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1.	Summary of Procedure


An environmental aspects register should identify all those aspects arising from the activities and operations of your organisation that have an impact on the environment. For compliance with ISO 14001, these aspects also require to be identified under Normal, Abnormal, Past & Planned and Emergency operating conditions. It should also be noted that such aspects may arise in both controlled and uncontrolled circumstances.





This procedure provides guidance regarding the generation of a list of environmental aspects for both the GREENCODE and ISO 14001 approaches. It outlines the personnel concerned with its implementation, the work instructions to be followed and the methods of recording and verification on its completion.





2.	Purpose of Procedure


The purpose of this procedure is to aid management construct a list of environmental aspects. In doing so, the information generated will inform the identification of applicable legislation as outlined in GREENCODE document 3.1.2 'Identification of Applicable Legislation'.





3.	Implementation of Procedure


This procedure shall be implemented by the Environmental Management Representative, supported by an environmental management team which may also involve members of staff who have communicated concerns on the environmental aspects of their activities.





4.	Verification


Verification of particular elements within the GREENCODE Environmental Management System will be required in the future. Verification of this procedure will be monitored by the generation of a list of environmental aspects using GREENCODE document 3.1.1.(SF/01) or 3.1.1. (SF/02) or by generating a GREENCODE database report ‘List of Environmental Aspects (GREENCODE)’ or ‘List of Environmental Aspects (ISO 14001)’. 





The following work instructions indicate how the documents 3.1.1. (SF/01) and 3.1.1. (SF/02) can be generated manually or how GREENCODE database reports ‘List of Environmental Aspects (GREENCODE)’ and ‘List of Environmental Aspects (ISO 14001)’can be generated from within the GREENCODE database software.





5.	Records


Certain records require to be maintained within the GREENCODE Environmental Management System to verify past activities and prove compliance with the Trust environmental policy and objectives. To assist with these requirements, the document generated using this procedure must be retained in section 8 of the GREENCODE manual and made available in a readable manner to any auditors in the future. 





When this procedure is completed for the first time (as part of your Initial Review) the record should be stored in section 7 of your GREENCODE manual.





6.	Selected References


1.	ISO 14001: Environmental management systems - Specification with guidance for use. International Organisation for Standardisation, 1996. 





7.	Appendices


Document Type	Document Description	Doc. No





Standard Form	List of Environmental Aspects (GREENCODE)	3.1.1. (SF/01)


Standard Form	List of Environmental Aspects(ISO 14001)	3.1.1. (SF/02)


�
8.	Work Instructions





The Trust should nominate a Senior Officer, normally the Estates, Operations or Facilities Manager to be their Environmental Management Representative who should then form a management team consisting of themself and all functional managers or representatives thereof in the organisation, with a view to generating a list of environmental aspects.





In generating this list, the management team should strongly consider the information and related guidance outlined in clause 4.3.1 of the International Standard on environmental management systems (ISO 14001) namely, 'Environmental aspects’.





To assist in this process, a list of possible environmental aspects has been generated and these are contained in documents 3.1.1.(SF/01) or 3.1.1.(SF/02) accompanying this procedure. These lists are not intended to be exhaustive, any aspects identified during the identification of aspects process which are not included should be added.





Using the information and guidance outlined in ISO 14001, the management team should draw upon the experience of itself and others, if necessary, and generate a list of all the environmental aspects for the site under consideration. 





At this point the management team should decide which methodology they wish to follow, GREENCODE or ISO 14001. By using the appropriate standard form, the management team should consider each of the aspects in turn and decide if they are applicable to the site under consideration. 





To ensure that all aspects relevant to a site are identified document 3.1.1.(SF/01) or 3.1.1.(SF/02) should be circulated to all departmental managers with instruction to highlight those aspects which are present within their location/area of responsibility. Further instruction should be given to add any aspects to the list which they can identify but are not listed. For each aspect a description of the associated activity which causes the aspect should be given.





When following the ISO 14001 methodology, you are asked to identify the operating conditions (Normal, Abnormal, Past & Planned and Emergency) under which you expect the environmental impact of the selected aspect to occur and whether you regard them as ‘Direct’ or ‘Indirect’ impacts on the environment. To assist with these decisions the following definitions should be considered:





Direct:	Environmental impacts arising as a direct consequence of organisational activities on site.


Indirect:	Environmental impacts arising as an indirect consequence of organisational activities (e.g. through purchasing of materials from non-sustainable sources, services bought in, power station emissions from use of electricity)


Normal:	Planned activities that give rise to usual inputs and outputs from plant operation.


Abnormal:	Planned but infrequent activities that may give rise to different inputs and outputs to usual (e.g. plant maintenance)


Past & Planned:	Previous activities that may have given rise to current aspects/impacts (e.g. land contamination) and future planned activities that will give rise to reasonably foreseeable consequences.


Emergency:	Unplanned but reasonably foreseeable activities requiring immediate attention and corrective action.








Following the identification of environmental aspects, the details should now be entered into the GREENCODE DATABASE using the 'Review' function.








The following steps describe how to enter environmental aspects into the GREENCODE DATABASE.








From within the GREENCODE DATABASE select 'new' from the 'Review' menu.  Complete the details asked for and then select 'Proceed'.





A small panel will then appear on the screen from which you must select the region appropriate to your site. 





Following this, another screen will appear from which you must select which methodology you have decided to follow, (GREENCODE or ISO 14001).





A screen is then presented with a list box on the left hand side entitled 'List of Environmental Aspects'. This box contains all the environmental aspects detailed in documents 3.1.1.(SF/01) and 3.1.1. (SF/02). Using your mouse, double click on an aspect and it will be copied into a similar box on the right hand side entitled 'Environmental Aspects Selected'. 





When following the ISO 14001 methodology, you will be asked to verify the conditions under which you have considered the selected aspect. You will then be offered a default selection which you can alter. Selecting the ‘Assign’ button will copy the aspect into the 'Environmental Aspects Selected' box.





Continue to select all the identified aspects for the site under consideration. At the end of this process the 'Environmental Aspects Selected' box should contain all your identified environmental aspects.





This list should now be printed and retained as a record of your selection of environmental aspects for the site under consideration. To print your selected list of environmental aspects, select ‘Selected Aspects’ from the ‘Print’ menu.





This printout should now be retained as a record of your selection. If this is the first time this has been carried out for a particular site then it should be recorded as part of the site 'Initial Review' and should be stored in Section 7 of your GREENCODE manual. Otherwise it should be stored in section 8.1.





The management team should rev
