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[bookmark: _Toc484161778]Terms and Definitions
Administrator and Front Office - the head of Strategic Materials, the administrative staff supporting the Administrator, and the Office of Counsel.
All Employees - use the ESOHMS as a daily tool to accomplish our Mission and accomplish our strategic goals which includes providing ever-improving support to the warfighter. Active leadership, personal commitment, and involvement is essential. Communicate the ESOHMS Policy to all contractors working on our behalf.
	Environment – surroundings in which an organization operates, including air, water, land, natural resources, flora, fauna, humans, and their interrelationships
Conformity – fulfilment of a requirement
Corrective Action – action to eliminate the cause of a nonconformity and to prevent recurrence
	

	Environmental Aspect – element of an organization’s activities or products or services that interacts or can interact with the environment
Environmental Impact – state or characteristic of the environment as determined at a certain point in time
Environmental Objective – result to be achieved set by the organization consistent with its environmental policy
Environmental Performance – performance related to the management of environmental aspects 
	


Business Office – manages the business office which includes financial management and 
	
	Director of Directorate of Material Management - manages the Directorate which includes Depot Operations and Logistics, Facilities Management and Environmental, Safety and Occupational Health.
	
	Depot Operations – Includes all workers assigned to the staffed Depots.

	
	Depot Manager – responsible for all aspects of Depot operations.

	
	ESOH Management Representative -- Responsible for reviewing and directing ESOH activities and has been appointed Top Management's ESOHMS Representative.

	
	Directorate of Stockpile Contracts and Marketing – manages the directorate which includes Commodities Contracting; Sales Planning; Market Research and Analysis, and Customer Relationship Management.
ESOHMS - Environmental, Safety and Occupational Health Management System
Environmental Management System – part of the management system used to manage environmental aspects, fulfil compliance obligations, and address risks and opportunities
Environmental Policy – intentions and direction of an organization related to environmental performance, as formally expressed by its top management 
	
	IGD - Interpretive Guidance Document
Interested party – person or organization that can affect, be affected by, or perceive itself to be affected by a decision or activity 


ISO - refers to International Organization for Standardization Standard
	
	ISO 19011:2002 – “Guidelines for quality and/or environmental management systems auditing”


ISO 14001:2015 Environmental Management Systems – requirements with guidance for use
Management System – set of interrelated or interacting elements of an organization to establish policies and objectives and processes to achieve those objectives
Nonconformity – non-fulfillment of a requirement
	
	Occupational Health and Safety Risk - combination of the likelihood and consequence(s) of a hazardous event occurring

	
	Office of Council – attorneys supporting DLA Strategic Materials

	
	OHSAS 18001 – “Occupational health and safety management systems - Specification”
Outsource – make an arrangement where an external organization performs part of an organization’s function or process
Record- a piece of evidence about the past; contain information created, received, and maintained as evidence by an organization
Reference-a type of document that outlines procedures as they relate to a particular activity
Risk – effect of uncertainty
Risks & Opportunities – potential adverse effects (threats) and potential beneficial effects (opportunities)


Risk Assessments - process of estimating the magnitude of risk and deciding whether or not the risk is acceptable
Top Management - Top Management is defined as the Administrator and Deputy Administrator.








[bookmark: _Toc484161779]Introduction
Everything that we need for our survival and well-being depends, either directly or indirectly, on our natural environment. It is therefore a policy of the United States that agencies increase efficiency and improve their environmental performance. Organizations can leverage opportunities to prevent or mitigate adverse environmental impacts and enhance beneficial environmental impacts, particularly those with strategic and competitive implications. 
Improved environmental performance helps us to protect our planet for future generations and save taxpayer dollars through avoided energy costs and increased efficiency, while also making Federal facilities more resilient. Federal leadership in energy, environmental water, fleet, buildings, and acquisition management will continue to drive national greenhouse gas reductions and support preparations for the impacts of climate change. Achieving a balance between the environment, society, and the economy is considered essential to meeting the needs of the present without compromising the ability of future generations to meet their needs. 
[bookmark: _Toc484161780]The DLA Strategic Materials Mission
DLA Strategic Materials (SM) administers the implementation and execution of Strategic and Critical Materials (S&CM) policies as set forth by the National Defense Stockpile Manager. Strategic Materials is responsible for acquiring, upgrading, rotating, and disposing of stockpile materials as provided by the Annual Materials Plan (AMP). Our duties include storage, security, testing, contracting, quality studies, and maintenance and replacement of materials in the NDS. Strategic Materials directs the development of new or revised specifications and special instructions for existing and proposed S&CM to be stockpiled.
[bookmark: _Toc484161781]Environmental Management Systems, Sustainability, and Climate Change
An Environmental Management System (EMS) is a set of systematic processes and practices that enable an organization to reduce its environmental impacts and increase its operating efficiency in an organized fashion. Incorporating safety and occupational health considerations into these processes improves health and safety practices for employees and the public. An EMS can provide top management with information to build success over the long term, and create options for contributing to sustainable development by: 
· Assisting the organization in the fulfillment of compliance obligations
· Protecting the environment by preventing or mitigating adverse environmental impacts
· Mitigating the potential adverse effect of environmental conditions on the organization
· Enhancing environmental performance
· Achieving financial and operational benefits that can result from implementing environmentally sound alternatives that strengthen the organization’s market position
· Communicating environmental information to relevant interested parties
· Promoting stronger operational control and employee stewardship
Societal expectations for sustainable development, transparency, and accountability have evolved with increasingly stringent legislation, growing pressures on the environment from pollution, inefficient use of resources, improper waste management, climate change, degradation of ecosystems and loss of biodiversity. The EMS serves to contribute to the environmental pillar of sustainability and encourages an organization to continuously improve its environmental performance. 
Executive Order 13148 mandated all Federal Agencies to implement an environmental management system (EMS) at appropriate facilities by 2005. Executive Order (EO) 13693, Planning for Federal Sustainability in the Next Decade, encourages the continued implementation of formal Environmental Management Systems (EMS) where those systems have proven effective and deployment of new EMSs where appropriate.
DLA Strategic Materials implements our Environmental, Safety, and Occupational Health Management System (ESHOMS) through our Interpretive Guidance Documents (IGDs) that are maintained on our “I am the Key” website.  
[bookmark: _Toc484161782]Plan-Do-Check-Act Model
The DLA Strategic Materials Environmental, Safety and Occupational Health Management System (ESOHMS) mission is to provide safe, secure and environmentally sound stewardship for strategic and critical materials within the United States National Defense Stockpile (NDS). Our organization has chosen to implement two management programs simultaneously, OSHAS 18001 and ISO 14001. ISO 14000 refers to a series of voluntary standards pertaining to the environmental field. OHSAS 18001 refers to a similar series of voluntary standards that address occupational health and safety. The intended outcomes of an environmental management system include the enhancement of environmental performance, fulfilment of compliance obligations, and achievement of environmental objectives. 
The basis for which the approach underlying an environmental management system is founded on the concept of Plan-Do-Check-Act (PDCA). The PDCA model provides an iterative process used by organizations to achieve continual improvement. It can be applied to an environmental management system and to each of its individual elements. It is described as follows: 
· Plan: establish environmental objectives and processes necessary to deliver results in accordance with the organizations environmental policy
· Do: implement the processes as planned
· Check: monitor and measure processes against the environmental policy, including its commitments, environmental objectives and operating criteria, and report the results
· Act: take actions to continually improve
An image of the PDCA model that is used by DLA Strategic Materials can be seen below. 
[image: ]
[bookmark: _Toc484161783]Scope
The scope of the environmental management system is intended to clarify the physical and organizational boundaries to which the environmental management system applies, especially if the organization is part of a larger organization. The organization considers the extent or control or influence that it can exert over activities, products, and services. 
The DLA Strategic Materials ESOHMS administers and implements policies and procedures for the DLA Strategic Materials environmental program. The DLA Strategic Materials ESOHMS program applies to DLA Strategic Materials personnel regardless of their position within the organization or their duty station. The ESOHMS covers the physical boundaries of all SM locations.  Contract personnel working on behalf of DLA Strategic Materials or who enter any of our sites are required to understand their role in the DL SM ESOHMS.  Contractors entering any of our sites read and sign the DEPOT Orientation Guides.  These guides outline the key components of the ESOHMS policy, ESOHMS expectations for contractors, and key emergency response information.
[bookmark: _Toc484161784]Purpose
The purpose of the Defense Logistics Agency (DLA) Strategic Materials Environmental, Safety, and Occupational Health (ESOH) System is to provide guidelines to DLA Strategic Materials activities for planning, coordinating, implementing, and managing effective environmental, safety, and occupational health programs. We are committed to a safe and healthy workplace and are exemplary environmental stewards. This manual details the structure for DLA Strategic Materials’ environmental, safety, and occupational health programs for the upcoming year and will be used to ensure that DLA Strategic Materials is in compliance with internal policies as well as regulatory requirements mandated by the U.S. Department of Defense (DoD), U.S. Environmental Protection Agency (EPA), U.S. Occupational Safety and Health Administration (OSHA), state agencies, and others. Further, our ESOHMS provides the framework that results in our operations, planning, and cleanups being accomplished in a proactive, systematic manner.
[bookmark: _Toc484161785]DLA Strategic Materials Facilities
DLA Strategic Materials has facilities that include offices, warehouses, hazardous material and commodity storage and operations, energy and water consumption, recycling, occasional universal waste or Very Small Quantity Generator (VSQG, formerly CESQG) amounts of hazardous waste generation, aboveground storage tanks, SPCCP and other relevant emergency response plans. It is therefore pertinent that a standard process is implemented in order to ensure the environmental, safety, and occupational health characteristics and concerns at each site are addressed. 
[bookmark: _Toc484161786]Context of the Organization
An understanding of the context of an organization is used to establish, implement, maintain, and continually improve its environmental management system. The Defense Logistics Agency (DLA) Strategic Materials plans, coordinates, implements and manages effective environmental, safety, and occupational health programs. DLA Strategic Materials is committed to a safe and healthy workplace and is an exemplary environmental steward, as our activities have made an environmental impact on the surroundings that we work within. 
Environmental compliance is one of the main directives in our operating procedures. Additionally, failure to comply with environmental legislation may incur harm to human health or the environment. Our goal is to therefore ensure that we embrace the doctrines of environmental stewardship. Environmental stewardship can be defined as the responsible, long-term management of resources in a way that minimizes hard to humans and the environment. 
The organization first commits to an environmental policy, then uses its policy as a basis for establishing a plan, which sets objectives and targets for improving environmental performance. The next step is implementation. After that, the organization evaluates its environmental performance to see whether the objectives and targets are being met. If targets are not being met, corrective action is taken. The results of this evaluation are then reviewed by top management to see if the EMS is working. Management revisits the environmental policy and sets new targets in a revised plan. The company then implements the revised plan. The cycle repeats, and continuous improvement occurs. Throughout the rest of this manual, we will describe how we implement these processes through the utilization of Interpretive Guidance Documents.
The IGDs that align with the Context requirements of ISO 14001 is IGD 1000.
[bookmark: _Toc484161787]Leadership
To demonstrate leadership and commitment, there are specific responsibilities related to the environmental management system in which top management will be personally involved. Top management demonstrates leadership and commitment with respect to the environmental management system by: 
· Taking accountability for the effectiveness of the EMS
· Ensuring that the environmental policy and objectives are established and are compatible with the strategic direction and context of the organization
· Ensuring the integration of the EMS requirements into the organization’s business processes
· Ensuring that the resources needed for the EMS are available
· Communicating the importance of effective environmental management and conforming to the EMS requirements
· Ensuring that the EMS achieves its intended outcomes
· Directing and supporting persons to contribute to the effectiveness of the environmental management system
· Promoting continual improvement
· Supporting other relevant management roles to demonstrate their leadership as it applies to their areas of responsibility 
IGDs define and demonstrate the DLA Strategic Materials leadership and commitment with respect to the ESHOMS. The IGDs that align with the Leadership requirements of ISO 14001 are IGDs 1001 and 1006.
[bookmark: _Toc484161788]Planning
The overall intent of the processes established in this manual is to ensure that SM is able to achieve the intended outcomes of its environmental management system, prevents or reduces undesired effects, and achieves continual improvement. SM ensures this by determining the risks and opportunities that need to be addressed and plans actions needed to address them. The relevant IGDs reference our processes and procedures as they relate to risks and opportunities that need to be addressed and planning action needed to address them. 
The IGDs that align with the Planning requirements of ISO 14001 are IGDs 1002, 1003, 1004, and 1005.
[bookmark: _Toc484161789]Support
For the effective functioning and improvement of the EMS, resources are needed to enhance environmental performance. We therefore ensure that those with EMS responsibilities are supported with the necessary resources, including human resources, natural resources, infrastructure, and technology and financial resources. This process is facilitated through use of the below IGDs. 
The IGDs that align with the Support requirements of ISO 14001 are IGDs 1007, 1008, 1009, and 1010.
[bookmark: _Toc484161790]Operations
SM determines operational controls based on the operations, the risks and opportunities, significant environmental aspects, and compliance obligations. SM may consider one or more factors such as: 
· Environmental aspects and associated environmental impacts
· Risks and opportunities
· The organizations compliance obligations
SM’s significant environmental impacts can occur during transportation, delivery, use, end-of-life treatment or final disposal of its product or service. By providing information on operations, SM can potentially prevent or mitigate adverse environmental impacts during lifecycle stages. The relevant IGDs are intended to address operational controls as they apply to DLA Strategic Materials’ operations. 
The IGDs that align with the Operations requirements of ISO 14001 are IGDs 1011 and 1012.
[bookmark: _Toc484161791]Performance Evaluation
Monitoring, measurement, analysis, and evaluation are essential to continual improvement. When determining what should be monitored or measured, SM takes into account its significant environmental aspects, compliance obligations, and operational controls. The environmental performance analysis and evaluation are reported to those with responsibility and authority to initiate appropriate action. The relevant IGDs are used to ensure that DLA Strategic Materials is implementing proper monitoring, measurement, analysis, and evaluation procedures to ensure continual improvement. 
The IGDs that align with the Operations requirements of ISO 14001 are IGDs 1013, 1014, 1016, 1017, and 1018.
[bookmark: _Toc484161792]Improvement
As a part of managing change, SM addresses planned and unplanned changes to ensure that the unintended consequences of these changes do not have a negative effect on the intended outcomes of the environmental management system. Examples of change include: 
· Planned changes to products, processes, operations, equipment or facilities
· Changes in staff or external providers, including contractors
· New information related to environmental aspects, environmental impacts, and related technologies
· Changes in compliance obligations
This section of our ESOHMS, as referenced in the relevant IGDs, serves to enable our organization to determine areas for improvement and to implement necessary actions to achieve the intended outcomes. It also serves to implement changes in the most effective way, identifying all environmental impacts of our actions as an organization and enabling our organization to continually improve the suitability, adequacy, and effectiveness to the ESOHMS to enhance environmental performance. 
The IGDs that align with the Improvement requirements of ISO 14001 are IGDs 1015 and 1019.
[bookmark: _Toc484161793]
IGD 1000: General Requirements 
Purpose
The Interpretive Guidance Document (IGD) provides general guidance for the DLA Strategic Materials Environmental, Safety and Occupational Health Management System (ESOHMS). The IGD procedure applies to the Administrator and Front Office, Directorate of Material Management and all staffed Depots, those working on our behalf, and other strategic business units that use the Corporate or facility specific IGDs. This management system is based upon ISO 14001:2015 – “Environmental Management Systems – Specification with Guidance for Use” and Occupational Health and Safety Assessment Series (OHSAS) 18001:2007– “Occupational Health and Safety Management Systems – Specification.”
Interpretive Guidance Document (IGD)
Each IGD is a standalone document. However, changes in an IGD impacts other IGDs. This Manual is considered as a “living” document and will be revised accordingly as operations and processes change.
The IGD enables us to: 
· Embrace and conform to our Environmental, Safety and Occupational Health Policy Statement.
· Identify the environmental aspects and safety and occupational health risks arising from the organization’s past, present or planned activities, commodities or services, to determine the environmental, safety and occupational health impacts of significance.
· Identify the relevant legislative and regulatory requirements.
· Identify priorities and set appropriate environmental, safety and occupational health objectives and targets.
· Establish a structure and program(s) to implement the policy and achieve objectives and targets.
· Facilitate planning, control, monitoring, corrective action, auditing and review of activities to ensure conformance with Environmental, Safety and Occupational Health Policy and ESOHMS.
· Incorporate changes in the Facility's Environmental, Safety and Occupational Health Management System (ESOHMS) as appropriate.
· Demonstrate continual improvement to the ESOHMS.
Document Control
Hard copies of the IGDs shall be controlled; and the controlled copy (current version) of the Manual will be maintained on our Web Pages. All copies or reproductions of this Manual shall be marked with the following statement to ensure document control of this Manual:
Hard copies of this document may not be the current version. Refer to the “I Am the Key” to verify the current version.
Responsibility
The Administrator provides the authority for developing, reviewing, revising and approving IGDs.
Elements of the IGD
IGD 1000 – General Requirements (ISO 14001:2004 Section 4.1 and OHSAS and Section 4.1)
IGD 1001 – Environmental, Safety and Occupational Health Policy (ISO 14001:2004 Standard Section 4.2 and OHSAS 18001:1999 Section 4.2)
IGD 1002 – Environmental Aspects (ISO 14001:2004 Standard Section 4.3.1) and Safety and Occupational Health Risks (OHSAS 18001 Section 4.3.1)
IGD 1003 – Legal and Other Requirements (ISO 14001:2004 Standard Section 4.3.2 and OHSAS 18001 Section 4.3.2)
IGD 1004 – Objectives, Targets and Programs (ISO 14001:2004 Standard Section 4.3.3 and OHSAS 18001 Section 4.3.3)
IGD 1005 – Environmental, Safety and Occupational Health Management Program (ISO 14001:2004 Standard Section 4.3.4 and OHSAS 18001 Section 4.3.4)
IGD 1006 – Resources, Roles, Responsibility and Authority (ISO 14001:2004 Standard Section 4.4.1 and OHSAS 1800 Section 4.4.1)
IGD 1007 – Competence, Training and Awareness (ISO 14001:2004 Standard Section 4.4.2 and OHSAS 18001 Section 4.4.2)
IGD 1008 – Communication (ISO 14001:2004 Standard Section 4.4.3 and OHSAS Section 4.4.3)
IGD 1009 – Documentation (ISO 14001:2004 Standard Section 4.4.4 and OHSAS Section 4.4.4)
IGD 1010 – Control of Documents (ISO 14001:2004 Standard Section 4.4.5 and OHSAS 18001 Section 4.4.5)
IGD 1011 – Operational Control (ISO 14001:2004 Standard Section 4.4.6 and OHSAS 18001 Section 4.4.6)
IGD 1012 – Emergency Preparedness and Response (ISO 14001:2004 Standard Section 4.4.7 and OHSAS Section 4.4.7)
IGD 1013 – Monitoring and Measurement (ISO 14001:2004 Standard Section 4.5.1 and OHSAS 18001 Section 4.5.1)
IGD 1014 – Evaluation of Compliance (ISO 14001:2004 Standard Section 4.5.2 and OHSAS 18001 Section 4.5.1
IGD 1015 – Nonconformity, Corrective Action and Preventive Action (ISO 14001:2004 Standard Section 4.5.2 and OHSAS 18001 Section 4.5.3)
IGD 1016 – Control of Records (ISO 14001:2004 Standard Section 4.5.4 and OHSAS 18001 Section 4.5.3)
IGD 1017 – Internal Audit (ISO 14001:2004 Standard Section 4.5.5 and OHSAS 18001 Section 4.5.4)
IGD 1018 – Management Review (ISO 14001:2004 Standard Section 4.6 and OHSAS 18001 Section 4.6)
IGD 1019 – Management of Change
Format of the IGD
All IGDs, with the exception of IGD 1000, will be formatted as follows:
Purpose – Will state the intent of the IGD with respect to the specific section of the ISO 14001:2015 Standard and/or OHSAS 18001 Specification and application to the responsible organizations.
Process – Will define how the ESOHMS conforms to the specific section of the ISO 14001:2015 Standard and/or OHSAS 18001 Specification.
Examples – Will give examples of typical documentation and records to illustrate the ESOHMS. Note: That this matrix is not intended to be an all-inclusive list of each document.


[bookmark: _Toc484161794]IGD 1001: Environmental, Safety, and Occupational Health Policy 
The environmental policy is a set of principles stated as commitments in which top management outlines the intentions of the organization to support and enhance its environmental performance. The policy enables us to set our environmental objectives, take actions to achieve the intended outcomes, and achieve continual improvement. 
Purpose
This IGD ensures the continual development, review, and approval of the Environmental, Safety, and Occupational Health Policy Statement. This IGD applies to all of our personnel (HQ and Depots) and those working on our behalf, including applicable business units. This IGD also ensures specifically that we adhere to the ESOH Policy Statement and that the ESOH Policy Statement is reviewed at least annually by the Directorate of Materials Management. 
Process
Environmental, Safety, and Occupational Health Policy Statement
The Environmental, Safety and Occupational Health Policy Statement establishes the framework for ESOH Management. As such, the ESOH Policy Statement provides the foundation for controlling the environmental impacts, safety, and occupational health risks of its activities, commodities, and services and establishing environmental goals and objectives. The key elements of the ESOH policy Statement include: 
a. Addressing the ESOHMS Policy’s support of mission objectives
b. Complying with the requirements of all relevant environmental, safety, and occupational health laws and regulations, and our policies and procedures
c. Fostering a dialogue with employees, those persons working on behalf of the government within DLA Strategic Materials, and the public regarding the potential impact of our operations including host and tenant agencies as appropriate
d. Promoting environmental stewardship through the prevention of pollution
e. Addressing legal and other requirements as applicable
f. Continually improving ESOH performance through training and integrating ESOH considerations throughout our business planning processes
We adopt the ESOH Policy Statement and will conduct our business activities and operations in a manner that is consistent with our policy statement. 
Directorate of Materials Management 
The ESOH Policy Statement will be reviewed annually and scrutinized as indicated in the ESOHMS Manual by the Directorate of Materials Management. The Chief of the Environmental Branch is responsible for the following: 
a) Directing the formulation, development, implementation, and modification of the ESOH Policy Statement, as appropriate
b) Coordinating reviews of the ESOH Policy Statement by the ESOH Policy Review Committee, and/or any interested directorates or strategic business units
c) Obtaining approval for the ESOH Policy Statement from the Administrator
Communication of the Policy Statement
The ESOH Policy Statement will be communicated and made available, through various media, to all employees, those working on our behalf, contractors, tenants, hosts, and external constituencies (as applicable). 
Examples of ESOHMS Supporting References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Environmental, Safety, and Occupational Health (ESOH) Policy Statement
Interpretive Guidance Document
Environmental, Safety, and Occupational Health Plan
Defense Logistics Agency Diversity Principles

[bookmark: _Toc484161795]IGD 1002: Environmental Aspects 
Environmental aspects can create risks and opportunities associated with adverse environmental impacts, beneficial environmental impacts, and other effects on the organization. We therefore determine our environmental aspects and associated environmental impacts, and then determine those that are significant and therefore need to be addressed by its EMS. 
Purpose
This IGD identifies the “Environmental Aspects” and “Safety and Occupational Health Risks” of each Depot. These aspects and risks include those activities, commodities, and services that the Depot can control or over which it can be expected to have influence. This IGD applies to our personnel (HQ and Depot), and those working on our behalf are responsible for defining, assessing, and updating environmental aspects and safety and occupational health risks for the respective Depots. 
Process
Environmental Aspects and Safety & Occupational Health Risk Elements
Activities, products, and services are identified and reviewed annually to establish the environmental aspects for the Depot. When considering our environmental aspects and safety and health risk elements, our evaluation includes, but is not limited to, the following: 
a) Air Emissions (i.e. fugitive dust)
b) Water (i.e. discharges and weed control)
c) Hazardous Waste (i.e. generation, storage, treatment and disposal, and vendor qualification/activity)
d) Solid Waste (i.e. generation, storage, treatment and disposal, and vendor qualification/activity)
e) Spills Management (i.e. underground and aboveground tanks including piping, and other equipment)
f) Nuisances (i.e. odors and noises)
g) Operations (i.e. equipment operation and storage)
h) Resources Utilization (i.e. consumables, Depot electrical service, and fuel)
i) Emergency Personnel 
j) Energy
Consideration is given to normal and abnormal operations and to potential emergency situations. 
Quantitative Process for Assigning Significance to Environmental Aspects and Safety & Occupational Health Risk Elements
At least annually, or as indicated by IGD 1019: Management of Change, an ESOH Risk Analysis is conducted. For the initial ESOH Risk Analysis, the Depot ESOH Representative or his/her designee uses Tables 1A: Process Environmental Aspect Identification Form and 1B Process Hazard Identification and Risk Assessment Form (located on I am the Key) to document the activities at DLA Strategic Materials which may result in an ESOH impact. The ESOH Representative or his/her designee then develops an Environmental Safety and Occupational Health Analysis using Table 1C: ESOH Risk Analysis Worksheet (located on I am the Key). Once completed, the ESOH Risk Analysis Worksheet is electronically transmitted to the ESOH Representative for review. If applicable, the findings are incorporated into the ESOHMS. For the subsequent ESOH Risk Analysis, the Depot ESOH Representative or his/her designee will review and update Tables 1A and 1B to document the current ESOH activities at DLA Strategic Materials. The ESOH Representative or his/her designee will then also update the ESOH Analysis by using Table 1C. Once completed, the ESOH Risk Analysis Worksheet is electronically transmitted to the ESOH Representative for review. If applicable, the findings are incorporated into the ESOHMS.
Criteria evaluation for completion of the ESOH Risk Analysis Worksheet include:
a) Task, Input, Process Description
b) Environmental Aspect/Safety & Occupational Health Risk
c) Environmental Impact/Impact on Safety or Occupational Health
d) Severity (None, Minor, Low, High, Hazardous)
e) Occurrence (Remote, Low, Moderate, High, Very High)
f) Detectability (Certain, High, Moderate, Low, Remote)
g) Regulation (including federal, state, local, commercial hosts, military hosts, or DLA Agency host)
h) Risk Priority Number (RPN=Severity x Occurrence x Detectability x Regulatory)
i) Comments/Recommendations
Program Methodology
Each respective aspect or risk consideration is evaluated on its environment, safety, and health impacts, level of control, and applicable legislative and regulatory requirements. Each aspect consideration is further evaluated on its environmental and business significance based on the following: 
a) Business management practices and procedures
b) Environmental, safety, and occupational health management practices and procedures
c) Incorporation of “lessons learned” from investigations, reviews of previous incidents, audits, and/or other forms of feedback resulting from performance monitoring and measurement
d) Identification of environmental significance and high safety and occupational health risks
e) Other requirements to which the organization subscribes, if applicable. 
Each Depot manager determines the significant aspects of their Depot. The Depot manager will specifically look at all aspects with RPNs greater than 100 when determining significance. At a minimum, the Depot manager will choose three significant aspects and document them in Table 2: Significant ESOH Aspects (located on I am the Key). 
Program Integration
The results of the environmental aspect and safety and occupational health analysis will be communicated directly to applicable HQ and Depot personnel and those working on our behalf through daily morning meetings, safety meetings, Depot meetings, and team meetings where applicable. 
The Chief, Environmental Management Division will ensure that “Environmental Aspects” and “Safety and Occupational Health Risks” reflect the current operating conditions of the installation and will review and update this documentation annually or as deemed necessary (i.e. significant personnel changes, new commodities, or final removal of commodities). These environmental aspects and risks are considered for establishing performance objectives and targets. 
A letter will be submitted by the Administrator and Front Office to hosts and tenant activities (as appropriate) describing significant aspects and mission performance issues. 
Examples of ESOHMS Supporting References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Table 1A: Process Environmental Aspect Identification Form
Table 1B: Process Hazard Identification and Risk Form
Table 1C: ESOH Risk Analysis Worksheet
Table 2: Significant ESOH Aspects


[bookmark: _Toc484161796]IGD 1003: Legal and Other Requirements 
Compliance obligations can create risks and opportunities, such as failing to comply or performing beyond compliance obligations. We therefore determine the compliance obligations that are applicable to our environmental aspects, and how they apply to our organization. 
Purpose
This IGD establishes and maintains the process for identifying and accessing legal and other requirements that HQ and Depot personnel adopt. This process incorporates all environmental aspects, and safety and occupational health risks identified for the installation activities, commodities, and services. This IGD applies to all employees and those working on our behalf who are responsible for defining, assessing, and updating environmental legal and other requirements. 
Process
Elements
The ESOHMS integrates the following legal and other associated requirements into the implementation of the ESOHMS: 
a) ESOHMS policy content
b) Federal, state, and local laws and regulations
c) Other legal requirements relating to significant environmental aspects
d) Agreements with regulatory and governmental agencies
e) Non-regulatory guidelines, e.g. standards of performance excellence attributed to various assessments and benchmarking studies
f) DoD/DLA policies and directives
The Directorate of Materials Management
The Directorate of Materials Management has the primary responsibility for identifying and communicating relevant legal requirements (federal, state, and local) to the various business units. On a weekly basis, the DLA Strategic Materials environmental office receives and reviews a federal regulatory summary that is issued and prepared by Naval Facilities EXWC Regulatory Support Office. Additionally, email updates on state and local regulations are received and reviewed by the environmental office. Communication of pertinent regulations is done via the internet, through meeting, and/or through internal email as applicable. 
The Directorate of Materials Management will work with individual Depot managers as appropriate to identify state, local, and other requirements. The Directorate of Materials Management may work with legal counsel to track, review, and comment on proposed environmental legislative/regulatory initiatives of consequence.
Examples of ESOHMS Supporting References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Table 3: Pertinent Federal Laws and Impact Activities 
IGD 1003, 3.2: Website for State Environmental Regulations and Legislation
Environmental Program Functional Element Assignments
Legal Identification and Clarification Process for Environmental Aspects that Apply to the ESOHMS



	Table 3: Pertinent Federal Laws that Impact Activities

	Statute
	Regulation
	Enforcement Objectives
	Enforcement Involvement

	National Environmental Policy Act (NEPA)
	42 U.S.C. §4321 et seq. (1969)

	The NEPA basic policy is to assure that all branches of government give proper consideration to the environment prior to undertaking any major federal action that significantly affects the environment. Its purpose is to encourage a harmony between activities in business, social communities, and the environment. Although much of the language is vague, it addresses issues to attain the widest range of beneficial use of resources without causing undesirable effects to the environment.
	All activities undertaken by DLA Strategic Materials are governed under this act. 

	Occupational Safety & Health Act (OSHA)
	29 CFR
	OSHA is the main federal agency assigned to ensure safe and healthful working conditions for working men and women by setting and enforcing standards and by providing training, outreach, education and assistance. OSHA standards are rules that describe the methods employers are legally required to follow to protect their workers from hazards. The act regulates the handling and managing of hazardous materials in the workplace by providing employee “right-to-know” information and emergency response training.  
	As a part of the DLA Strategic Materials mission, we acquire materials that could be considered hazardous to human health and the environment. The DLA Strategic Materials Depots maintain a complete set of Safety Data Sheets (SDS) for commodities/chemicals stored and used at the installation. Depots also ensure that Fire Departments and local Emergency Response Departments are aware of Depot activities and commodities/chemicals stored.

	Clean Air Act (CAA)
	42 U.S.C. §7401 et seq. (1970)

	The CAA is a U.S. federal law designed to control air pollution on the national level. Enforcement is done through the requirement of state air quality implementation plans and operating permits for sources of toxic and hazardous air pollutants.
	The scope of the DLA Strategic Materials operations requires one air permit at our facility in Nevada. No other DLA Strategic facility operations require permitting. Fugitive dust generated during out loading of ores, minerals and metals may potentially fall within this legislation. Depots assure that dust generated either on the roadways or during out loading is minimized through the application of water or other engineering devices (ex. fans, alternate loading procedures).

	Federal Insecticide, Fungicide, Rodenticide Act (FIFRA)
	7 U.S.C. §136 et seq. (1996)

	The FIFRA provides for federal regulation of pesticide distribution, sale, and use to protect applicators, consumers, and the environment. This law provides information for the environmentally safe use of pesticides and herbicides.
	Each DLA Strategic Materials Depot follows a Pest Management Plan that includes the requirements for application/use of these chemicals as warranted.

	Safe Drinking Water Act (SDWA)
	42 U.S.C. §300f et seq. (1974)

	The SDWA is the federal law that protects public drinking water supplies throughout the nation. Standards for drinking water quality and operation of public water treatment plants, as well as injection of wastes (including septic tanks) are all addressed within this act.
	The DLA Strategic Materials locations use public water supplies and are not directly affected by this legislation; however, the Depots do use bottled water and are exempt from testing.

	Hazardous Materials Transportation Act (HMTA)
	49 CFR 100-185
	The Department of Transportation regulates this act and it includes laws about all packaging and transportation of hazardous materials. Its purpose is to "protect against the risks to life, property, and the environment that are inherent in the transportation of hazardous material in intrastate, interstate, and foreign commerce" under the authority of the United States Secretary of Transportation.
	The DLA Strategic Materials facilities transport commodities that may fall within this guidance; all shipping orders contain specific procedures for the transport of such commodities.

	Toxic Substances Control Act
	40 CFR 700-799
	TSCA is the regulation of the manufacture and use of most chemicals including asbestos and polychlorinated biphenyls (PCB’s) are included within this legislation. Reporting, labeling, use restrictions, and record keeping of chemicals that pose risk to health and the environment are required.
	DLA Strategic Materials has removed transformers from all facilities and all stored asbestos has been removed. 

	Resource Conservation & Recovery Act (RCRA)
	40 CFR 240-299
	RCRA regulates the generation, transportation, treatment, and disposal of hazardous and non-hazardous wastes. Storage of fuel/commodity within underground storage tanks is also addressed. 
	The DLA Strategic Materials facilities maintain strict compliance with and make improvements to their operations to better address all the facets of this law. All USTs have been removed from DLA Strategic Materials facilities. 

	Comprehensive Environmental Response, Compensation, and Liability Act (CERCLA)
	40 CFR 300-311
	CERCLA is usually referred to as the “Superfund” act and requires reporting hazardous substance spills while establishing liability for cleanup of the spills. The law has provisions that delineate potential responsible parties (PRPs) so they can assess liability for cleaning up former spills. 
	As you can imagine, this regulation can cause legal challenges and is one that requires continued involvement. As we leave sites, assessments are done to see what "footprint" our storage has made on the environment. Past land use has a huge impact on these findings. Although negative impacts may not have been part of operating procedures, we may be held accountable. The DLA Strategic Materials Depots make every effort to assure we have data and knowledge of past and present operating procedures. Also, to comply with this law, Depot personnel interact with community members through the establishment of community advisory boards (CABs). CABs are formed when there is sustained interest in a local community to periodically meet with our personnel to review technical information developed during and following the Remedial Investigation phase of the Installation Restoration Program.

	Emergency Planning and Community Right to Know Act (EPCRA)
	40 CFR 350-374
	EPCRA is known as Title III of the Superfund Amendment Reauthorization Act (SARA title III). It provides employees and citizens access to information about hazardous substances/material in their community. 
	If required, DLA Strategic Materials Depots annually submit information (Toxic Chemical Inventory Form, Toxic Chemical Release Form) to governing agencies listing substances and commodities relative to this act. Additionally, Depots maintain and make accessible all Safety Data Sheets (SDS) relative to Depot operations. Depots also follow directives stipulated in their emergency planning notification document, as regulated by this act.

	Nuclear Regulatory Commission (NRC) Regulations
	Title 10, Chapter I, Code of Federal Regulations
	The NRC is the Federal agency responsible for protecting the health and safety of the public and the environment by licensing and regulating the civilian uses of radioactive materials. The NRC regulations establish requirements binding on all persons and organizations who receive a license from NRC to use nuclear materials or operate nuclear facilities.  
	DLA Strategic Materials currently maintains a NRC license at one of our facilities in support of our mission. 





[bookmark: _Toc484161797]IGD 1004: Objectives, Targets, and Programs 
After determining our aspects and other legal requirements, we plan the actions that have to be taken within the EMS to address them. We establish environmental objectives at the strategic level, the tactical level, and the operational level. Environmental objectives are communicated to the persons working under our control who have the ability to influence the achievement of the objectives. 
Purpose
We establish, maintain, and document environmental, safety, and occupational health objectives, targets, and programs at our Depots. These objectives and targets link to the relevant functions and activities at the Depots with its “Significant Environmental Aspects” and “Safety and Occupational Health Risks.” This IGD applies to all employees and those working on behalf of DLA-SM who are responsible for defining, assessing, and updating environmental aspects, and safety and occupational health risks. 
Process
Environmental, Safety, and Occupational Health Policy Statement
Our ESOH Policy Statement describes the commitment to excellence through the proactive ESOH management such as:
a) Complying with applicable environmental laws and regulations
b) Continually improving performance
c) Promoting environmental stewardship through prevention of pollution and improving natural resources in the regions which we operate including energy, waste, and water management
d) Providing adequate resources to meet our ESOH commitments by integrating ESOH considerations into our business planning processes, etc. 
This ESOH Policy Statement also provides the framework for developing and integrating environmental objectives and targets into our planning cycle. All established environmental objectives and targets are consistent with the ESOH Policy Statement. 
Strategic Planning
The following issues are considered when establishing and reviewing ESOH objectives:
a) Legal and other requirements to which the organization subscribes, including permit requirements
b) Significant environmental aspects and SOH risks
c) Technological options
d) Financial, operational, and business requirements within all levels of the organization (including field activities and HQ)
e) Views of interested parties, etc.
f) Ability to be measured and provide means to promote continual development
Specifically, the EMR coordinates development of the ESOH objectives and targets. The Administrator periodically reviews the performance relative to existing objects, goals, and targets. 
Directorate of Materials Management
The Directorate of Materials Management measures and monitors ESOH performance and ensures that all ESOH targets and objectives are consistent with the ESOH Policy Statement. 
Employee Performance Appraisals
Each employee receives an annual individual performance appraisal that evaluates the employee job activities. Applicable employees have a statement in their position description that includes ESOH performance. 
ESOH Objectives and Targets Linked to Environmental Aspects, SOH Risks, and Policy Statement
ESOH Objectives and Targets (Table5) keyed to Significant Environmental Aspects (Table 2) and DLA SM ESOH Policy aligns objectives and targets to its significant environmental aspects, safety, and occupational health risks and the ESOH policy. We ensure that the ESOH objectives and targets, as well as programs keys to environmental aspects, safety, and occupational health risks and the ESOH policy, reflects the current operating conditions and is included in the review and update of the documents annually. Additionally, the goals, targets, and objectives will be reviewed in relation to environmental aspects, safety, and occupational health risks annually during management meetings, at EMS audit debriefing meetings, or as necessary.
Examples of ESOHMS Supporting Documentation References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Environmental, Safety, and Occupational Health Plan for 2016
Table 5: Environmental, Safety, and Occupational Health Objectives and Targets 


[bookmark: _Toc484161798]IGD 1005: Environmental, Safety, and Occupational Health Management Program 
Purpose
We execute and maintain, as appropriate, programs for achieving ESOH objectives and targets. These programs include process improvements, as well as natural resource programs, supporting mission and commitment to continual improvement. This IGD applies to all of our employees and those working on our behalf. We communicate the contents of this ESOHMS to host/tenant facilities as appropriate. 
Process
Employees
All employees have responsibility for implementing programs that support the ESOH policy. We establish goals, objectives, and targets within the framework of the ESOH Policy Statement, and in a manner that appropriately reflects consideration of the environmental aspects and impacts as well as the safety and occupational health risks of their respective operational activities. We have implemented a policy that defines the action to be taken when an employee is injured during working hours. 
Other Support Organizations
The Directorate of Materials Management, Public Affairs, and Office of Counsel provide technical and legal support to all business units to include ESOH objectives and targets.
The programs for achieving the ESOH targets and objectives are continual or short term. The time frames including the responsibilities and means for achieving these objectives and targets are identified at the beginning of the programs in the development of the project budget cycle. 
Examples of ESOHMS Supporting Documentation References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Ergonomic Plan
Pest Management Plan
Radiation Protection Program
Respiratory Protection Program
Hearing Conservation 
Safety Shoe Policy
Environmental, Safety, and Occupational Health Plan 
Medical Surveillance Program
HazCom Program
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IGD 1006: Resources, Roles, and Responsibilities 
Those involved in the organization’s environmental management system should have a clear understanding of their role, responsibilities, and authorities in order to reach the intended outcomes. We therefore designate resources, roles and responsibilities in regards to our EMS. 
Purpose
This IGD defines, documents, and communicates roles, responsibilities, and authorities in order to facilitate effective environmental, safety, and occupational health management. This IGD applies to all employees and those working on our behalf who are responsible for defining, assessing, and updating environmental aspects, and safety and occupational health risks. 
Process
Commitment
From the Administrator to the first line supervisor, management is responsible for conducting operations in accordance with all applicable ESOH laws and regulations, ESOH policies, and applicable ISO 14001:2015 standard and OSHAS 18001. Top Management is responsible for providing adequate resources to meet our ESOH commitments. 
A letter will be submitted by the Administrator to hosts and tenant activities (as appropriate) describing roles and responsibilities of the EMR. 
ESOH Management Representative
The ESOH Management Representative (EMR), appointed by the Administrator and within the Directorate of Materials Management, is responsible for reviewing and providing oversight of the ESOH management system including recommendations to promote continual improvement. The person provides periodic updates to the Administrator. The EMR has the responsibility for reviewing and directing ESOH activities. The Chief of the Environmental Office has the primary responsibility for: 
a) Developing policies, business/mission activities, standards, processes and procedure, and ensuring their consistent application
b) Identifying, analyzing, and influencing ESOH issues, laws, and regulations and reporting to affected business units all final ESOH federal, state, and local law regulations
c) Developing and communicating best ESOH management practices, including authority of the EMR
d) Providing cost competitive and value added environmental services
e) Promoting continual improvement in ESOHMS performance
f) Supporting prevention of pollution efforts
g) Developing strategic plans to help ensure implementation of proactive and cost-effective options for meeting ESOH challenges
h) Securing required permits and providing required reports
i) Assigning the EMR in writing, and re-issuing/revising the appointment letter with EMR personnel change that includes the authority of the EMR
j) Reviewing/re-issuing the ESOH Policy Statement within 30 days of leadership change
k) Preventing pollution, properly managing wastes, and providing a safe work environment
l) Providing appropriate training to employees
m) Developing new capital facilities/improvements and/or processes
n) Monitoring required activities facilities and/or processes
Employee Performance Appraisals
Functional roles and responsibilities of all employees with specific management responsibilities can be found in position descriptions. Employee performance is monitored annually as necessary by their supervisor. 
Examples of ESOHMS Supporting References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Table 6, Structure and Responsibilities
Environmental Issues Matrix


[bookmark: _Toc484161800]IGD 1007: Competence, Training, and Awareness 
The competency requirements of this manual apply to persons working under the DLA Strategic Materials control who effect our environmental performance. These people need to be aware of the environmental policy existence, its purpose and their role in achieving the commitments, including how their work can affect the organizations ability to fulfill its compliance obligations. 
Purpose
This IGD identifies training needs for personnel and those working on our behalf whose responsibilities may create a significant impact on the environment or a significant SOH risk. In addition, this IGD describes procedures that will assure our employees and those working on our behalf are aware of the important ESOH issues. This IGD applies to all applicable employees of our HQ and all Depots who are responsible for those activities and operations impacting environmental aspects and safety and occupational health risks. Management is responsible for ensuring that applicable personnel receive training to achieve an appropriate level of ESOH competence and awareness. 
Process
Conformance with Established Policies and Procedures
Our ESOHMS program requires us to implement a training program. Our goal is not only to meet the requirement established by our ESOHMS, but to define a program that engages our workforce and focuses us toward environmental, safety, and occupational health (ESOH) awareness. Each of us is the key to assuring strong ESOH stewardship. 
The three types of ESOHMS training are: 
1. Job function training (i.e. DOT and HazMat training)
2. Environmental program training (i.e. Stormwater management training)
3. Safety training (i.e. ESOH topics and ESOHMS as discussed during the monthly Depot safety meetings)
ESOHMS Training
ESOHMS related training is identified and executed via the following process:
Individuals complete an Individual Development Plan (IDP) for review and approval by their supervisor. Each employee is responsible for identifying training requirements with their supervisor in order to complete the IDP. Information on the approved IDP is entered into the Learning Management System (LMS). LMS tracks the training completion and issues certificates of completion. If the training must be completed by a vendor, an SF-182 must be submitted and approved. A memo from the staff supervisor is required if training is conducted outside the commuting area. Records for environmental training initiated at the Depot level will be maintained at each respective Depot. 
All persons working in or on behalf of the government, whose work responsibilities may impact the environment and/or safety and occupational health, shall be made aware of the importance of conformance with, and the consequences of departure from:
a) The ESOH Policy Statement
b) The ESOHMS and applicable directives, policies, procedures, guidelines, and requirements identified on our website, including emergency preparedness and response requirements
c) Identified roles and responsibilities
d) The ESOH Pocket Guide and Five Commandments poster may be used to inform contractors of the above information (available on the I Am the Key Homepage)
Orientation of Training Classes
The training may be accomplished via:
a) New employee orientation training
b) Specific, rob-related and technical training
c) Environmental compliance training
d) Environmental awareness training
e) Safety and Occupational Health training
f) Emergency Response training
g) Other internal communication vehicles
Management and supervision of the various strategic business units and support departments are responsible for assuring conformance with established ESOH policies, procedures, etc. 
Training Schedule
Training that must occur at regular intervals is listed on a training matrix for each Depot. It should be reviewed and updated on a regular basis to ensure it continues to meet regulatory and/or DLA objectives.
Roles, Responsibilities, and Accountability
Roles and responsibilities of persons working in or on behalf of the government whose work may have an ESOH impact are identified through specific job descriptions, other aspects of their functional work assignments, and performance expectations contained in the respective strategic plans and directives. 
Accountability for achieving conformance with the ESOH Policy Statement procedures and requirements of the ESOHMS, including emergency preparedness and response requirements, is provided by the employee’s general and specific standards in the performance appraisal process. On the job training is a key means of training our staff. Records of on the job training will be maintained at each Depot. 
Competence
Competence levels for our personnel are detailed in the position description and IDP. Personnel performing the tasks that can cause ESOH impact shall have qualifications that are based upon: 
a) Education
b) Equivalent work experience
c) Specialized training programs (internal or external)
Examples of ESOHMS Supporting Documentation References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
ESOH Awareness Training Manual
The ESOHMS Pocket Guide


[bookmark: _Toc484161801]IGD 1008: Communication 
Communication allows the organization to provide and obtain information relevant to its EMS, and is a two way process in and out of the organization. We therefore have established a communication process that ensures communication with the most appropriate levels and functions. 
Purpose
This IGD will describe how incoming ESOH communications are received, responded to, and documented by our personnel and those working on our behalf. Significant environmental aspects will be communicated via the internet (I am the Key). 
Process
Two-Way Internal Communication Sources
Two-way internal communications between the various levels and functions of the organization regarding Environmental Aspects, Safety and Occupational Health Risks, and ESOHMS activities are accomplished through the following: 
a) The corporate ESOH policies and general ESOH awareness communications are provided through the various methods including, but not limited to: 
a. Environmental awareness training, procedures and policy
b. Multi-media publications of general or specific topics of interest, including environmental aspects and their impacts
c. Various group, directorate, and Depot meetings, including safety/environmental meetings and pre-work conferences
d. E-mail
e. Annex to the DLA Communication Plan
f. Formation of specialized teams such and the Management of Change team
b) Employees shall be:
a. Involved in the development and review of policies and procedures to manage risks
b. Consulted where there are any changes that affect workplace health and safety
c. Represented on health and safety matters, as well as benefits of improved performance
d. Informed as to who is their employee Safety Monitor and specified management employee
e. Aware of potential consequences of environment and mission if procedures are not followed
The members of the Directorate of Materials Management are responsible for ensuring that two-way internal communications are appropriately conveyed throughout the levels and functions within their respective organizations.
Two-Way External Communication Sources
Two way external communications to/from HQ on matters pertaining to ESOH issues typically fall into the following categories:
a) General public and media
b) Regularity and governmental agencies
c) Industry and environmental organizations
d) Other constituencies, i.e. public opinion leaders
Two-way external communications activities are accomplished through the following: 
a) ESOH issues are communicated by Strategic Materials to external stakeholders by various methods through:
a. Community outreach meetings
b. Community newsletters
c. T.V./local radio interviews with the Environmental Group and Public Affairs
d. Website (I am the Key)
e. Annex to the DLA Communications Plan

Within 24 hours of receipt, any communications received from a regulatory agency, which are enforcement oriented (i.e. Notice of Violation (NOV), summons and complain, etc.) will be coordinated through the Directorate of Materials Management.

Any communication with news media and community members must follow the “News Media, Elected Officials and Communication Contact Procedures” document located on I am the Key.

Depot Managers or designees will be responsible for receiving communication with regulatory agencies and reporting as noted in above. 

New employees and contractors will be informed of the ESOH policy elements via the Depot specific ESOH Orientation Guide.
Examples of ESOHMS Supporting Documentation References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Figure 1: Environmental Internal/External Communications Flowchart
Community Relations Plans
News Media and Community Contact Log News Media
Elected Officials and Community Contact Procedures
Annex to the DLA Communication Plan


[bookmark: _Toc484161802]IGD 1009: Documentation 
An organization needs to create and maintain documented information in a manner sufficient to ensure a suitable, adequate, and effective EMS. We therefore have created a documentation process that is focused upon the implementation of the EMS and on environmental performance. 
Purpose
This IGD describes the core elements of the ESOHMS as it relates to our operations and activities, and provides direction where to obtain detailed information on specific elements of the ESOHMS. This document applies to all of our employees, those working on our behalf and external entities including tenant s and hosts, as appropriate. It includes documentation of the policy, environmental aspects, objectives and targets, and those documents considered necessary for planning, organization, and control of processes that related to the environmental aspects and environmental management system.
Process
Interpretive Guidance Document Description
The IGD outlines our management procedures. Each IGD will be identified by a title with uniform formatting. Review and approval for IGDs for suitability and accuracy will be completed by the Chief of the Environmental Office. IGDs will also: 
a) Be organized into individual IGD’s which correspond to each clause of the ISO 140001:2015 Standard and OHSAS 18001 Guideline. 
b) Include all entities defined within IGD 1000: General Requirements
c) Have a unique document number
d) Consist of three sections, including: 
a. Purpose
b. Process
c. Examples of reference ESOHMS Supporting Documentation including records that support training, calibration, compliance evaluation, and other requirements. Also included are evaluation of corrective and preventative action, management review, and internal reviews. 
Review Frequency
Each IGD will be reviewed at least annually by the EMR and updated as required. 
Diagram of Interdependency of Interpretive Guidance Documents (Located on I am the Key)
Examples of ESOHMS Supporting Documentation References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS Manual. 
Interpretive Guidance Document 
[bookmark: _Toc484161803]IGD 1010: Control of Documents
Purpose
This IGD provides guidance for controlling all documents, internal and external, and procedures required by the standard as it pertains to the ESOHMS at each installation. This document applies to all employees of DLA Strategic Materials and those working on behalf of the government within DLA Strategic Materials, who are required to establish, utilize, and maintain environmental documents in accordance with the requirements of the ESOHMS.
Some documents are referenced on the I Am the Key website but are not linked for security requirements. 
Controlled documents are listed on the Document Review/Revision Matrix. 
Process
ESOH Management Representative
The EMR is responsible for approval authority, approval prior to use, review and revision, revision status identification, availability at point of use, legibility and methods for identification of controlled documents. A list of controlled documents can be found in IGD 1010 3.3 (Document Review/Revision Matrix).
Requirements
Controlled documents are controlled by the methods of the identified process owners to ensure that the documents: 
a) Are approved prior to use
b) Can be readily located
c) Are periodically reviewed, revised, and approved or deleted as necessary by authorized personnel and are communicated by process owners to all applicable employees.
d) Are available at applicable locations
e) Are removed from all points of issue and use when obsolete, and otherwise assured against unintended use.
f) Any obsolete documents retained for legal and/or knowledge preservation purposes are clearly identified as: “This Document May Be Obsolete. Retained for Historical Use Only.”
g) Are legible, dated (with revision dates, if applicable), and readily identifiable.
h) Are appropriately maintained by either headquarters or appropriate field locations of the operating installations
i) All original documents that are received or issued by headquarters or a Depot must be retained on file for future review and/or audit purposes. Copies may be made and distributed; however, the original document must remain on file. 
Examples of ESOHMS Supporting Documentation References
The references below are not intended to be all-inclusive, but rather to provide examples of typical documentation, illustrative of the ESOHMS, and are not necessarily controlled by this ESOHMS Manual. 
Document Control Policy 
Operations and Logistics Storage Manual 
Document Review/Revision Matrix 


[bookmark: _Toc484161804]IGD 1011: Operational Control 
Purpose
This IGD ensures that all operations and activities associated with the Environmental, Safety, and Occupational Health Significant Environmental Aspects are consistent with the ESOH Policy Statement and specified objectives and targets, policy, and legal and other requirements. This document applies to all employees working on our behalf who are responsible for those activities and operations impacting the significant environmental aspects.
Process
Procedures Documentation
We have established and implemented procedures and practices, which standardizes the mode of operation and activity and ensures consistent operating criteria. We recognize that the absence of these procedures, not including emergency situations, may lead to deviation from the normal mode of operation. 
Consistent with a life cycle perspective, our Procedures Documentation:
a) Establishes controls, as appropriate, to ensure that environmental requirements are addressed in the design and development process for our products and services
b) Ensures that we determine our environmental requirements for the procurement of products and services, as appropriate
c) Ensures that we communicate the relevant requirements to external providers, including contractors
d) Ensures that we consider the need to provide information about potential significant environmental impacts associated with the transportation or delivery, use, end-of-life treatment and final disposal of our products and services
e) These procedures are maintained or revised, as applicable, by the Directorate of Material Management.
Sources of Procedures 
The following procedures demonstrate how we operate, maintain, and control our activities. The procedures in the “Operations and Logistics Storage Manual” (Appendix) must be carefully followed because deviation could lead to environmental impact or safety and health-threatening conditions. 
a) Operations and Logistics Storage Manual

Goods and Services
Applicable environmental specifications are incorporated into all contracts for goods and services procured. Environmental and Safety specifications are incorporated into all contracts with suppliers, contractors/subcontractors, hosts and tenants (as applicable). 
Examples of ESOHMS Supporting Documentation References
The references listed below are not intended to be all-inclusive but rather to provide examples of typical documentation and records, illustrative of the ESOHMS, and are not necessarily controlled by this Manual. 
Spill Prevention Control and Countermeasures Plan 
Pollution Prevention Plan 
Recycling Procedure


[bookmark: _Toc484161805]IGD 1012: Emergency Preparedness and Response 
Purpose
It is the responsibility of each organization to be prepared and to respond to emergency situations in a manner appropriate to its particular needs. This document provides guidance on site planning for identifying, preventing, and responding to environmental and safety and health emergencies. This procedure applies to all of our employees. 
Process
Emergency Preparedness and Response Procedures 
Examples of emergency preparedness and response plans and procedures for individual installations and their hosts/tenants (as applicable) are provided as follows:
b) Spill Prevention Control Plan 
c) Emergency Preparedness and Response Plans (For security reasons, individual Depot plans are not available on I am the Key)
Revisions/Testing
Emergency preparedness and response plans and procedures shall be reviewed and revised as necessary after the occurrence of emergency situations or as delineated within said documents. The plans are exercised when practical, minimizing disruptions of operations. 
Reporting
Environmental, safety, and occupational health emergencies are reported as required by applicable federal, state, and local regulations.
Examples of ESOHMS Supporting Documentation References
Emergency Preparedness and Response Plans 
For security reasons, individual Depot plans are not available on I am the Key


[bookmark: _Toc484161806]IGD 1013: Monitoring and Measurement 
Purpose
This IGD identifies those documents and procedures used to monitor and measure on a regular basis the key characteristics of operations and activities that may have a significant impact on the environment, safety and occupational health and conform to our ESOHMS Objectives and Targets. This document applies to our employees and those working on our behalf, whose operational activities are subject to environmental, safety, a health monitoring and measurement. 
Process
Areas of Applicability
a) Recording relevant information including contractors/subcontractors and tenants (if applicable)
b) Tracking performance or relevant information
c) Monitoring operational controls
Environmental Monitoring 
a) Specific programs that refer to individual commodities (mercury, beryllium, etc.)
b) Reports from regulatory agency audits, inspections, and reviews
c) Per IGD 1015, audit and inspection findings are documented in the DLA Strategic Materials Corrective Action Summary Report (CASR). DLA Strategic Materials uses this tool to document and monitor corrective actions identified and implemented in an effort to address audit and inspection findings. 
Safety & Health Monitoring
Documents of personnel working in or on the behalf of the government that are relevant to our ESOHMS are retained. Annual physicals shall be given to all of our personnel. 
Equipment
Monitoring equipment including, but no limited to, scales, Geiger counters, and Jerome mercury vapor monitors shall be calibrated and maintained according to the manufacturer’s specifications or procedures, as applicable. Each Depot will maintain a Depot-specific equipment calibration schedule that lists each piece of calibrated equipment, required calibration frequency, date of last calibration, and deadline for next calibration. Each Depot shall keep its calibrated equipment inventory and calibration schedule current, updating it when new equipment is brought on-site and old equipment is removed. 
While some equipment requiring calibration may not be used for years at a time, DLA Strategic Materials will continue to calibrate the equipment in accordance with manufacturer’s specifications or procedures to verify that it will be in working order for future use. 
Environmental Legislation and Regulations
Documents of relevant ESOH legislation and regulation is the responsibility of the DLA Office of Counsel. 
DLA Strategic Materials will communicate relevant environmental performance information both internally and externally, as identified in our communications processes and as required by compliance obligations. 
Examples of ESOHMS Supporting Documentation References
The references listed below are not intended to be all inclusive, but rather to provide examples of typical documentation and records illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS manual. 
Equipment Calibration Schedule (See each Depot’s specific calibration schedule maintained in the Depot library)
[bookmark: _Toc484161807]

IGD 1014: Evaluation of Compliance 
Purpose
This IGD identifies procedures used to periodically evaluate compliance of our ESOHMS with applicable legal and other requirements. This document applies to all of our employees, support departments, and those working on our behalf whose operation activities are subject to environmental, safety, and occupational health measuring and monitoring. 
Process
Areas of Applicability 
a) Collaborating with the Office of Counsel to periodically evaluate legislative and regulatory compliance information
b) Periodically evaluating environmental compliance and environmental programs through internal and external audits, such as the triennial Environmental Performance Assessment System (EPAS) audits
c) Periodically evaluating safety and health compliance through internal audits 
Environmental Monitoring
a) Hazardous waste manifests at our Depots to document the generation, transport, and disposal of solid and hazardous waste from the installation
b) Internal and external environmental compliance audits, which are consolidated with internal and external ESOHMS conformance audits and internal health & safety audits 
DLA requires a triennial external environmental compliance and ESOHMS conform and audit (EPAS) for each Depot every three years. During EPAS audits, DLA Strategic Materials Depots are evaluated against the following media areas, as documented in the environmental compliance and ESOHMS conformance audit protocols:
· Air Emissions
· Asbestos
· Cultural Resources
· Environmental Impacts/NEPA
· ESOHMS
· Hazardous Materials
· Hazardous Waste 
· Installation Restoration Program
· Lead-based Paint
· Environmental Noise
· Natural Resources
· Polychlorinated Biphenyls
· Pesticides
· Environmental Program Management
· Petroleum, Oils, and Lubricants
· Pollution Prevention
· Radon
· Solid Waste
· Wastewater
· Water Quality
An EPAS typically includes the following:
· Desktop review of records, management plans, documents, permits, training certificates, registrations, inspection forms, waste manifests, monitoring results, and notifications, as well as documentation identified within audit protocols and procedures. 
· Interview of Depot personnel with significant environmental responsibilities (such as the Depot manager and personnel that handle hazardous materials or conduct environmental inspections). 
· Site walkthrough, to include shops, storage and disposal facilities, and other areas of environmental concern
Upon completion of each audit, the EMR/CAC and designated action officers will follow IGD 1015 and the Root Cause Analysis Procedure to document audit findings, determine the root cause of certain findings, and to identify corrective actions and preventative actions.
In addition, the EMR/CAC and designated action officers will follow the steps documented in the Management of Change Procedure during evaluation of findings and implementation of corrective actions, taking into consideration review and update of applicable DLA Strategic Materials procedures. 
c) Audit Tracking Systems
Safety & Health Monitoring
Mishaps are tracked by DLA’s Enterprise Safety Applications Management System (ESAMS). If a violation is found in the field during internal safety audits, those findings are entered into ESAMS. When the item is entered, ESAMS assigns a risk code for it (i.e. severity). Procedures that require corrective and preventive actions are reviewed through the risk assessment process in ESAMS. Confirmation of effectiveness is accomplished during subsequent period safety audits. 
Examples of ESOHMS Supporting Documentation References
The references below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS manual. 
Environmental Internal Compliance Audit Protocol
ESOHMS Internal Conformance Protocol
Root Cause Analysis Procedure
Safety and Health Checklist
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Purpose
This IGD establishes responsibility and authority for identifying, handling, and investigating nonconformances and potential nonconformances; mitigating resulting impacts; and initiating and completing correction and preventative action, including results and effectiveness of corrective action. It applies to all of our employees and those working on our behalf. 
Process
Responsibility and Authority
The ESOH Management Representative has the primary responsibility and authority to monitor the ESOHMS and is authorized to take necessary actions to resolve identified nonconformance issues and assist the Depot manager. The EMR functions as the Corrective Action Coordinator (CAC). The primary responsibilities of Depot managers and action officers are defined in IGD 1006 and include investigating findings, implementing corrective and preventative actions, and maintaining documentation. 
Identifying Nonconformance or Potential Nonconformance
Nonconformance and corrective actions are identified via inputs such as internal and external compliance, conformance, safety audits, program reviews, and other miscellaneous reports. Any corrective or preventive action taken to eliminate the causes of actual and potential nonconformance will be appropriate for the magnitude of problems and will commensurate with the environmental, safety, and health impact encountered.
Inputs
The EMR/CAC receives the reports, creates a list of findings (Corrective Action Summary Report [CASR]), and assigns Action Officers in consultation with the cognizant Director or Division Chief. The CASR will be in spreadsheet form and will include columns for location (storage site or headquarters [HQ]), finding recommended correction action, root cause, action officer assigned to the corrective and preventive action(s), current status and completion date, audit report name, auditor name, and audit date. 
The EMR/CAC will forward copies of the updated CASR at the end of each calendar quarter to the Director, Materials Management and subordinate Division Chiefs.
External Audits
Findings from external parties such as regulators or auditors regarding regulatory matters (warnings, notices of violations, etc.) must be addressed immediately. Upon receipt of the findings, the Depot managers must work with the EMR/CAC to identify the appropriate corrective and preventive action. Depending on the severity and/or complexity of the finding, a root cause analysis may be required. 
Releases 
Releases related to ESOH must be reported by the Depot managers to the EMR immediately. The EMR will take the following actions: 
· Notify DLA Installation Environmental Management (DES-E) and the Office of General Counsel of any notice of violation, notice of noncompliance, warning letter, warning notice, deficient inspection report, consent order, or similar written notification from environmental regulatory authorities within 24 hours of initial notification
· Take prompt action to correct the environmental deficiency, and if unable to correct the deficiency in its entirety immediately, develop a corrective action plan to be submitted to and approved by DLA DES-E within 30 days of the initial notification. 
· Promptly notify and provide applicable documentation to environmental authorities and DLA DES-E within 24 hours of all reportable incidents, such as accidental release of reportable quantities. Notification to regulatory authorities will comply with applicable laws and will even occur when it appears that the release was a result of a contractor’s actions to provide goods, services, or both on behalf of DLA. 
Root Cause
Depending on their severity or complexity, findings and/or nonconformance that do not have a quick resolution or are determined to be systematic should be evaluated for the underlying root cause (See Root Cause Analysis Procedure). The majority of findings will not need a root cause analysis, and the EMR/CAC will make this determination. 
Corrective and Preventive Actions
The EMR may communicate lessons learned with the Depots so that the Depots will be aware of and learn from certain sever, repeat, or unique findings. Communications may come in the form of emails, conference calls, or other training materials. Information provided should include the finding and corrective and preventive action. 
Corrective and preventive actions for safety and occupational health issues are evaluated via the risk assessment process prior to implementation. 
Verification of Corrective and Preventive Actions
Each quarter, the current status or completion date of each outstanding corrective and preventive action, along with documentation of the implementation of the corrective and preventive action (photos, work orders, revised/updated work instructions, or SOPS, etc.) is reported to the EMR/CAC. The corrective and preventive action will be updated on the CASR by the EMR/CAC, including the completion status and date.
The EMR/CAC will track and review metrics, including reductions in the severity of findings, time to closure, and number of repeat findings to evaluate the effectiveness of our audit program and corrective and preventive actions. The metrics will be evaluated as part of the subsequent annual ESOHMS internal audit to ensure the measures have been effective in preventing recurrences. The subsequent audit will document the prior corrective actions taken, the results achieved, and the effectiveness of those actions.
The EMR/CAC is responsible for maintaining documentation of the findings and corrective and preventive actions, as well as communications with the regulators, in accordance with IGD 1016.  
Reporting
Periodic ESOHMS status reports are prepared by the EMR quarterly and in the management review meeting slides.
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Purpose
This IGD provides guidance with respect to the identification, maintenance, and disposition of environmental records in relation to our installations and their host/tenant agencies, as applicable. This procedure applies to all employees and those working on our behalf that utilize or maintain environmental records as part of their respective operational activities. 
Process
Records
Applicable ESOH records include, but are not limited to, the following: 
a. Information supporting the ESOHMS, including records demonstrating conformance with requirements
b. All records required by applicable federal, state, and local regulatory and judicial authorities pertaining to ESOH and our operational activities
c. Facility specific permits and licenses
d. Archived records
e. Installation specific plans (e.g. Spill Prevention Control and Emergency Response Plan)
f. Depot Information System (sources for current records; available as a link on the I am the Key website)
g. DLA Document Services Retrievable Arching (for historical records)
h. Records required for the ESOHMS including training records, calibration records, inspection records, compliance assessment records, internal conformance audit records, corrective action records, and external communication records. These records are maintained at the staffed Depots in a central location or under the control of specific individuals. 
Records and Maintenance Storage
Applicable records are legible, identifiable, and traceable to the activity or process involved. ESOH records are stored and maintained in such a way that they are readily retrievable and protection against deterioration or loss. Records and documents created by the installation are maintained in electronic format whenever feasible. 
Where electronic storage is not possible, records are stored in hard copy form. All hard copy records are maintained in cabinet binders or other suitable containers and are under the care of a responsible individual or team. Headquarters does not store all current Depot specific records, but may retain copies for historical purposes. These fil areas are appropriately market for historical information only. 
Record Retention
ESOH record retention depends upon the nature of the specific record. Retention schedules will be dictated by regulatory or judicial standards whenever applicable. All ESOHMS related records shall be retained for a period of at least three years and disposed of in accordance with legal and other requirements. Records maintained beyond the specified retention times fall into three categories:
a) Records for personal references only.
b) Documents specified in judicial actions under the control of the DLA Office of Counsel
c) Records for historical information
Examples of ESOHMS Supporting Documentation References
The references below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS manual. 
Hardcopy Files
Depot Environmental Plans
[bookmark: _Toc484161810]

IGD 1017: Internal Audit 
Purpose
This IGD provides guidance with respect to the periodic internal audit of our ESOHMS, as described in this ESOHMS manual. This document applies to our personnel and those working on behalf of the government who are primarily responsible for the development, maintenance, and deployment of the ESOHMS. This document addresses internal audits of the ESOHMS, as distinguished from initial verification of conformance and surveillance audits by a third party (external audit). 
Process
ESOHMS Internal Audit Scope/Planning
The internal audit of the ESOHMS shall be performed to demonstrate that the: 
a. Defined procedures and processes are being followed and meet the requirements of DLA Strategic Materials
b. Elements of the ESOHMS have been properly implemented and maintained
The scope of the ESOHMS internal audit shall include a review of documents contained in the ESOHMS Manual and the following as applicable: 
a. Operations and Logistics Storage Manual
b. DoD/DLA policies
c. Depot memoranda
d. Any issues identified by DLA Strategic Materials 
Auditor
The EMR or designee is responsible for the ESOHMS internal audits.
Auditor Qualification
Audit teams shall include the EMR, Chief, Environmental Division, or an Environmental Protection Specialist (or contractors) with experience working under, or auditing, an EMS. 
Audit Frequency
A complete internal audit of all elements of the ESOHMS will be conducted annually at each staffed Depot. Selected elements of the ESOHMS may be undertaken more frequently at the discretion of DLA Strategic Materials by internal assessments. Internal audits will be identified in the ESOH Annual Plan. Auditors and the dates are also identified in the Annual ESOH Plan. 
Methodology 
The ESOHMS audit process shall consist of programmatic reviews of the elements identified in the ESOHMS audit scope, and shall consider:
a) All environmental procedures, contained in the ESOHMS Manual, and the importance of these operations
b) Field reviews of operational controls
c) Reviews of records and document controls, including previous reviews
Applicable Depot managers shall respond to any findings or recommendations, as appropriate within the period agreed upon with the auditor and/or EMR.
Reporting
The audit shall result in a written report that identifies the audit participants, the methodology applied, the nature of any findings, and recommendations for corrective/preventative actions. The EMR receives the audit report and assigns responsibility for responding to findings in accordance with IGD 1015. The responses to any findings or recommendations will be separately tracked (see IGD 1015). 
The corrective actions will be completed by the applicable Depot managers or person designated by the EMR and reported to the Chief of the Environmental Office for review and tracking. The audit report will be available on the I am the Key website. The EMR tracks completion of the audit on the monthly Internal Management Control Plan summary.  
Records
All records, work papers, and audit reports shall constitute the complete audit file. 
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Purpose
This IGD provides guidance for the annual “Top Management” reviews of the DLA Strategic Materials ESOHMS. This document applies to our personnel and those working on our behalf. 
Process
Participation
Top Management is defined as the Administrator and Depot Administrator. Other management personnel involved in the review of the ESOHMS may include the following: 
a) Depot Manager
b) Director of Materials Management
c) Others as applicable
Elements of Top Management Review
Top Management shall review various aspects of the ESOHMS periodically to assure: 
a) Environmental sustainability, adequacy, and effectiveness of the ESOHMS performance
b) The need for changes to the ESOH Policy Statement
c) The need for changes to aspects, objectives, and targets and other elements of the ESOHMS as appropriate
d) [bookmark: _GoBack]Results of the ESOHMS and other formal audits, assessments, and follow-up actions as necessary
e) Measurements of key environmental, safety, and health performance indicators including corrective and preventative measures
f) Analysis of business, regulatory, and other appropriate trends/issues
g) Concerns expressed by interested parties or external constituencies
h) Discussion on continual improvement
i) Review communications/concerns from external interested parties and review the status of corrective actions
Adequacy of Information
We will assure that the information required to enable review of our facilities is made available.
Method and Frequency of Review
Top Management reviews and evaluates the ESOHMS. Part of this review process is carried out during the revision of findings or recommendations from ESOHMS audits. The other part of the review process is through annual management review meetings. The purpose of these meetings is to review the progress of the installation efforts in meeting its objectives and targets in relation to the ESOH Policy Statement and in improving the overall process specified in this manual. Management Review Meeting Minutes will be prepared and retained for a minimum duration of three (3) years. 
Outputs of the Management Review
Top Management should develop outputs based on the ESOHMS Management Review periodically to include: 
a) Conclusions on continuing sustainability, adequacy, and effectiveness
b) Decisions related to continual improvement opportunities
c) Decisions related to any need for changes to the ESHOMS
d) Actions when environmental objectives have not been achieved, if needed
e) Opportunities to improve integration of ESOHMS with other business processes
f) Any implications for the strategic direction of the organization
Examples of ESOHMS Supporting Documentation References
The references below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS manual. 
Management Representative for Safety and Occupational Health in ESOH Management System
Letter Appointing ESOH Management System Representative
Minutes of Management Review of ESOHMS
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Purpose
This IGD establishes the formal procedure for a structured Management of Change (MOC) process. This document provides guidance to address a change in the organizational structure, process, legal requirements, or other requirements when the change has the potential to affect the environment or DLA Strategic Materials ESOHMS performance. 
The MOC procedure provides a framework to identify a change and then evaluate the change for potential environmental impacts. Implementation of the MOC procedure is required so that environmental considerations, including regulatory compliance, are taken into account when changes occur. 
Process
Responsibility and Authority
The ESOH Management Representative (EMR) has the primary responsibility and authority to monitor the ESOHMS including the need for changes. The primary responsibilities of Depot Managers and action officers are defined in IGD 1006 and include implementing the changes and maintaining documentation. 
Assessing and Documenting Management of Change
The following steps will be completed to implement the Management of Change Process: 
1. Any DLA Strategic Materials employee contemplating or aware of a change outside of normal DLA Strategic Materials procedures should notify the EMR. A change outside of normal DLA Strategic Materials procedures may include, but are not limited to, the following: 
a) Organizational restructuring, including hiring of new employees
b) Change in legal or other requirements
c) Mission changes
d) Construction or demolition planning
e) Proposed engineering/operational changes to equipment or processes
f) Proposed procedural changes/revisions, including work practices
g) Purchase, sale, or acquisition of new equipment, chemicals, or materials
2. Once notified of the potential change, the EMR will form a MOC Review Team of at least two potentially impacted DLA Strategic Materials employees. If the potential change could impact a Depot, a knowledgeable Depot representative will be included on the MOC Review team
3. The MOC Review Team will meet to complete the MOC Checklist provided in Appendix A. If there are changes identified in Appendix A, Section 3, the MOC Review Team will also establish action items intended to address or further research the environmental impacts of the potential change. Action items will be documented in the Appendix A, Section 3 table.
4. The EMR will review the completed MOC Checklist. 
5. Once the MOC Checklist is approved by the EMR, the MOC Review Team will begin implementing actions outlined in the Appendix A, Section 3 table. The team will track actions item completion, documenting results in the table. 
6. Once the actions are complete and documented in Appendix A, the EMOR or MOC Team representative will sign acknowledging that actions are complete and the project may proceed. 
7. Completed MOC checklists and associated records or documents will be maintained in accordance with IGD 1016 and 1009, respectively.
If an Environmental Assessment or Environmental Impact Statement is begin done via the National Environmental Policy Act, this can be done in lieu of the MOC process. 
Examples of ESOHMS Supporting Documentation References
The references below are not intended to be all inclusive, but rather to provide examples of typical documentation and records, illustrative of the ESOHMS and are not necessarily controlled by this ESOHMS manual. 
Management of Change Process
Management of Change Checklist
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