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1.	Summary of procedure


 


A record should be maintained of the communications received from different parties, both internal and external to the Trust. Any follow-up action should also be recorded for completeness and to provide evidence that the communications received are given the appropriate response.





This procedure details how communication records relating to the Environmental management issues should be generated and processed within the GREENCODE environmental management system.





2.	Purpose of procedure


 


The purpose of the procedure is to ensure that all communications, both internal and external, are dealt with in a consistent and efficient manner.





3.	Implementation of procedure


 


This procedure shall be implemented by the Environmental Management Representative and other appropriate members of staff.





4.	Verification


 


Verification of particular elements within the GREENCODE environmental management manual will be required in the future. Verification of this procedure will be monitored by the correct generation and recording of GREENCODE document 3.1.11 (SF/01) ‘Enquiry/Complaint Record’ within the GREENCODE system.





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 documents 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. 





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	Enquiry/Complaint Record	3.1.11 (SF/01)
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8.	Work instructions


Internal & External Communications





The Environmental Management Representative shall identify those personnel within the Trust who may receive environmental related requests and/or complaints from within the Trust or from external parties.


All of the above identified personnel shall be made familiar with this procedure by the Environmental Management Representative.


When an enquiry/complaint is received, the appropriate details shall be entered in the top part of GREENCODE document 3.1.11 (SF/01) ‘Enquiry/Complaint Record’ by the person receiving the enquiry.


This document should then be sent to the responsible person for follow-up action.


Once the responsible person has identified the necessary follow-up action, the next section of GREENCODE document 3.1.11 (SF/01) shall be completed and returned to the Environmental Management Representative.


The Environmental Management Representative shall at some later date verify that the follow-up action has been completed, then sign and date the document.


The Environmental Management Representative shall then store the completed ‘Enquiry/Complaint Record, in section 8.17 of GREENCODE.





Communicating Environmental Performance





The Environmental Management Representative shall ensure that the personnel with responsibilities for achieving the objectives and targets for the site are encouraged to hold regular team meetings and report regularly on progress.


The Environmental Management Representative shall then communicate the results of the progress reports directly to senior managers/directors. The results shall also be communicated to the general workforce through the use of bulletin boards etc.


The Environmental Management Representative shall, after each environmental management review, generate a report detailing the Trust’s current policy statement and performance in relation to the environment. The report should, at least, contain:


the roles and responsibilities of the key environmental personnel;


the Trust’s environmental Policy Statement;


the Trust’s environmental objectives and targets;


performance in achieving objectives and targets; and


identified areas for improvement.


This report should be made available to interested parties on request. For this reason, no information deemed confidential should be included in this report.


The contents of the report should be brought to the attention of key environmental personnel within the Trust.


The report does not need to be generated as a separate Trust document. The contents of the report may be contained in other Trust documentation for public perusal such as the annual report. 


Extracts from the report, such as the roles and responsibilities of key environmental personnel, policy statement and performance in achieving objectives and targets should be communicated to the general workforce and public through the use of bulletin boards etc.





Communicating Environmental Management Review Reports





After each environmental management review meeting, the report generated in accordance with GREENCODE document 3.2.6 ‘Environmental Management Review’, shall be distributed by the Environmental Management Representative to all senior managers/directors. 





The report shall also be distributed to each of the functional managers whose operational area is affected by the report findings.








General





The Environmental Management Representative shall maintain records of all documentation development and shall maintain records of changes to this procedure and related documentation in section 8.12 of the GREENCODE manual using GREENCODE document 3.2.2 (SF/05).








End of Procedure
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