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This Environmental Policy Manual Gescribes Louisburg College environmental
management system, including its scope and key interrelationships between
Louisburg College processes. This manual also references key environmental
system procedures.

This Policy Manual and the EMS it describes applies to all activities, products and
services provided by Louisburg College. Louisburg College’s environmental
management system meets the requirements of applicable regulatory requirements.

The President of Louisburg College and senior management have overall
responsibility for the Louisburg College environmental policy and management
system. The Environmental & Safety Manager / E&SM is responsible for the
content of this manual, subject to the approval of the College President. Other
Louisburg College employees have responsibilities as described in this policy
manual and its referenced procedures.

Senior management has the responsibility to define Louisburg College
environmental policy.

Louisburg College recognizes and accepts its responsibility to be a good
steward of the environment. In support of these responsibilities Louisburg
College has established the following objectives:

e Maintain Conditional Exempt Small Quantity Generator /CESQG
Status. Compliance to all applicable CESQG state, federal and local
legal requirements with a goal of beyond compliance wherever
practical and possible;

e Reduce the rate at which we contribute to the depletion and
degradation of natural resources;

e Lower the consumption utilities (electric and water) where
opportunities arise;

e Adopt an Environmentally Preferable Purchasing Policy; include
environmental considerations in purchasing decisions;






	PLANNING

	Environmental Aspects

· Louisburg College has established, implemented and maintains an Identification and Control of Significant Environmental Aspects procedure:

· To identify the environmental aspects of its activities, products and services that it can control and those that it can influence taking into account planned or new developments, or new or modified activities, products and services, and

· To determine those aspects that have or can have significant impact(s) on the environment (i.e. significant environmental aspects).

· Louisburg College documents this information and keeps it up to date through the EMS Planning Workbook. Louisburg College ensures that the significant environmental aspects are taken into account in establishing, implementing and maintaining its environmental management system/EMS.



	LEGAL AND OTHER REQUIREMENTS

	· The Louisburg College has identifed all environmental regulatory requirements that pertain to its activities. These regulations are documented in a Register of Regulations that identifies the regulation, the citation (Federal, state and local) that pertains, and the activities associated with these regulations. 

· Access to these regulations is maintained through links to the Government websites that contain the current regulatory requirements. Local ordinances and rules are maintained in hard copy by the E&SM. Louisburg College maintains an awareness of changes to these requirements through periodic reviews of these websites, communication with local government officials and through ongoing environmental compliance review activities.

· Regulatory requirements form part of the criteria for determining the significance of environmental aspects, thereby relating these requirements to both the aspects and to the activities that generate the aspects. Louisburg College ensures that these applicable legal requirements and other requirements to which the organization subscribes are taken into account in establishing, implementing and maintaining its environmental management system as documented in the Identification and Control of Significant Environmental Aspects procedure.


	OBJECTIVES, TARGETS AND PROGRAMS

	· Louisburg College establishes annual environmental objectives and related targets as part of its management review process. New objectives and targets may be established each year in the management review held just prior to the initiation of the strategic planning process to allow for incorporation into the strategic plan and to ensure adequate financing of the projects. New objectives are typically proposed by members the Vice President of Finance or by process owners based on the results of the management review and its assessment of environmental management system performance and changing circumstances.

· These objectives and targets are measurable, where practicable, and consistent with the environmental policy, including the commitments to prevention of pollution, to compliance with applicable legal requirements and with other requirements to which the Louisburg College subscribes, and to continual improvement.

· When establishing and reviewing its objectives and targets, Louisburg College takes into account the legal requirements and other requirements to which the organization subscribes, and its significant environmental aspects.  It also considers its technological options, its financial, operational and business requirements, and the views of interested parties. Environmental management programs are established to ensure the achievement objectives and targets once approved.  
These program(s) include:
· Designation of responsibility for achieving objectives and targets at relevant functions and levels of the organization, and the means and time-frame by which they are to be achieved.

· The approved objectives and targets are listed in the Environmental Planning Workbook along with their associated management programs (who, what, when). 


	IMPLEMENTATION AND OPERATION


	1. Resources, roles, responsibility and authority 

Senior Management shall ensure the availability of resources essential to establish, implement, maintain and improve the environmental management system.  

· Roles, responsibilities and authorities shall be defined, documented and communicated in order to facilitate effective environmental management. Roles, responsibilities and authorities may be documented; competency matrices (job specific responsibilities). 
· Louisburg College’s senior management has appointed the Director of Facilities, Environmental & Safety Manager to be management’s representative. 
      The management representative has the responsibilities and authority for:
· Ensuring that an environmental management system/EMS is established implemented and maintained in accordance with the requirements of the EMS plan. 
· Reporting to senior management on the performance of the environmental management system for review, including recommendations for improvement.
· Finally, all Louisburg College employees have the responsibility to safeguard the environment and their fellow workers by adhering to the policies and procedures associated with the environmental management system and by participating in the identification of environmental performance improvement opportunities wherever possible. Louisburg College supervisors and management team members have the additional responsibility to support Louisburg College employees in implementing environmental improvement projects.


	
	2. Competence, training and awareness:
Louisburg College shall ensure that all employees and any other person performing tasks for it or on its behalf that have the potential to cause a significant environmental impact are competent on the basis of appropriate education, training or experience, and shall retain associated records.
· Memebers of the EMS core shall identify competencies and training needs associated with their department’s environmental aspects and the environmental management system.  These competencies shall be listed on the Training Matrix. Common competencies that affect all Louisburg College employees shall be identified by the environmental management representative and will also be listed on the Training Matrices. Area Managers shall provide for necessary training or take other action to meet these needs, and shall retain associated records.
· Louisburg College has established, implemented and maintains a process to make employees and other persons working for it or on its behalf aware of;
· The importance of conformity with the environmental policy and procedures and with the requirements of the environmental management system,
· The significant environmental aspects and related actual or potential impacts associated with their work, and the environmental benefits of improved personal performance.
· Their roles and responsibilities in achieving conformity with the requirements of the environmental management system, and the potential consequences of departure from specified procedures.
· For Louisburg College employees and for temporary workers this is accomplished during orientation training, through college Environmental Communications web page. 


	
	3. Communication 
With regard to its environmental aspects and environmental management system, Louisburg College has established, implemented and maintains a process for”
· Internal communication between the various levels and functions of the organization. Louisburg College has established an environmental communication web page. Suggestions, ideas and concerns from employees are obtained through the use of the Employee Suggestion link and through department’s chairs and supervisors.
· Receiving, documenting and responding to relevant communication from external interested parties. All outside inquiries relating to information about Louisburg College’s environmental management system are routed to the E&SM who maintains a Communication Log that captures the information from the inquiry and assigns the appropriate Louisburg College employee to respond. The E&SM also follows up to ensure a response was provided to the requestor and records this in the Communication Log. The Communication Log may be maintained as a part of the Environmental Planning Workbook.
· The environmental management representative, the E&SM is responsible for analyzing all internal and external communications for the past year as part of his/her preparation for the end of year management review. This information will be used to summarize the feedback from interested parties during the setting of environmental objectives and targets. 

· Louisburg College has decided that it will not routinely communicate externally information about its significant environmental aspects, except as required by government regulations or to support local emergency response. Exceptions can be made with the approval of the College President. 


	
	4. Documentation
The environmental management system documentation includes: the environmental policy, objectives and targets. 
· This Environmental Policy Manual which includes a description of the scope of the environmental management system, a description of the main elements of the environmental management system and their interaction, and reference to related documents,

· Procedures, instructions, guidelines and records, determined by Louisburg College to be necessary to ensure the effective planning, operation and control of processes that relate to its significant environmental aspects. The core EMS procedures are called out in this policy manual and are shown in bold and italicized font.



	
	5. Control of documents
The documents required by the environmental management system shall be controlled.  A Document and Record Control Procedure has been established to provide this control.
The Document and Record Control Procedure provides instructions to: 
· Approve documents for adequacy prior to issue,
· Review and update as necessary and re-approve documents,

· Ensure that changes and the current revision status of documents are identified,

· Ensure that relevant versions of applicable documents are available at points of use,

· Ensure that documents remain legible and readily identifiable,

· Ensure that documents of external origin determined by the organization to be necessary for the planning and operation of the environmental management system are identified and their distribution controlled, and

· Prevent the unintended use of obsolete documents and to apply suitable identification to them if they are retained for any purpose.



	
	6. Operational control

Louisburg College, through the efforts of the E&SM and the Identification and Control of Significant Environmental Aspects procedure, identifies and plans those operations that are associated with Louisburg College’s identified significant environmental aspects consistent with its environmental policy, objectives and targets. This process ensures that these activities are carried out under specified conditions, by

· Establishing, implementing and maintaining documented procedures to control situations where their absence could lead to deviation from the environmental policy, objectives and targets

· Stipulating the operating criteria in these procedures

· Establishing, implementing and maintaining procedures related to the identified significant environmental aspects of the services used by the organization and communicating applicable procedures and requirements to suppliers, including contractors. Suppliers are required to provide appropriate environmental, health & safety information about their products (i.e. MSDS sheets) as part of the order. These are maintained in MSDS binders available to all employees. Significant aspects associated with new materials are identified as described in the Identification and Control of Significant Environmental Aspects procedure and appropriate operational controls established.



	
	7. Emergency preparedness and response

· Louisburg College has established, implemented and maintains emergency plans and procedures to identify potential emergency situations and potential accidents that can have an impact on the environment and how Louisburg College will respond to them. 

· The Crisis Management Plan and the Emergency Information Handbook provide details on how Louisburg College responds to actual emergency situations and accidents and prevents or mitigates associated adverse environmental impacts. These plans are reviewed periodically and, where necessary, revised including after the occurrence of accidents or emergency situations. Annual drills are run at a minimum to test these procedures. All drills are recorded and kept on file in the Crisis Management Team’s files. 


	CHECKING
	1. Monitoring and measurement

Louisburg College has established, implemented and maintains processes to monitor and measure, on a regular basis, the key characteristics of its operations that can have a significant environmental impact. 
· Operational metrics are determined in accordance with the Identification and Control of Significant Environmental Aspects procedure and are recorded in the Environmental Planning Workbook.
· Data and information needed to monitor performance, applicable operational controls and conformity with the organization’s environmental objectives and targets is collected and reported as called out in the Environmental Planning Workbook and is used during the semiannual management reviews.
· Louisburg College ensures that all environmental monitoring and measurement devices, including sensors used in operational controls, are calibrated or verified as required and associated records maintained in the associated department.


	
	2. Compliance Evaluation

Consistent with its commitment to regulatory compliance, Louisburg College has established, implemented and maintains a process for periodically evaluating compliance with applicable legal requirements. As noted in section 4.3.2 of this policy manual, Louisburg College hired the services of an environmental consulting firm to perform the initial assessments of Louisburg College’s compliance to regulatory requirements. 
· Compliance reviews are shown on the annual audit schedule prepared by the E&SM. Records of the results of these periodic reviews are maintained and are reviewed with the Louisburg College senior administration.
· Compliance to other requirements is verified during periodic internal management system audits and are included on audit checklists as described in the Internal Audit procedure.


	
	3.  Nonconformity, Corrective Action And Preventive Action Louisburg College has established, implemented and maintains a Nonconformity, Corrective and Preventive Action procedure for dealing with actual and potential nonconformities and for taking corrective action and preventive action.   

This procedure defines requirements for:
· identifying and correcting nonconformities and taking actions to mitigate their environmental impacts,

· Investigating nonconformities, determining their causes and taking action in order to avoid their recurrence,

· Evaluating the need for action to prevent nonconformities and implementing appropriate actions designed to avoid their occurrence,

· Recording the results of corrective actions and preventive actions taken, and

· Reviewing the effectiveness of actions taken.

· Actions taken shall be appropriate to the magnitude of the problems and the environmental impacts encountered. The E&SM shall ensure that any necessary changes are made to environmental management system documentation.



	
	4. Internal Audit:
Louisburg College has established, implemented and maintains an Internal Audits procedure to ensure that internal audits of the environmental management system are conducted at planned intervals to, determine whether the environmental management system has been properly implemented and is maintained and to provide information on the results of audits to senior management


	
	5. Management Review

Louisburg College senior management shall review the environmental management system annually to ensure its continuing suitability, adequacy and effectiveness.  Reviews shall include assessing opportunities for improvement and the need for changes to the environmental management system, including the environmental policy and environmental objectives and targets.  Records of the management reviews shall be retained by the E&SM.



	
	6. Input to management reviews shall include:

· Results of internal audits and evaluations of compliance with legal requirements and with other requirements to which the organization subscribes.

· Communication(s) from external interested parties, including complaints,

· The environmental performance of the organization,

· The extent to which objectives and targets have been met,

· Status of corrective and preventive actions,

· Follow-up actions from previous management reviews,

· Changing circumstances, including developments in legal and other requirements related to its environment aspects, and

· Recommendations for improvement

· The outputs from management reviews shall include any decisions and actions related to possible changes to environmental policy, objectives, targets and other elements of the environmental management system, consistent with the commitment to continual improvement. Records of the management review shall be retained by the E&SM.



	CONTROL OF RECORDS


	Louisburg College has established, implemented and maintains a Document and Record Control procedure to ensure that all records required by law, or necessary to demonstrate conformity to the requirements of its environmental management system are retained. This procedure provides for the identification, storage, protection, retrieval, retention and disposal of records. Records shall be and remain legible, identifiable and traceable on the Environmental Communications web page and on file in the E&SM’s office.
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*CESQG: Conditionally Exempt Small Quantity Generator:


A generator is a CESQG if, in a calendar month generates no more than:


220 pounds of hazardous waste, and


2.2 pounds of acute hazardous waste, and


220 pounds of material from the cleanup of a spillage of acute hazardous waste


AND, at anytime store s no more than 2,200 pounds of hazardous waste, and no more 2.2 pounds of acute hazardous waste.
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