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Purpose
The City of Noblesville Utility has implemented an environmental management system (EMS) based upon the ISO 14001 standard as a way of demonstrating environmental leadership, commitment to continual improvement, and environmental responsibility to all stake holders.  The stakeholders for the City of Noblesville Utility can be found in Appendix 1:  Stakeholder Registry.
To ensure the development and maintenance of a complete and effective EMS, this manual has been prepared in compliance with the requirements of the ISO 14001 international standard.  This EMS manual is the central document for identifying and controlling all EMS related information and material.  This EMS manual also contains a reference to all supporting documents.

The ISO 14001 EMS model is built on the “Plan, Do Check, Review” model introduced By Stewart and Deming (Figure 1).  The basic structure of an EMS, as defined by the ISO 14001 standard, includes a commitment to continual improvement.  Within this structure, there are five primary components:  

1)  Commitment and Environmental policy
2)  Planning

3)  Implementation & Operation

4)  Checking and Corrective Action

5)  Management Review
These components are all interrelated to produce a framework for managing and continually improving environmental performance.  The five components of an EMS listed above are further divided into the following 17 elements:

1)  Environmental Policy

2)  Legal and Other requirements

3)  Environmental Aspects and Impacts
4)  Environmental Objectives and Targets
5)  Operational Control

6)  Environmental Management Programs

7)  Organizational Structure and Responsibility

8)  Training, Awareness, and Competence

9)  Communication

10)  Documentation

11)  Document Control

12)  Emergency Preparedness and Response

13)  Monitoring and Measurement

14) Nonconformance and Corrective and Preventive Action

15)  Records and Record Keeping

16)  Environmental Management System Auditing
17)  Management Review (See Figure 2 for chain of command)

Scope of the EMS

The City of Noblesville Utility has developed and implemented its EMS to cover all activities occurring within a defined section of the municipal operations known as the EMS boundary.  These operations are listed in Appendix 2.  The EMS addresses all environmental aspects that may have a significant impact on the environment arising from activities within the EMS boundary.  The EMS covers only those aspects for which the City of Noblesville Utility is responsible or over which it can reasonably expect to have control or influence.

Environmental Policy

The City of Noblesville Utility has a publicly available Environmental Policy that has been endorsed by the Utility Director.  The policy sets forth the environmental commitments of the City of Noblesville Utility, which cover all activities within the defined EMS boundary.  As required by the ISO 14001 standard, the policy includes the following commitments:  continual improvement, prevention of pollution, and meeting or exceeding relevant environmental legislation, regulation, and other internal or external requirements.
Appendix 3 is a copy of the Environmental Policy for the City of Noblesville Utility.  The policy is reviewed annually by the Utility Director, Assistant Director, and EMS coordinator as part of the management review communicated to all personnel and made available to the public as required in the operational control procedure found in Appendix 4:  EMS Communications Procedure.

The management review considers whether or not the policy is appropriate to the nature, scale, and environmental impacts of the activities within the EMS boundary.

Environmental Aspects and Impacts

The EMS Team; Senior Management, Laboratory Supervisor, Plant Chief Operator, and Collections Chief Operator, identifies the environmental aspects of all activities within the EMS boundary that the City of Noblesville Utility controls or over which it can be expected to have influence using a brainstorming session to conceive the aspects, to determine their significance, to determine the associated costs, and to apply them to the ISO 14001 standard for compatibility.  If an environmental aspect is determined to be functional it will be added to the City of Noblesville Utility’s EMS.  Appendix 5 is a list of environmental aspects and their significant impacts, objectives and targets.  Aspects determined to have significant impacts are reviewed at least annually by the EMS Team as well as anytime there are new or changed activities to consider.  Meeting discussions and procedures used to determine significant impacts are recorded in the EMS Team meeting minutes.  The EMS responsible person; Laboratory Supervisor, maintains the EMS team meeting minutes and other records, as required.
Legal and Other Requirements

As part of its EMS obligations, the City of Noblesville Utility has established a procedure found in Appendix 6 for ensuring compliance with environmental regulations and other requirements.  This procedure involves identifying, accessing, and communicating legal and other environmental requirements that are applicable to the activities within the EMS boundary.
Information necessary to ensure compliance is acquired through legal publications and other sources identified by the EMS responsible person; Laboratory Supervisor.  The relevant requirements are identified, accessed, and communicated to all personnel, as necessary.   At least annually the EMS responsible person reviews the current national, state, and local legal requirements and other requirements to ensure ongoing compliance.  Appendix 7 lists the requirements.
Environmental Objectives and Targets

The EMS team establishes environmental objectives and targets to set performance improvement goals for the aspects that may lead to significant impacts.  These are integrated into programs developed to stimulate action within individual units, departments, or across all operations within the EMS boundary.  Objectives and targets are developed for aspects considering significant environmental impacts, legal and other requirements, technical and financial feasibility, commitments in the environmental policy, and operational requirements.  The EMS Team develops objectives and targets to define:  the performance objectives (monitor, study, control, or improve) for each aspect with a significant environmental impact, the specific quantified targets which define those performance objectives, and the planned schedule for achieving those goals.
Appendix 5 lists all of the EMS environmental objectives and targets that have been established.  The objectives and targets are developed using the environmental control procedure found in Appendix 13.

Environmental Management Programs

Objectives and targets are developed to stimulate action using environmental management programs.  This element of the EMS translates objectives and targets into programs that direct the City of Noblesville Utility towards achieving results.

The EMS Team establishes environmental management programs (EMPs) for all objectives and targets.  EMPs are reviewed and approved by senior management; Utility Direcctor and Assistant Director, prior to implementation.  The EMPs define the principal actions to be taken, the individuals responsible and the scheduled times for implementation that will achieve the desired results.  EMPs are included in Appendix 8 and are developed using the operational control procedure found in Appendix 13.

Organizational Structure and Responsibility 
The environmental management programs identify roles, responsibilities, and authorities for all personnel.  The EMS Team ensures that the resources required for implementing and controlling the EMS are provided. Environmental management programs require resources for training, human resources, specialty services, financial resources, technical, and informational services.

A key element of responsibility is the identification of an EMS responsible person; Laboratory supervisor, with the primary responsibility for establishing, operating, and maintaining the EMS in accordance with ISO 14001 standard.  The EMS Team provides routine EMS support and reports directly to the EMS responsible person; Laboratory Supervisor.  A list of roles and responsibilities is available in Appendix 9.
Training, Awareness, and Competence

EMS implementation includes training for personnel on both general awareness and competency.  Awareness training ensures that all personnel are familiar with the environmental policy and the relevance of the EMS, including the potential significant environmental impacts of their work activities.  Additional competency training addresses environmental procedures that are specific to personnel work acuities.  All personnel receive appropriate training based on a delivery procedure that matches training requirements with personnel job descriptions and work activities. 
The City of Noblesville Utility identifies plans, monitors, and records awareness and competency training needs and delivery for all personnel.  The City of Noblesville Utility has a procedure to ensure effective and timely training for employees at all levels to ensure awareness of:  the importance of conformance with the environmental policy, the implementation of environmental management procedures and the EMS, the actual and potential significant environmental impacts of their work activities, the environmental benefits of improved personal performance, the roles and responsibilities that each employee has for achieving conformance with the EMS policies and procedures, and the potential consequences of deviating from specified operating procedures.
The person responsible; Laboratory Supervisor, for the organization and delivery of training is also responsible for training records.  Records are to be monitored and reviewed on a scheduled basis.  Supervisors determine competency as outlined in the environmental control procedure found in Appendix 16.  Appendix 10 lists the environmental training needs and the outlined environmental programs for the City of Noblesville.

Communication

EMS communication includes programs addressing internal and external parties.  The purpose of internal communication is to ensure that environmental information is disseminated to all personnel and that all personnel feel they are able to participate in the EMS through available communication channels.  Communication with individuals, groups, government, local businesses, and others outside of the City of Noblesville Utility’s EMS provides insight into how the environmental performance of operations within the City of Noblesville Utility’s EMS boundary is perceived externally.
The City of Noblesville Utility has established and maintaining a procedure for internal and external communication relating to the EMS as described in Appendix 4.

Documentation

The City of Noblesville Utility has established and is maintaining information to describe the core elements of the EMS.  All EMS-related documents are referenced in the EMS manual, and copies of EMS documents can be obtained from the EMS responsible person; Laboratory Supervisor, or designee, upon request.  All current EMS documents are marked City of Noblesville Utility Environmental Management System-Controlled Document.  Senior Management shall review the entire EMS yearly or as new documents are added.  All documents must adhere to the ISO 14001 standard. 
Document Control

The EMS requires extensive documentation of procedures, tools, and other elements.  Document control procedures are implemented to ensure that all personnel have access to appropriate EMS documentation and that out-dated documents are replaced and only current versions are used.

The City of Noblesville Utility has established an operation control procedure in Appendix 18 for controlling all documents relevant to the EMS.  Appendix 19 describes where documents are located and how they are reviewed.  Appendix 20 describes when documents are reviewed.  The procedure ensures that current documentation versions are available and that obsolete versions are removed from use or are suitably identified.  Controlled documents are maintained in an orderly manner and are obtained from the responsible person; Laboratory Supervisor, or designee.  A list of controlled documents is provided in Appendix 11.
This manual is a controlled document in accordance with the operational control procedure found in Appendix 18.  The EMS responsible person; Laboratory Supervisor, or designee, following approval by senior management; Utility Director and Assistant Director, issues amendments to the EMS manual.  All copies of this of this EMS manual or other EMS documentation that are not marked ‘Controlled Document’ are to be used for reference purposes only.
Operational Control
The EMS Team follows a process to identify aspects that may lead to significant impacts and uses these to establish objectives and targets, which are addressed in the environmental management programs.  Environmental management programs are then used to develop specific operational control procedures.
Operational control procedures direct personnel work activities.  Operational control procedures stipulate operating criteria to ensure operations and activities are carried out appropriately.  Appendix 12 lists all operational control procedures for the management of the EMS and operations with potential for significant environmental impact.  The list of operational controls is developed using environmental control procedure found in Appendix 13.
Emergency Preparedness and Response
Emergency preparedness and response plans identify the potential for and response to environmental accidents and emergency situations.  These plans also address the prevention and mitigation of the environmental impacts of accidents that do occur.

The EMS includes emergency preparedness and response plans developed using environmental control procedure found in Appendix 14.  The EMS Team reviews emergency plans annually and following any accidents or emergency situations that do occur.

Monitoring and Measurement
The EMS Team establishes environmental performance objectives and targets that require monitoring and measurement to assess performance.  The EMS Team establishes and maintains operational control procedures to monitor and measure the key characteristics of activities within the EMS boundary that have aspects that may lead to significant environmental impacts.  This procedure, Procedure for Environmental Monitoring and Measuring, found in Appendix 15 outlines requirements for recording information needed to track performance, relevant operational control procedure, and specified environmental objectives and targets.  The procedure includes requirements for equipment calibration and maintenance and ensures that records are retained.  Lab equipment is calibrated by an outside firm twice a year.  Plant equipment is calibrated once a year.
A key element of monitoring is the EMS audit program, which outlines a procedure for scheduling audits used to monitor the overall effectiveness of the EMS and particularly regularly compliance.  The City of Noblesville Utility has established an environmental regulatory compliance program to monitor regulatory requirements.  The environmental control procedure found in Appendix 16 outlines the requirements of the program and the need to periodically review regulatory compliance and report results to management on a yearly basis.
Nonconformance, Corrective, and Preventive Action
The operational control procedure found in Appendix 17 defines responsibility and authority for handling and investigating occurrences of non-conformance with requirements of the EMS.  This includes taking action to mitigate significant environmental impacts, initiating corrective and preventive action, and completing corrective and preventive actions.  Any changes in procedures resulting from corrective and preventive actions are implemented and recorded.  The EMS responsible person; Laboratory Supervisor, maintains these records.

Environmental Records

The operational control procedure named the Environmental Records Procedure and found in Appendix 18 ensures that environmental records are correctly identified, maintained, and disposed of.  Environmental records relevant to the EMS include training records and the results of audits and reviews.  Records are legible, identifiable, traceable, readily retrievable, and protected against damage, deterioration, and loss.  Record and document retention is also specified in the procedure.  A list of relevant records is provided in Appendix 19 and named the Master EMS Records List.
EMS Audit

The City of Noblesville Utility conducts internal EMS audits to ensure that the EMS has been properly implemented and is being maintained.  Audits include a review of documentation and records, personnel interviews, and review of the results from monitoring and measurement.  Auditors are asked to volunteer and then in approved by their supervisor.  All auditors should be impartial, objective, and have an eye for detail.  The audit team will be made up from one person from the billing office, one person from the laboratory, one person from the plant, one person from GIS, one person from storm water, and two people from collections. 
The results of these audits are communicated to senior management; Director and Assistant Director, for inclusion in the management review process described below.  Audits are performed according to a regular schedule based on the management review cycle.  The audit procedure is described in operational control procedure found in Appendix 16.  The audit procedure covers the audit scope, frequency, methodologies applied, the responsibilities and requirements for conducting audits, and reporting results.  All auditors are properly trained, and the audit records are provided to the EMS responsible person; Laboratory Supervisor, for use in the management review process.

Management Review

The EMS review process includes a senior management; Director and Assistant Director, review of all elements of the EMS.  Management reviews are conducted annually to ensure suitability, adequacy, and effectiveness of the EMS.  The management review process is defined in operational control procedure found in Appendix 20.  All management review meeting minutes are recorded and kept by the EMS responsible person; Laboratory Supervisor.
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