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1.	Summary of procedure


Environmental monitoring and measuring are key activities within an environmental management system and help to ensure that the Trust is performing in accordance with it’s stated environmental management programme, objectives and targets and environmental policy. 





One of the main areas of concern within monitoring and measurement is the issue of legal compliance. Commitment to compliance with legislation is a fundamental requirement of the environmental policy statement under ISO 14001.





2.	Purpose of procedure


The purpose of this procedure is to ensure that the key characteristics of the site’s operations and activities that can have significant impacts are measured and monitored in a consistent manner, that calibration of equipment records are generated and maintained where necessary and that periodic evaluations are carried out to ensure that the Trust is complying with relevant environmental legislation and regulations.





3.	Implementation of procedure


This procedure shall be implemented by the Environmental Management Representative, supported by an environmental management team. 





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 GREENCODE documents 3.1.9 (SF/01) ‘Monitoring Record’, 3.1.9 (SF/02) ‘Calibration & Maintenance Schedule’, 3.1.9 (SF/03) ‘Calibration & Maintenance Record’ and GREENCODE database report ‘Applicable Legislation (Composite List)’. The following work instructions indicate how these documents can be generated.





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. 





6.	Selected references


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	Monitoring Record	3.1.9 (SF/01)


Standard Form	Calibration & Maintenance Schedule	3.1.9 (SF/02)


Standard Form	Calibration Maintenance Record	3.1.9 (SF/03)





�
8.	Work instructions





Monitoring & Measuring





The Environmental Management Representative and nominated members of the environmental management team shall monitor and measure those environmental aspects which have a legal requirement to do so.





Each person responsible for monitoring and measuring an environmental aspect will complete GREENCODE document 3.1.9 (SF/01) ‘Monitoring Record’ and return the completed form to the Environmental Management Representative.





The Environmental Management Representative shall check and retain all completed GREENCODE documents 3.1.9 (SF/01) in section 8.16.





Any measurements falling outwith the compliance/operational limit with result in a non-conformance report being generated by the Environmental Management Representative in accordance with GREENCODE document 3.2.4 ‘Non Conformance Reports’.





Calibration & Maintenance





All equipment used for measuring shall be identified by the Environmental Management Representative and recorded on GREENCODE document 3.1.9 (SF/02) ‘Calibration & Maintenance Schedule’.





The Environmental Management Representative and the members of the environmental management team shall record what the maintenance and calibration frequency shall be for each piece of equipment in GREENCODE document 3.1.9.(SF/02) and retain all completed documents in section 8.16.





Each piece of monitoring equipment shall have an individual calibration and maintenance record as per GREENCODE document 3.1.9 (SF/03) ‘Calibration & Maintenance Record’. This document shall be updated by the Environmental Management Representative after each piece of equipment is maintained and/or calibrated.





Measuring equipment not requiring calibration shall be clearly marked ‘NOT CALIBRATED’





The Environmental Management Representative shall check and retain all completed GREENCODE documents 3.1.9 (SF/03) in section 8.16.





Any monitoring equipment that fails to be maintained or calibrated in accordance with the agreed frequency will result in a non-conformance report being generated by the Environmental Management Representative in accordance with GREENCODE document 3.2.4 ‘Non Conformance Reports’.





Any monitoring equipment that is found to be out of calibration shall be reported to the Environmental Management Representative and a non-conformance report generated in accordance with GREENCODE document 3.2.4 ‘Non-Conformance Report’.


The Environmental Management Representative shall identify and review any records that have been generated using the equipment that was found to be out of calibration and determine what impact this failure may have had on the environmental management system.





If corrective action is deemed necessary the Environmental Management Representative shall generate a non conformance report in accordance with GREENCODE document 3.2.4 ‘Non-Conformance Report’.





Any records that are deemed to be inaccurate due to the use of the equipment in an uncalibrated condition shall be marked ‘Equipment out of calibration’.





Evaluating Compliance





The Environmental Management Representative shall generate GREENCODE database report ‘Applicable Legislation (Composite List)’ from within the GREENCODE database ‘Print’ menu. This report identifies all the applicable legislation associated with the environmental aspects of the site.





Once the relevant legislation has been identified, the Environmental Management Representative and nominated members of the environmental management team shall determine if the Trust is complying with the legislation or not.





This information shall be recorded on GREENCODE database report ‘Applicable Legislation (Composite List)’. 





The Environmental Management Representative shall check and retain the completed GREENCODE database report ‘Applicable Legislation (Composite List)’ in section 8.16.





Any non-compliance identified by the environmental management team will result in a non-conformance report being generated by the Environmental Management Representative in accordance with GREENCODE document 3.2.4 ‘Non Conformance Reports’.





The environmental management team should periodically evaluate legal compliance as required by this procedure (e.g. at least once per year).





General





The management team should review all Monitoring & Measuring documentation regularly (e.g. once per year).





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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