAL REQUIREMENTS

Compliance with the law is a key part of any EMS. The only way to be confident that you are fully
compliant is to have a detailed understanding of all the laws and regulations that apply to your operations.
Remember, there is often an overlap between health and safety legislation and environmental legislation.
Once you understand the legislation, you can put appropriate controls in place.

The basic requirement of ISO 14001
Section 4.3.2 of the standard requires you to use a procedure to identify and obtain access to
all environment-related legal requirements.
To understand the legislation affecting your company, you need to:
■

Identify a source of guidance to all environmental legislation, eg the Environment and Energy
Helpline on 0800 585794.

■

Identify the legislation relevant to your site and operations.

■

List appropriate legislation and how it applies to the site. This document is usually referred to
as a Register of Legislation. Fig 9 shows an example page from a Register of Legislation.

section
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REGISTER OF LEGISLATION
Act/regulation/guidance
The Environmental Protection (Duty of Care) Regulations 1991 (SI 1991 No. 2839)
(Environmental Protection Act 1990 Part II)

Summary
Producers of controlled waste must:
■

ensure that waste is contained securely;

■

only transfer waste to someone authorised to carry or manage it;

■

keep appropriate records and transfer notes;

■

take appropriate measures to ensure that others involved in handling or
disposal of the waste do so in accordance with the law.

Relevance to the company
The company produces controlled waste.

Regulator
Environment Agency

Who is responsible within the company?
Environment Manager

Links to other parts of the EMS
Controlled waste is a significant aspect with associated objectives, targets, and
operational control procedures, including:
■

site waste management procedure;

■

measuring and monitoring procedure;

■

compliance assessment procedure.
Fig 9 Example page from a Register of Legislation at a plastics processor
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Once you have identified an Act or Regulation as being relevant to your site, you should either
obtain a copy for reference7 or ensure you describe how it applies to your activities in your Register
of Legislation. While Acts themselves are often of little practical use, the associated Regulations,
government guidance and codes of practice are critical to compliance.

Legislation
Register

The method you choose to identify your legal requirements should be documented as a procedure
within your EMS. You should also specify how often you intend to update your Register. This should
be at least annually. The update should be linked to an annual assessment of compliance (see
Section 8.9.3 and GG251 tools - Compliance review). When the Register is updated, key changes
should be summarised at the front. You should also consider issuing a management bulletin to
bring the changes to the attention of all relevant employees.
If you are not sure which legislation, regulations and codes of practice apply to your site, you should
seek advice from:
■

the Environment and Energy Helpline on 0800 585794;

■

the Environment Agency (in England and Wales), the Scottish Environment Protection Agency
(SEPA) and the Environment and Heritage Service (in Northern Ireland);

■

your local authority;

■

your trade association;

■

consultants;

■

a periodically revised environmental law bulletin, eg Register of Environmental Regulations A directory of significant environmental legislation affecting the manufacturing sector in
England and Wales, published annually by the Engineering Employers’ Federation (EEF)8.

section
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Advice on all environmental legislation affecting plastics processors can be obtained
through the Environment and Energy Helpline on freephone 0800 585794.

ISO 14001 requires compliance not just with laws and regulations, but also
with any other standards or approved codes of practice (ACOPs) to which
your company subscribes, eg:
■ industry codes of practice;
■ Forest Stewardship Council’s Campaign for Sustainable Forests;
■ the Chemical Industry Association’s Responsible Care® campaign;
■ Making a Corporate Commitment (MACC) from the Department of the
Environment, Transport and Regions (DETR) (see www.MACC2.org.uk).
If your company has signed up to one of these initiatives or any others
including local ones, summarise the scheme’s requirements in your Register
of Legislation.

7

From www.ukstate.com or The Stationery Office, Tel: 0870 600 5522, or accredited agents.

8

Engineering Employers’ Federation. Tel: 020 7222 7777. www.eef-fed.org.uk
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CHECKLIST 2: DO YOU HAVE...?
ENVIRONMENTAL

A written procedure to identify legal and other
requirements applicable to your site’s environment-related
activities
A procedure that ensures you are aware of forthcoming
legislation that may affect your company
A Register of Legislation
All permits, authorisations, etc required under current
legislation
Proof of updating of your Register of Legislation
section

6
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7 O B J E C T I V E S A N D TA R G E T S

Setting specific objectives and realistic targets is the best way to plan to achieve continual
improvement in your environmental performance. Make sure everyone knows what your objectives
and targets are and how you plan to achieve them.

The basic requirement of ISO 14001
Section 4.3.3 of the standard requires you to set objectives and targets for continual
improvement.

7.1 OBJECTIVES
These are guiding aims for your EMS and should be set to achieve improvements in line with:
■

your significant aspects;

■

your environmental policy;

■

technical options;

■

financial, operational and other business requirements.

Objectives are generally along the lines of ‘use less of Resource A’, ‘use
Resource B more efficiently’, ‘release less of Pollutant C’, etc. They can
include items such as ‘identify sustainable use of Resource D’ and ‘negotiate
contracts for the return of empty drums to suppliers’.

section
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‘Reduce raw material consumption per unit’ is a better objective than just
‘reduce raw material consumption’ as it allows for an increase in production.
Some companies set medium-term, eg three-year, objectives for their EMS
together with annual objectives and targets.

7.2 TARGETS
Having one or more targets for each objective allows you to set a short-term measurable goal for
the objective against which performance can be judged. The simplest form is a percentage
reduction target, eg 5% reduction in solid waste per tonne of product. Fig 10 shows an example
table of objectives and targets from a plastics processor.
Opportunities to reduce waste identified during your Initial Review can aid target setting, eg 15%
reduction in packaging use and 10% reduction in water consumption within a year.
Classifying targets into three types - measurement, improvement or control - will help you to focus
your efforts while gathering more data and maintaining any savings.
■

Measurement. ‘If you don’t measure it, you can’t manage it’ is a common management
saying. You cannot set improvement targets if you do not have any base-line measurements.

■

Improvement. Measuring the aspect and then identifying the scope for improvement will
allow you to set a target for achieving improvements. Quantifying the cost benefits of
achieving improvements will provide a stimulus for senior managers.
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■

Control. Once improvements have been achieved, it is necessary to put controls in place to
ensure that the improvement is maintained. Alternatively, you might set a control target to
give you time to focus on other, more pressing aspects.
It is not necessary or even advisable to set all numerical targets in the first
instance. For example, you may have decided that process waste is a
significant aspect and so your first target might be to measure the amount of
waste produced so that you can set a target for reduction.
The way to make this kind of target auditable is to set deadlines for its
achievement, eg to measure extruder purge waste by 1 February 2001. This
is where targets can overlap with the Management Programme (see
Section 8.1). Another way of setting auditable targets without plucking
reduction figures at random is to begin by asking each department to
identify, say, ten opportunities to reduce waste. They should be asked to
identify savings that can be made by making specific changes to procedure,
then checking that the changes have made the savings expected.

An objective can have more than one target, eg an objective to reduce the amount of waste sent
for disposal could lead to targets to reduce the amount of general waste sent to landfill by 20% and
the amount of special waste taken away by an off-site contractor by 5% within a year.
Any target should be SMART:
section

7

■

Specific - relating to one significant aspect.

■

Measurable - a quantifiable element.

■

Achievable - not unrealistic.

■

Responsibility assigned - a specific owner for each.

■

Time-limited - a deadline for achievement.

Owners for individual targets should be identified to ensure that the workload is shared out, that
individuals are clearly responsible for different issues and that they know where to focus their efforts.
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Having identified its significant environmental aspects, Mouldings Holdings Ltd decided to divide its
objectives and targets into three phases. The objectives took into account the resources available
by defining main and secondary aims as follows:
Phase 1:
Main objectives:
■

EMS implementation (with target date);

■

legal compliance.

Secondary objectives (significant aspect reduction):
■

to use production materials as efficiently as possible;

■

to reduce the amount and environmental impact of waste;

■

to use fuel as efficiently as possible to reduce fuel
consumption and thus emissions to air.

Targets:
■

to increase efficiency of polymer use by 1%;

■

5% reduction in the amount of waste generated per tonne of
production;

■

5% reduction in the amount of electricity and paper used per
tonne of production;

■

to implement continual monitoring of fuel consumption.

Phase 2:
Main objectives:
section

■

monitoring and review of EMS;

■

analysis of performance against first yearÕs targets;

■

development of a five-year strategy for significant aspect
reduction (with target dates).

7

Secondary objective:
■

to reduce significant environmental aspects.
Targets for Phases 2 and 3 will not be defined until the
appropriate time, as they need to be based on fact and experience.

Phase 3:
Main objective:
■

continuing significant aspect reduction through a five-year
strategy.

Secondary objective:
■

monitoring and continual improvement of EMS.
Fig 10 Example objectives and targets

This approach enabled the Company to achieve early benefits through cost savings and compliance
with legislation. These solid foundations increased motivation and set the scene for continual
improvement.
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CHECKLIST 3: DO YOU HAVE...?
ENVIRONMENTAL

Written objectives and targets for each relevant function
and level for the company
A written procedure for setting objectives and targets (this
is optional, but it simplifies matters and is good practice)
Records of previous years’ objectives and targets, together
with a summary report on performance in relation to these these are also needed for the Management Review (see
Section 8.13)

section

7
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8 O P E R AT I N G Y O U R E M S

8.1 DEVELOPING A MANAGEMENT PROGRAMME
A written programme of work stating when and how objectives will be achieved, and who is
responsible for achieving them will help you implement your EMS effectively. It will also help you
adopt a systematic approach to waste minimisation and thus obtain optimum benefits from this
initiative. The Management Programme does not need to be a detailed project plan, but should
include deadlines for completing the specific tasks associated with your objectives and targets.

Management
Programme

The basic requirement of ISO 14001
Section 4.3.4 of the standard requires you to have a Management Programme in place to enable
objectives and targets to be achieved.
The key to success is to set intermediate deadlines to keep each objective on track. This approach
enables objectives to be progressed in small, manageable parts and defines clearly what, who and
when. It is essential to give ownership of the setting and achievement of each target to a
responsible individual. The example shown in Fig 11 can be used as the basis for documenting your
Management Programme. Setting ‘milestones’ (where possible) will also allow the objectives, the
targets and the Programme to be audited.

One plastics processing company sets quarterly deadlines for all of its
objectives and targets and then holds a review meeting to assess progress.
This enables everyone to get used to the idea of completing tasks on time and
exerts peer pressure to implement the Management Programme successfully.

section
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CHECKLIST 4: DO YOU HAVE...?
ENVIRONMENTAL

A written programme of work outlining when and how the
objectives and targets of your EMS will be achieved and
who has responsibility for them
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ENVIRONMENTAL MANAGEMENT PROGRAMME
Section/process:

Raw material consumption

Page: 1

of 1

Project owner:

Production Manager

Objective:

To improve the utilisation of raw materials and minimise
waste.

Target(s):

To reduce polymer waste from 4.5% to 2.5%.

Original version
compiled by:

Environmental Co-ordinator

Current issue:

5

Issue date:

Programme target date:

1.2

15/12/00

December 2001

Action required

1.1

Date: 15/12/00

Owner

Complete process mapping to

Production

identify waste streams.

Supervisor

Quantify all waste streams.

Production

Target

Completion

date

date

31/01/01

31/03/01

Supervisor
1.3

Calculate total cost of

Production Manager

30/04/01

Carry out problem-busting and

Production Manager

31/05/01

employee consultation to

and waste

identify potential solutions.

minimisation team

waste streams.
1.4
section
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1.5

Compare potential solutions,

Production Manager

carry out feasibility

and waste

studies and conduct

minimisation team

30/06/01

financial appraisals for
suggested options.
1.6

Implement chosen solutions.

Production Manager

30/09/01

1.7

Monitor and report on

Environmental

01/10/01

improvements.

Co-ordinator

onwards

Fig 11 Example Management Programme

8.2 ORGANISATION AND STRUCTURE
Sufficient commitment and jurisdiction for environmental management at a senior level and
throughout the company are also vital for the success of your EMS.
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■

Ensure someone senior has overall responsibility for the system at Board level or at least at site
management team level.

■

Formalise the role of the implementation team and the EMS champion.

■

Include key roles and responsibilities in the job descriptions of relevant employees.

Table 8 summarises the roles and responsibilities of different people within the company in terms of
an EMS.
Person/group

Role and responsibilities

Line function
The Board

■ Endorses environmental policy and programmes.

Managing Director

■ Determines details of environmental programmes.
■ Contributes to the development of environmental procedures.
■ Allocates the necessary resources for maintaining the EMS.
■ Ensures training and further improvement measures are implemented.

Production and
Engineering Managers

■ Contribute to the development and implementation of environmental
procedures.
■ Ensure achievement of environmental objectives and targets.

Shift Managers

■ Ensure environmental procedures and work instructions are followed
correctly.

All employees

■ Observe and input to environment-related procedures and work
instructions.

Staff function
Implementation team led
by the EMS champion
(eg the Environmental
Manager)

■ Authorised management team with delegated responsibility for the
implementation and maintenance of the EMS.
■ Contributes to the development of environmental procedures.
■ Determines training needs and future development.
■ Monitors new legislation.
■ Responsible for communications.

Waste minimisation team

■ Responsible for all aspects of the waste minimisation programme,
including implementation of waste reduction projects and continuous
monitoring of waste streams.
■ Works closely with, or as part of, the EMS implementation team.

Health and safety
representative

■ Works in close liaison with the EMS implementation and waste
minimisation teams to implement and maintain procedures and training
programmes for employees.

Works committee

■ Means of communicating information about environmental programmes,
relevant regulations and implementation of environmental procedures
and work instructions.

section
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Table 8 Roles and responsibilities within an EMS

The basic requirement of ISO 14001
Section 4.4.1 of the standard requires you to ensure that roles and responsibilities with regard
to environmental management are clearly defined and documented.

Look at how roles and responsibilities are defined in your quality system manual.
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CHECKLIST 5: DO YOU HAVE...?
ENVIRONMENTAL

An organisation chart with asterisks highlighting the
members of the EMS team
Updated job descriptions

8.3 TRAINING
Training
Matrix

Training is another essential requirement for the success of an EMS. As well as raising awareness of
environmental issues, it should provide employees with specific technical skills.
When developing your EMS, the key task is to produce a training needs assessment matrix. This
should include the relevant job functions and the different types of technical knowledge required to
operate your EMS.

section
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■

Identify the issues and procedures that employees need to be trained in and the key roles that
will require training.

■

Fill out a training needs matrix to ensure that training is targeted to a specific audience.

■

Ensure that, as a minimum, all employees (including new recruits) receive basic training in
environmental awareness, waste minimisation and the elements of your EMS.

It is important to provide proof of training. Put in place a system to ensure that if someone misses
a key training session, this is flagged up and rescheduled for a later date. Many quality management
systems include procedures for recording training needs and keeping records of attendance.

The basic requirement of ISO 14001
Section 4.4.2 of the standard requires you to identify training needs in a structured and
documented fashion, and then develop a training programme.

Training can be a simple ten-minute briefing on the shop floor. The
important things are to:
■ identify training needs for all employees systematically;
■ identify the relevant training requirements;
■ prepare training materials (eg notes and slides) with the correct details.
To maximise the cost-effectiveness of training and minimise inconvenience, try
to run the training session between shifts so as to reach a larger audience.
It is not sufficient to just provide training once. For the system to mature and
provide good results, refresher training and further specialist training may be
necessary.
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8.3.1

Awareness training

A typical awareness training programme contains:
■

an overview of environmental issues - global, regional and local;

■

an explanation of the company’s significant aspects - what they are and with example impacts;

■

an explanation of how to apply the waste hierarchy to reduce impacts;

■

an introduction to ISO 14001 - what is an EMS and why have one?

■

an explanation of the company’s environmental policy and EMS:
– what the policy is for;
– what happens next;
– why the EMS is important;
– what it means for individuals in their own job functions.

Thorough training raises awareness
Mouldings Holdings Ltd carried out a detailed training needs analysis and recorded the results
on a matrix. The training required was identified and incorporated into the Company’s
objectives. This annual process translated into a training programme with individual records held
in the company’s QMS. All employees - from the Managing Director to the cleaners - were given
training in general environmental awareness. The Company also recognises the need for
refresher courses; this need is identified through the audit process.

CHECKLIST 6: DO YOU HAVE...?
ENVIRONMENTAL

section

A formal, documented procedure to assess training needs

8

A written plan to deliver the training
Records of training materials - notes, slides, etc
Signed training attendance forms

8.4 COMMUNICATION
Communicating to everyone in the company the reasons for implementing an EMS, the role of
individuals and the progress made will help to achieve ownership of the EMS by all employees and
maintain the momentum for continual environmental improvement. Telling the outside world what
you are doing and what you have achieved will improve your public image and provide evidence to
your customers that you care about the environment.

The basic requirement of ISO 14001
Section 4.4.3 of the standard requires you to have procedures for both internal and external
communication.
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8.4.1

Procedure for internal communications

Your written procedure for internal communications should specify channels of communication, eg
newsletters, team briefs and posters, and, possibly, approximate frequencies of communication.
Anything of relevance to the EMS - current performance, successes, incidents, new legislation, site
improvements, awards, etc - should be communicated, and records kept to prove the
communications took place.

Try not to tie yourself down to, say, monthly bulletins - the deadlines will come
around all too quickly.
Consider an annual EMS progress report in your site newspaper.

Communications and awareness training pays off
Mouldings Holdings Ltd uses notice-boards to great effect to communicate on the shopfloor.
One poster shows the Company’s significant aspects (see Fig 12), focusing attention as well as
provoking discussion. Other displays include waste guidance notes that make waste handling
procedures clear to all employees and stress the importance of correct segregation of waste. This
ensures compliance, eg through separate collection and disposal of special waste, as well as cost
savings. For example, cardboard is removed for recycling free of charge (the Company pays a
small fee for container rental) and general waste is kept out of the special waste containers, thus
avoiding higher disposal costs.

What are Mouldings Holdings’ global
and local environmental impacts
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• Fuel use/emissions to air - adds to global warming and
build up of toxic chemicals
• Solid waste - causes land pollution
• Energy use - contributes to global warming and acid rain
• Resource use - causes water pollution
affecting drinking water
• Noise
• Fire - adds to air, water and land pollution

Fig 12 Example environmental impacts display

8.4.2

Procedure for external communications

The purpose of this procedure is to ensure that:
■
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all communications to and from external interested parties are received, documented and
responded to by the correct person;

■

records of the content of all communications are held.

Log details of all external communications to ensure you keep track of any
discussions.

Essential requirement of ISO 14001
Section 4.4.3 of the standard requires you to consider whether to report externally on your
significant environmental aspects. Your decision should be recorded in the minutes of the
Management Review (see Section 8.13).
As you make progress with your EMS, the annual performance data you are required to collect
could form the basis for either an internal or an external report (see also the information on
EMAS in Appendix 1).

CHECKLIST 7: DO YOU HAVE...?
ENVIRONMENTAL

Procedure(s) for internal and external communications
Records of internal communications, eg copies of newsletters
An external communications log
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8.5 MANAGEMENT MANUAL
The Management Manual acts as a guide to EMS procedures and documents, and describes the
entire system. It provides a useful guide to anyone wanting to understand your EMS.
Your Management Manual should include:
■

a brief history of the company;

■

your environmental policy;

■

a description of how your EMS works (if applicable, in relation to each clause of ISO 14001);

■

a full list of EMS procedures;

■

a description of key management responsibilities and an organisation chart.

The basic requirement of ISO 14001
Section 4.4.4 of the standard requires you to maintain information to describe your
environmental management system.
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If you are certified to ISO 9000, look at your quality management manual
and see if your environmental manual could follow a similar format. Some
companies have produced joint quality and environmental manuals referring to them as the company manual.

CHECKLIST 8: DO YOU HAVE...?
ENVIRONMENTAL

A collection of relevant documents forming an environmental
Management Manual
A manual providing good links to all other parts of the system

8.6 DOCUMENT CONTROL
Document control eliminates the risk of someone unwittingly using an old version of a procedure or
other EMS document. Document control for an EMS is similar to that for a QMS.
Document control relies on:
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■

systematic numbering of documents, together with a title, date and version number;

■

review, revision and approval procedures;

■

controlled withdrawal of obsolete documents from use and issue of new versions.

There will already be a suitable document control procedure in your ISO 9000
system if you are certified.

The basic requirement of ISO 14001
Section 4.4.5 of the standard requires you to have a procedure for document control.

CHECKLIST 9: DO YOU HAVE...?
ENVIRONMENTAL

A written procedure for document control
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8.7 OPERATIONAL CONTROL
You should develop operational controls (work instructions or standard operating procedures) for all
situations where their absence could lead to a deviation from your environmental policy. This is
especially important to ensure compliance with legislative requirements. Existing operational control
procedures developed for a QMS may be suitable - with amendments - for ISO 14001. Examples of
existing operational control can include procedures for:
■

bulk deliveries;

■

management of resource consumption, eg raw materials and cooling water;

■

site waste management;

■

control of pollution abatement plant, eg bag filters and effluent treatment;

■

energy management;

■

planned preventative maintenance (PPM) and inspection (for transformers if PCBs are present
or expected);

■

housekeeping (including standards for cleanliness);

■

responding to noise/nuisance complaints (may overlap with the external communications
procedure);

■

management of drainage systems;

■

management of on-site contractors.

The basic requirement of ISO 14001
Section 4.4.6 of the standard requires you to identify critical activities related to your significant
aspects, policy, objectives and targets and to develop documented procedures or work instructions.
You are also expected to examine supply chain issues for contractors and suppliers (see Section 10).
section

Ensure that each procedure has a recognised owner/champion responsible for
piloting and writing the procedure and future updates and ensuring the
procedure is used.
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Sites with Part B IPC authorisations under the Environmental Protection
Act 1990, eg for painting operations, should already have operational control
procedures to deal with compliance issues and authorisation conditions.

8.7.1

How to write procedures/work instructions

Once you have identified where operational control procedures are needed, follow the seven steps
summarised in Table 9 to produce meaningful instructions.
Step

Task

Action
Determine what, who, when, how and why

2

Identify the outline
requirements
for the procedure
Draft the procedure

3

Pilot the procedure

Run through the procedure with some or all of the people involved to
check it is effective and that those doing it understand it and agree to it

4

Modify the procedure

Make any necessary changes to the procedure to take account of feedback

5

Train

Train all relevant employees on how and when to follow the procedure

6

Implement

Implement the procedure through your document control system

7

Follow-up

Carry out audits and visual inspections to ensure the procedure is effective

1

Write down the way things are done (or how they should be done)

Table 9 Writing effective operational procedures
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Keep procedures simple using pictures and flow diagrams. For example,
simple notices attached to bunds can be regarded as procedures as long as
they are controlled under the EMS.
Establish decentralised ownership of procedures to spread out the work
when they need to be updated.
Remember - say what you do and then do what you say.

CHECKLIST 10: DO YOU HAVE...?
ENVIRONMENTAL

Procedures for all situations where their absence could lead
to a deviation from your environmental policy

8.8 EMERGENCY PROCEDURES
Use your existing fire and any other emergency procedures, eg for spillages of oils, granules, solvents
or inks, to develop a written procedure to deal with emergencies that:
■

identifies the environmental risks associated with, for example, burning granules and the fate
of fire-fighting water;

■

makes a broad assessment of possible emergency situations.
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The basic requirement of ISO 14001
Section 4.4.7 of the standard requires you to have a written procedure for dealing with emergencies.

Emergency procedures avoid pollution
Many companies consider fire and explosion to be the only reasonably foreseeable emergency
situation. One plastics processor took this view and discounted the likelihood of flooding as,
even in times of very heavy rain, no such incidents had occurred in the previous 20 years. The
company premises were flooded following torrential rain in the summer of 1999, and the
company had no suitable emergency procedures in place.
Another plastics processor had foreseen the possibility of spillages of paint or oil, which might
run off to stormwater drains. The company bought a number of inexpensive rubber mats that
could be laid over the drains in the event of a spillage. This foresight paid dividends when a paint
spillage occurred during off-loading from a delivery vehicle. Because the rubber mats were
available and the operators had procedures they were trained to follow, they were able to react
quickly and prevent pollution of the stormwater drainage system (thus avoiding prosecution).
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CHECKLIST 11: DO YOU HAVE...?
ENVIRONMENTAL

A written emergency procedure
Records/proof of tests of this procedure

8.9 MONITORING AND MEASUREMENT
Measuring to manage: If you don’t measure it, you can’t manage it.
Contact the Environment and Energy Helpline on freephone 0800 585794 for
details of the many free publications from the Environmental Technology
Best Practice Programme on how to identify, measure and reduce waste
through measuring to manage.

8.9.1

General principles of monitoring and measurement

Your EMS should include a procedure for regular monitoring and measurement of the characteristics
related to significant aspects, including waste production. These data should be collated and
summarised together with a commentary on trends, relationship to production volumes and
compatibility with targets. Data collection and analysis is a vital tool in reducing resource use and
minimising waste.
Although the minimum frequency specified by ISO 14001 is annually, more frequent measurement,
eg monthly or weekly, is necessary to identify variations and opportunities to reduce waste. The
sooner you take corrective action, the more cost savings you will achieve.
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Performance reports can be used in the Management Review, displayed internally to report success
and even turned into a fully-fledged environmental report. Parameters that should be measured
include:
■

production levels;

■

waste generated, eg purge material;

■

water use, eg cooling water;

■

energy use, eg electricity for extruder heating.

To ensure accurate and consistent comparisons, waste and utility data should be related to a
measure of production, eg tonnes of waste per tonne of product or tonnes of waste per number of
units produced.

The basic requirement of ISO 14001
Section 4.5.1 of the standard requires you to set up procedures to monitor and measure your
significant aspects and impacts on the environment. To do this effectively, you also need to
ensure that adequate calibration procedures are in place for any measuring equipment used.
This section of the standard also requires you to evaluate your compliance with all relevant
legislation.
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Reducing overweight product produces significant cost savings
An extruder implemented a system to monitor in-process waste and rework to help achieve an
objective of reducing the amount of waste sent to landfill. As part of the quality system, product
thickness was scrutinised carefully and over-thickness measured in terms of the cost of the extra
raw material. Scrap and rework were also recorded on a shift-by-shift basis. Regular monitoring
helped employees to focus on the costs associated with waste and contributed to a halving of
scrap levels, saving £10 500/year.

8.9.2

Calibration

You also need a procedure for the calibration of equipment used for monitoring and measurement.
Check for any overlap with ISO 9002 procedures on calibration and ensure any external contractors
are covered by your procedure.

8.9.3
Compliance
Review

Assessing legislative compliance

Your procedure to assess compliance with legislation should be performed at least annually, and
after updates of your Register of Legislation. You may need to assess compliance more often for
some issues - especially when there is a statutory requirement to supply information to regulators.
■

Any areas of non-compliance should be identified and corrective actions initiated.

■

Non-compliances should be summarised in a report produced for the Management Review.

Fig 13 shows part of an example legislative compliance review sheet.
LEGISLATIVE COMPLIANCE REVIEW SHEET
Sheet number: 1
section

8

Issue

Register of
Legislation
(including
reference number)

Solid waste
(general)

Packaging
obligations

Trade effluent
discharge

Means of
verification

Result

The Collection and
Disposal of Waste
Regulations 1988
(SI 1988 No. 819)

Checking operating
procedures.
Checking waste transfer
notes on file.

Procedures
satisfactory.
Paperwork present
and correct.

The Producer
Responsibility
Obligations
(Packaging Waste)
Regulations 1997
(SI 1997 No. 648)

Checking operating
procedures.
Checking PRNs on file.

Procedures
satisfactory.
Sufficient PRNs
present.

The Trade Effluents
(Prescribed Processes
and Substances)
Regulations 1989
(SI 1989 No. 1156)

Checking operating
procedures.
Checking process
outputs.
Checking water company
contract and licence
conditions.

Procedures
satisfactory.
Outputs within
limits.
Contract
relevant.

Fig 13 Example legislative review sheet
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Conclusion

Compliant
Compliant

Compliant
Compliant

Compliant
Compliant
Compliant

CHECKLIST 12: DO YOU HAVE...?
ENVIRONMENTAL

Procedures to measure raw material use, solid waste, water use,
releases to water/sewer, emission to air, energy use, etc
Calibration procedures (check ISO 9002)
A compliance assessment procedure

8.10 IDENTIFYING AND CORRECTING PROBLEMS
Non-conformances are failures within your system identified during audits (see Section 8.12),
inspections and day-to-day activities. The reason(s) for a non-conformance should be investigated
and corrective action agreed and planned. The same process can also be used to implement
preventative actions before things go wrong.
Procedures should be developed for the following:
■

non-conformance - any deviation from the system’s requirements;

■

corrective action - specified action as a result of a non-conformance;

■

preventative action - action identified to prevent non-conformance.

It is important to keep written records of non-conformances and agreed corrective/preventative
actions. Any corrective actions should be assigned to one person, who should acknowledge
responsibility by signing the corrective action request (CAR) form.

The basic requirement of ISO 14001
Section 4.5.2 of the standard requires companies to have procedures to ensure that when things
go wrong (or don’t follow the system), there is a process for recognising the non-conformance
and setting out corrective actions.

section
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CAR
Form

Non-conformance, corrective action and preventative action are key parts of
a QMS certified to ISO 9000. Examine your existing quality procedures to see
if you need an additional procedure for your EMS or just changes to existing
procedures.
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CHECKLIST 13: DO YOU HAVE...?
ENVIRONMENTAL

Procedures for non-conformance, corrective action and
preventative action
Forms to record non-conformances and
corrective/preventative action
Reports on follow-up actions

8.11 KEEPING RECORDS
The records required for an EMS include:
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■

Aspects Register (see Section 5.6.2 and GG251 tools - Aspects Register);

■

Register of Legislation (see Section 6 and GG251 tools - Legislation Register);

■

objectives and targets (see Section 7);

■

monitoring and measurement data (see Section 8.9);

■

operational data where appropriate and relevant to your EMS;

■

non-conformance and corrective action forms (see Section 8.10 and GG251 tools Compliance review and GG251 tools - CAR form);

■

audit reports (see Section 8.12.4).

There are legal requirements governing the retention of certain environmental documents, eg Duty
of Care waste transfer notes must be kept for a minimum of two years and special waste
consignment notes for a minimum of three years.

The basic requirement of ISO 14001
Section 4.5.3 of the standard requires you to maintain procedures for the identification,
maintenance and archiving of environmental records.
Although not a legal requirement, documents such as site borehole records and contaminated land
surveys should be held forever. These records will help to maintain your property asset value.
Archiving of records should already be dealt with under your QMS. If you
have ISO 9001 or ISO 9002, check your system’s record and archiving
requirements. Review these in relation to your EMS.
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CHECKLIST 14: DO YOU HAVE...?
ENVIRONMENTAL

A record-keeping procedure for the system

8.12 INTERNAL AUDITS
Internal audits involve a systematic inspection and comparison of actual operating methods with
policies, procedures, work instructions, etc. They allow you to check that the EMS is operating
correctly and help to maintain momentum. Environmental auditing also helps to maintain
environmental awareness and a sense of responsibility among employees.

The basic requirement of ISO 14001
Section 4.5.4 of the standard requires you to establish procedures for audits to periodically assess
the effectiveness of your EMS in relation to both the standard itself and good environmental
management. These procedures should also confirm that the system has been properly
implemented and maintained.

There are three ancillary standards to ISO 14001 dealing with EMS auditing9:
■

ISO 14010 Guidelines for Environmental Auditing - General Principles;

■

ISO 14011 Guidelines for Environmental Auditing - Audit Procedures Auditing of Environmental Management Systems;

■

ISO 14012 Guidelines for Environmental Auditing - Qualification Criteria
for Environmental Auditors.
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If you are considering using existing ISO 9000 audit procedures, check they
meet the requirements of ISO 14001 - particularly with respect to auditing
objectives/targets and compliance with legislation.

8.12.1

Writing an audit procedure

An audit should focus on your significant environmental aspects and compliance with legislation.
Like other EMS procedures, the audit procedure should cover purpose, scope, responsibilities and
records.
An audit should allow you to:
■

determine whether the EMS has been implemented and maintained correctly;

■

verify that the system is working and is effective;

■

identify weaknesses in the system and/or areas for improvement;

■

assess compliance with the requirements of the EMS itself, eg:

9

–

compliance with policy;

–

progress towards objectives and targets;

–

compliance with legislation;

Available from BSI. Tel: 0208 996 7000. Fax: 0208 996 7001. www.bsi.org.uk
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–

adherence to procedures;

–

record-keeping.

The auditor(s) should not have direct management responsibility for the area/procedure being
audited. Auditors should also have sufficient understanding of:
■

environmental science and technology;

■

technical and environmental aspects of the site’s operations;

■

the requirements of relevant environmental legislation;

■

the EMS itself and ISO 14001;

■

audit procedures and techniques.

8.12.2

Devising an audit programme

The frequency of audits should be linked to the significance of the environmental impacts, but all
procedures should be audited at least once a year. The audit programme should be decided each
year and take account of areas/issues identified for particular attention by previous audits. An audit
timetable should be drawn up, showing which areas are to be audited and when, eg which
procedures are to be audited each month.

8.12.3

Carrying out the audit

Phase 1: pre-audit
■

The auditor(s) should first read the procedure to be audited and then prepare a list of key
questions about significant areas of the procedure - preferably with simple yes/no responses.
For example, an audit of your waste handling and storage procedure might ask, ‘Are waste
containers labelled clearly and correctly?’

■

The auditor(s) should then consider who needs to be interviewed and what observations should
be made to gather supporting evidence. Records of this planning should list as a minimum:
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–

area audited;

–

elements of the EMS audited;

–

evidence obtained and how;

–

date of audit;

–

name of the auditor(s);

–

area of responsibility;

–

number of non-conformances;

–

acknowledgement of the audit by the person responsible for the area audited.

Phase 2: the audit
The evidence gathered during the audit can include:
■

statements made by informed persons during interviews;

■

EMS documents (including records);

■

observations;

■

measurements and/or testing.

All findings should be recorded, agreed and implemented promptly.
Phase 3: post-audit
All non-conformances and agreed corrective/preventative actions should be recorded. The auditor
should also arrange to follow up non-conformances to check that corrective and preventative
actions have been taken.
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8.12.4

Writing the audit report

The auditor should prepare an audit report for presentation at the Management Review.
A number of organisations (including most certifiers) offer training on
internal audits. Courses can be run in-house or delegates can be sent on a
course open to everyone.
Encourage widespread ownership of the audit process. Having departments
cross-audit one another, eg the maintenance department auditing the
production department, provides healthy competition.
Don’t forget to audit contractors where appropriate, eg the audit trail of
waste carriers and disposal sites required under the Duty of Care.

CHECKLIST 15: DO YOU HAVE...?
ENVIRONMENTAL

A written audit procedure
An audit programme
Audit reports
section
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A Management Review allows senior management to consider the effectiveness of the EMS. The
discussion and its conclusions should be minuted and agreed actions implemented.

The basic requirement of ISO 14001
Section 4.6.1 of the standard requires you to carry out regular reviews to assess the overall
effectiveness of your EMS.
The agenda for management meetings should allocate time to discuss:
■

progress in achieving objectives and targets;

■

compliance with legislation;

■

audit reports;

■

reports on action in connection with non-conformances;

■

new processes and any changes to known environmental issues;

■

any new legislation;

■

any new customer requirements;

■

the need for any revisions to the environmental policy, objectives and targets.

Senior management should also consider whether to report externally on progress in reducing the
impact of significant environmental aspects. To satisfy the requirements of ISO 14001, this decision
should also be recorded.
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Fig 14 shows an example procedure and agenda for a Management Review.

Mouldings Holdings Ltd - Management Review procedure
Management Review meetings will be chaired by the Managing Director or Director
designate. Management representatives from the quality assurance, production,
sales, accounts and purchasing departments will meet quarterly to review the EMS
for continued suitability and effectiveness against the requirements of
ISO 14001 and business goal plans.
The Management Review will consider the continuing suitability of the
environmental policy and the EMS in relation to current and imminent legislation
and business operations, under the headings of:

Effectiveness of current EMS
Relevance of environmental policy to current significant aspects and
business goals
Audit results, areas of repeated non-conformance
Preventative action required
Effectiveness of current training programme

Compliance with legislation
Reporting of non-compliance
Effectiveness of actions relating to new legislation

Compliance with objectives and targets
Reports on non-conformance
Reports on targets met
Discussion of future objectives and targets and proposals for implementation

Response to complaints and interested parties
Number of complaints
Preventative and corrective action taken

Environmental incidents
Number of emergency environmental incidents, ie spillages, fires
Effectiveness of emergency preparedness and response procedures,
improvements required
section
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Improvement proposals
The need, justification and methodology for improvements to prevent/control
any problems outlined above.
Documentation for the Management Review shall be prepared by the Environmental
Adviser.
Management Reviews will, where practical, make use of performance indicators.
Management Reviews will be minuted with specific points being recorded within
Management Review records.
Fig 14 Example procedure and agenda for a Management Review

CHECKLIST 16: DO YOU HAVE...?
ENVIRONMENTAL

A Management Review procedure
An agenda for Management Review meetings
Minutes of Management Review meetings
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9 GETTING CERTIFIED

To be ready for certification to ISO 14001, the EMS should have been fully operational for at least
three months and at least one Management Review should have been conducted. This is much the
same for EMAS verification. For initial registration, participants need to have a fully operational EMS
for the audit programme already in place and started, and to produce an initial and validated
Environmental Statement.
Many companies use the same certification body for their EMS as for their QMS. However, it is
important to check that your certifier (verifier for EMAS) is accredited by the United Kingdom
Accreditation Service (UKAS)10 for ISO 14001 certification. You should also check that the proposed
certifier/verifier has relevant experience in the plastics industry.
Certifiers use a range of methods for certification. Make sure you understand the different stages
of the particular certification process and what the certifier will be looking for at each stage. Ask
your certifier to run through the process of certification with you.
Before the certifier visits the site for the first time, hold a meeting to ensure everyone knows about
the certification and what it will entail.

Use the checklists given in this Guide to ensure you have all ISO 14001
requirements in place.
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10

UKAS. Tel: 020 8917 8400. www.ukas.com
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10 S U P P LY C H A I N I S S U E S

Your EMS should also pay attention to the environmental impact of:
■

Contractors working on-site. Many environmental incidents are directly or indirectly due to
poor management and/or communications with on-site contractors.

■

Major sub-contractors, eg masterbatch and sub-component manufacturers.
according to spend and/or environmental impact.

■

Major suppliers. Also rank them according to spend and/or environmental impact.

■

Other suppliers.

Rank them

Start by looking at the greatest environmental risks and try to address these first. Sending a
questionnaire to all suppliers will enable you to learn how much attention is given by individual
companies to environmental issues.
Supplier
Questionnaire

Sending a questionnaire will:
■

demonstrate to suppliers that you are interested in the environmental aspects of the products
and services supplied, as well as quality and other criteria;

■

enable you to assess:
–

the environmental aspects of your suppliers which might have an indirect environmental
impact (regardless of how well they are managed);

–

whether it is possible for you to influence or control these aspects.

Before sending out questionnaires, plan how you are going to use the information provided by your
suppliers.
Keep the questionnaire simple, with yes/no answers. If necessary, seek
clarification.
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If you’re planning to send questionnaires to your suppliers, seek ideas from
those you have received from your customers.
Both questionnaires from customers on environmental performance and
questionnaires sent to suppliers should be recorded in your external
communications log (see Section 8.4.2).

11 W H AT T O D O N E X T

Implementing an environmental management system with a focus on waste minimisation and
continual improvement will help you to reduce costs and improve your environmental performance.
To do this, you need to:
Understand the main elements of an environmental management system. If aiming for
certification to ISO 14001, you also need to familiarise yourself with the standard’s
requirements.
Obtain commitment from senior management.
Appoint someone to oversee the implementation and operation of your EMS.
Develop an environmental policy.
Identify your company’s environmental aspects.
Evaluate the significance of your environmental aspects and draw up an Aspects Register.
Identify legislative requirements and draw up a Register of Legislation.
Set objectives and targets.
Assign responsibility.
Develop employee awareness and conduct training.
Prepare procedures to deliver operational and document control.
Implement a programme of regular monitoring and measurement of significant aspects, eg
waste, water use and energy use.
Develop a mechanism and timetable for carrying out internal audits.
Review progress and, if necessary, revise your policy, objectives and targets.
Remember that EMS is an ongoing process aimed at continual improvement.

If you need more information, phone the Environment and Energy
Helpline on 0800 585794 for advice.
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The Environment and Energy Helpline can also arrange for you to be sent copies of Environmental
Technology Best Practice Programme publications that will help you to save money by implementing
a systematic approach to waste minimisation. These publications guide you through the various
steps to successful waste minimisation:
■

■

Think about how much waste is costing:
–

Cutting Costs by Reducing Waste (V159) - a video introducing the benefits of waste
minimisation

–

Waste Minimisation Interactive Tools (WMIT) - easy-to-use software (IT96)

Obtain top level commitment:
–

Good Practice Guide (GG125) Waste Minimisation Pays: Five business reasons for
reducing waste
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■

■

■

■

Find out where waste is occurring in your company:
–

A Fresh Pair of Eyes: Identifying Waste Minimisation Opportunities (V217) - a video to
help you find out where waste is occurring in your company

–

Waste Mapping (ET219)

–

Good Practice Guide (GG38C) Cutting Costs by Reducing Waste: A self-help guide for
growing businesses

Record your base-line information:
–

Environmental Performance Guide (EG252) Benchmarking Waste in Plastics Processing

–

Waste Account: Count the cost of waste for your business and measure your savings
(ET225). Also CD-ROM (IT249).

Begin your waste minimisation programme:
–

Finding Hidden Profit - 200 Tips for Reducing Waste (ET30)

–

Good Practice Guide (GG25) Saving Money Through Waste Minimisation: Raw Material Use

–

Good Practice Guide (GG26) Saving Money Through Waste Minimisation: Reducing
Water Use

–

Good Practice Guide (GG27) Saving Money Through Waste Minimisation: Teams and
Champions

Tackle specific areas:
–

Good Practice Guide (GG67) Cost-effective Water Saving Devices and Practices

–

Good Practice Guide (GG140) Cutting Costs and Waste by Reducing Packaging Use

–

Good Practice Guide (GG152) Tracking Water Use to Cut Costs

–

Free Help to Stop Your Profits Evaporating - Practical advice for cost-effective solvent
management (ET209)

Various Case Studies demonstrating the economic and environmental benefits of implementing an
environmental management system are also available.
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Appendix 1
K E Y F E AT U R E S O F E M A S

ISO 14001 and the EC’s Eco-Management and Audit Scheme (EMAS)11 use two different words
when talking about third party recognition of the EMS. When a business seeks accreditation to
ISO 14001, it becomes certified after a successful certification visit by an external certification body.
When a business seeks recognition as complying with EMAS, it becomes verified after a successful
verification visit from an external verifier.
To comply with the EMAS Regulation and satisfy the verification process, you need to:
■

carry out an initial environmental review (see below);

■

develop an EMS to the requirements of ISO 14001;

■

write an Environmental Statement defining the company’s environmental performance;

■

publish your Environmental Statement externally;

■

seek validation of your initial environmental review and EMS, and verification of your
Environmental Statement by an independent accredited verifier (ask UKAS for a list);

■

apply for your site to be entered on the EMAS register maintained by the Institute of
Environmental Management and Assessment (IEMA), the UK’s designated Competent Body.

THE INITIAL ENVIRONMENTAL REVIEW
This review can be considered an environmental health check or snapshot of your activities. It
should cover four key areas, ie:
■

requirements of legislation and official guidance;

■

identification of significant environmental effects, eg resource efficiency and solid waste
production;

■

examination of existing environmental management practices and procedures;

■

evaluation of feedback from the investigation of previous incidents.

In all cases, you need to consider both normal and abnormal operations and potential emergency
conditions. Checklists, inventories of quantities and costs, interviews, inspection, measurements
and results of previous audits or other reviews will help you to carry out an initial environmental
review. Advice on the issues to be considered during an initial environmental review is given in the
guidance and other material produced by the EMAS Competent Body.

appx

A1

11

For more details about EMAS, contact the Competent Body on 01522 540069 or visit the EMAS web site at
www.emas.org.uk
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Appendix 2
PRINTED VERSIONS OF THE TOOLS
PROVIDED WITH THE GUIDE
With the exception of GG251 tools - Evaluation procedure, this Appendix contains printed copies of
the tools provided on the disk in the pocket at the back of this Guide. These tools are intended to
save you time and effort as you implement your EMS. They can be either photocopied or printed
out from the disk. Please amend the tools as required for use in your company, eg by adding your
company name, document number, issue number and date.
The example evaluation procedure (GG251 tools - Evaluation procedure) is provided as a text file for
you to format and modify as you wish. All the other tools are provided as Microsoft® Word 97 files.
If you have any problems with either the disk or the Microsoft® Word 97 files, please contact the
Environment and Energy Helpline on freephone 0800 585794. The 11 tools are provided on the disk
as shown in Table A1.
File name

Tool

GG251 Initial Review

Documents needed for an Initial Review

GG251 Aspects checklist

Checklist for identifying environmental aspects

GG251 Aspects evaluation

Environmental aspects evaluation sheet

GG251 Evaluation procedure

Procedure for evaluating significance

GG251 Aspects Register

Aspects Register

GG251 Legislation Register

Register of Legislation

GG251 Management Programme

Environmental Management Programme

GG251 Training matrix

EMS training matrix

GG251 Compliance review

Legislative compliance review sheet

GG251 CAR form

Corrective action request (CAR) form

GG251 Supplier questionnaire

Environmental performance questionnaire
Table A1 Tools for implementing your EMS

appx
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50

Initial
Review

Initial
Review

GG251 published by the Environmental Technology Best Practice Programme

Helpline 0800 585794

51

Initial
Review

Initial
Review

GG251 published by the Environmental Technology Best Practice Programme

52

Helpline 0800 585794

Initial
Review

Initial
Review

GG251 published by the Environmental Technology Best Practice Programme

Helpline 0800 585794

53

Aspects
Checklist

Aspects
Evaluation

GG251 published by the Environmental Technology Best Practice Programme

54

Helpline 0800 585794

Aspects
Register

Legislation
Register

GG251 published by the Environmental Technology Best Practice Programme

Helpline 0800 585794

55

Management
Programme

Compliance
Review

GG251 published by the Environmental Technology Best Practice Programme

56

Helpline 0800 585794

Training
Matrix

GG251 published by the Environmental Technology Best Practice Programme

Helpline 0800 585794

57

CAR
Form

Supplier
Questionnaire

GG251 published by the Environmental Technology Best Practice Programme

58

Helpline 0800 585794

DISCLAIMER
You may use the free Microsoft® Word 97 files supplied on this disk only if you agree to the terms and conditions
of use given below. The legal terminology on the left is similar to that found on almost any software product. The
text on the right explains what it means in everyday language.
The files are not warranted as suitable for any particular
purpose or use and the User shall assume full responsibility
for his/her use of the files. The User hereby indemnifies and
holds harmless the Government and its agents against any
claim which may arise out of the use of the files or the
medium upon which they are supplied.

This means that by using the files, you are accepting full
responsibility for anything that happens in the unlikely event
that a file causes any problems. We have taken great care
to make sure everything is correct, but we do not accept
liability for use of the disk.

Microsoft and Windows are registered trademarks of Microsoft Corporation

PLEASE READ DISCLAIMER
BEFORE BREAKING SEAL.

The Environmental Technology Best Practice Programme is a Government programme managed by
AEA Technology plc.
The Programme offers free advice and information for UK businesses and promotes
environmental practices that:
■

increase profits for UK industry and commerce;

■

reduce waste and pollution at source.

To find out more about the Programme please call the Environment and Energy Helpline on
freephone 0800 585794. As well as giving information about the Programme, the Helpline has
access to a wide range of environmental information. It offers free advice to UK businesses on
technical matters, environmental legislation, conferences and promotional seminars. For smaller
companies, a free counselling service may be offered at the discretion of the Helpline Manager.
FOR FURTHER INFORMATION, PLEASE CONTACT THE ENVIRONMENT AND ENERGY HELPLINE

0800 585794
world wide web: http://www.etbpp.gov.uk
e-mail address: etbppenvhelp@aeat.co.uk

