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INTRODUCTION
The aim of the Environmental Management System Manual (EMS Manual) is to explain the core elements of the EMS and their interaction. It contains information on the University’s activities, products and services, the management structure and site plans. It also acts as an index for locating key documents (e.g. procedures) in accordance with the specifications of the Scheme and ISO 14001. The EMS Manual shows the University’s capacity to comply with its Environmental Policy and, along with supporting documents, serves as an internal reference for staff.

1.   SCOPE
The University is the only Higher Education Institution in the Herefordshire and Worcestershire and is one of the fastest-growing universities in the country, currently owning and/or occupying the following eight sites:

· St John’s Campus

· City Campus

· Sansome Hall of Residence

· Foresters Hall of Residence

· Baskerville Hall of Residence

· Battenhall Playing Fields

· Stephenson Terrace

· The Garage, Hylton Road
In recent months, the University has also acquired sites at Grove Farm on Bromyard Road and the old Fruit and Vegetable Market and Car Showroom premises, both situated in Hylton Road.
The University is hoping to develop new enterprise, science, sport and environmental facilities on the 47 acre site at Grove Farm, thus increasing the education and employment opportunities for its students. The new University Park could incorporate research laboratories, plus a business/science park, drawing together offices and commercial premises connected to the University’s work in enterprise and science. 

More information on the University’s building developments can be found at:

http://www.worc.ac.uk/about/10114.html
The Environmental Management System (EMS) currently covers the buildings and land listed below and shown in the site plans which are stored in the Autocad software maintained by the Projects Manager:
· St John’s Campus (including Sheila Scott building and Fern Hall of Residence)

· City Campus Halls of Residence (Chancellor and Bishop Bosel)

· Battenhall Playing Fields

· Stephenson Terrace Playing Fields

· The Garage 

The main activity of the University is to provide an academically rewarding, personally- fulfilling experience for students.  The institution aims to improve environmentally- sustainable practices in all aspects of University life.
.

It is organised into six academic departments: 

· Institute of Education
· Institute of Health and Society

· Institute of Humanities and Creative Arts

· Institute of Science and the Environment

· Institute of Sport and Exercise Science

· Worcester Business School

Refurbishment of the historic Infirmary Building and Mulberry House has taken place during recent months and the Worcester Business School will move into these premises during summer 2010. These buildings will open for teaching in September 2010. 
The second phase of the new City Campus, which will include further new buildings for both student residences and academic teaching, has been deferred in the light of the current economic situation.  This area of the site will, however, in the meantime, be suitably landscaped.

Students and Staff  

In 2008/09 the student population was 8,319, with approximately 80% studying on an undergraduate course.  Approximately 19% of students were on taught postgraduate programmes and just over 1% (94 students) were postgraduate research students.    49% were mature students, 72% of the student body were female and 9.0% had a disability.
A recent government survey showed that 93% of Worcester’s full-time first-degree graduates went into employment or further study. 

The University is a major local employer, with more than 700 members of staff. 

Worcester leads the way in welcoming a wide range of students and offering truly useful courses.  Lifelong learning is strongly promoted and many students are mature students studying for professional and/or postgraduate qualifications.  The University is renowned for helping students with ability and commitment to achieve to their potential. Strong links with firms and organisations in the business, creative, education and health communities in Herefordshire, Worcestershire and the surrounding areas, complement the range of vocational courses. 

Worcester’s reputation for providing a first-class quality education is growing worldwide and has led to an increasing numbers of students from Africa, South Asia, China and North America in particular, as well as from throughout Britain and Europe.  Worcester is large enough to offer a good range of courses and options but small enough to be concerned about each and every individual student and member of staff. 

The tranquil green campus supports a vibrant, well-motivated community of students and staff who work purposefully together. Facilities are modern and continuously improving. The campus has a good range of accommodation options and lies within easy walking distance of the vibrant city of Worcester and its many attractions. 
More information on the University can be found on the website at:

http://www.worc.ac.uk/about/179.html
2.   NORMATIVE REFERENCES
This EMS Manual has been written following the guidelines contained in regulation EN ISO 14001:2004 “Environmental management systems – Requirements with guidance for use”.
3.   TERMS AND DEFINITIONS

The definitions for the most frequently used terms used in the EMS documentation are: 

· Institution: The total physical space where the EMS is operated.

· Environmental Policy:  The overall aims and objectives, intentions and direction of the University related to its environmental performance as formally expressed by senior management. (ISO 14001).  
· Environmental Aspect: “Element of an organisation’s activities or products or services that can interact with the environment.” (ISO 14001).

· Environmental impact: “Any change to the environment, whether adverse or beneficial, wholly or partially resulting from an organisation’s environmental aspects” (ISO 14001).

4.   ENVIRONMENTAL MANAGEMENT SYSTEM REQUIREMENTS

The EMS is fully functional and meets the following five main ISO 14001 requirements:

Environmental Policy:

The Environmental Policy clearly defines the University’s commitment to legal compliance, continual environmental improvement and the prevention of pollution in a public statement.
Planning:

The University’s environmental aspects and legal requirements are identified and environmental programmes established to meet the objectives and targets set. 

Implementation and operation:

Resources are in place and roles, responsibility and authority are assigned. Training is conducted and competence assessed, communication is addressed and all EMS documentation is controlled. Operations are also controlled and a clear emergency preparedness and response programme is in the process of being updated.

Checking:

Audit procedures are in place to verify that the Environmental Policy and the objectives and targets are being fulfilled. Non-conformances are identified and corrective and preventive actions implemented. 

Management review:

Top management check by the Executive Management Board, at planned intervals, that the EMS is functioning effectively and that continual improvement is being achieved. 

4.1.    ENVIRONMENTAL POLICY
The Environmental Policy procedure explains how the University’s Environmental Policy is written and revised. This procedure and the University’s current Environmental Policy are located in folder 2.4 Environmental Policy in the Loreus Document Control System. The institution wishes to incorporate good environmental practices into all areas of its activities and operations. To achieve this, senior management is committed to implementing an EMS that conforms to the requirements of the Scheme and ISO 14001. This will continually improve the institution’s environmental performance, ensure legal compliance and prevent pollution.

4.2.    PLANNING

4.2.1.  Environmental Aspects

Operational Procedure 2.2 Environmental Aspects in the Document Control System explains how the University’s environmental aspects are identified, recorded and updated and their associated impacts documented. It sets out the responsibilities and methodology to follow for identifying and determining those environmental aspects that have or may have a significant impact on the environment.

The Loreus Environmental Review (stored in folder 5.1 of the Document Control System) is used to conduct a baseline environmental review of the institution to produce an action plan for improving the environmental performance of the institution. The following 12 review areas are addressed: 
Construction and Refurbishment; Community Involvement; Emissions and Discharges; Energy; Water; Health, Safety and Welfare; Environmental Management System; Environmental Policy; Sustainable Procurement; Transport; Waste Management, Education in Sustainable Development. 
The Loreus Significance Calculator (stored in folder 5.2 of the Document Control system) is used to assess the significance of each aspect under normal, abnormal and emergency operating conditions. The most significant environmental aspects are used as a starting point for establishing the University’s environmental objectives. The environmental aspects and associated impacts are tabulated in the Loreus Significance Calculator.

4.2.2.  Legal and other requirements

Operational Procedure 2.1 Legal and other requirements stored in the Document Control System describes the method used, and identifies those responsible for, identifying, accessing, reviewing and updating legal and other regulatory requirements. The institution subscribes to ENDS (Environmental Data Services) and receives regular email updates of environmental legislation from Netregs. The EMS Manager/Head of Sustainability and Development is responsible for assessing the implications of relevant legislation and regulations for the institution. 

4.2.3.  Objectives, targets and programmes
Operational Procedure 2.3. Objectives, targets and programmes stored in the Document Control System describes how the institution determines its environmental objectives and targets for reducing its impacts on the environment. Each objective has at least one or more measurable targets for improvement with time-scales.

The EMS Manager/Head of Sustainability and Development annually establishes the University’s environmental objectives based on the:

· Environmental Policy

· requirements of the EMS

· legal requirements 

· significant environmental aspects

· revisions of the EMS  

· technological options

· financial and operational requirements

· the views of interested parties

The objectives and targets are listed in the Project Manager located in folder 5.3 Project Manager of the Document Control System. The EMS Manager/Head of Sustainability and Development is responsible for establishing, implementing and maintaining an environmental management programme to meet these targets.
This procedure also describes the programmes used to fulfil the University’s objectives and targets. It sets out the tasks to be completed, the person responsible and the time-scales involved. This information is held in the Project Manager found in folder 5.3 in the Document Control System. The EMS Manager/Head of Sustainability and Development reviews the objectives and targets regularly with reference to audit findings. The programmes are modified if there are changes in the activities, operations, services, legislative changes, etc. 

4.3.    IMPLEMENTATION AND OPERATION

4.3.1.   Resources, roles responsibility and authority
The method used to assign roles, responsibility and authority is explained in Operational Procedure 3.1 Resources, roles responsibility and authority stored in the Document Control System. The individuals and committees responsible for implementing the EMS are shown in Figure 1 below.  The details of the main roles and responsibilities associated with the EMS are as follows:

Executive Management Board (Vice Chancellor and senior management)
· Reviews the Environmental Policy and advises on objectives and other elements of the EMS

· Selects members of the Environment Committee

Environment Committee
Members of the Environment Committee are drawn from all areas of the institution. The Committee meets on a regular basis (5/6 times in the academic year) to: 

· Discuss the implementation and maintenance of the EMS

· Devise and promote initiatives to inform interested parties about the EMS
· Oversee implementation of the institution’s Environmental Policy and progression to EMS
· Assist the Head of Sustainability and Development to regularly audit the EMS
Pro Vice Chancellor (Resources)

· Convenes and chairs Environment Committee meetings
· Senior Management advocate
· Member of EcoCampus Steering Group
EcoCampus Steering Group (no longer a functioning committee)
· Secure the resources required to maintain the EMS

· Ensure the EMS is established, implemented and maintained

· Regularly monitor the performance of the EMS

· Establish, review and revise the institution’s Environmental Policy, environmental aspects and impacts, targets and objectives, the Carbon Management Action Plan  and other elements of the EMS
EMS Manager/Head of Sustainability and Development
· Organises the environmental management programme

· Leads the environmental programme at EcoCampus Steering Group meetings

· Coordinates environmental reviews

· Identifies and prioritises environmental aspects and impacts
· Coordinates the setting of objectives and targets

· Within the EMS assigns roles, responsibility and authority and informs individuals about their obligations including suppliers and contractors

· Manages the environmental training programme

· Deals with internal and external communications

· Checks that the institution complies with relevant legislation and requirements
· Organises the programme of internal audits and management reviews
· Reports to the EcoCampus Steering Group on the functioning of the EMS

· Approves and controls EMS documents such as procedures to those involved including suppliers and contractors

· Member of Environment Committee and Convenor of EcoCampus Steering Group
Environmental Coordinator

· Compiles, updates, stores and distributes documents such as procedures to those involved including suppliers and contractors

· Ensures all relevant legislation and requirements are identified, listed and updated
· Ensures internal EMS auditors are appropriately trained
· Implements the recommendations/corrective actions from audits and Management Review Committee meetings
· Revises procedures, instructions and other EMS documentation

· Coordinates external audits as required

· Point of contact for internal environmental issues

· Manages EMS compliance and Document Control

· Coordinates training programmes

· Leads on awareness-raising and supports community involvement

· Member of Environment Committee and EcoCampus Steering Group

EcoCampus Implementation Group

Members include staff who have overall responsibility for the ten EcoCampus Modules.  Most are already members of the Environment Committee or EcoCampus Steering Group.  Additional members of staff are co-opted on to the group as and when required.   Module Leaders are responsible for drawing up the Operational Procedure relating to their area of environmental responsibility.

Figure 1:    Flow chart showing EMS Management Structure
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Staff

Specific staff will:

· Liaise with suppliers and contractors to ensure that they meet the institution’s environmental requirements.

· Provide the Head of Sustainability and Development/Environmental Coordinator with appropriate operational control records.

Suppliers/Contractors 

· The University’s suppliers/contractors should satisfy the Head of Sustainability and Development/Purchasing Manager that they are conforming to the relevant environmental procedures.

· Provide the Head of Sustainability and Development/Purchasing Manager with appropriate operational control records.

Details of other roles and responsibilities associated with the implementation of the EMS can be found in Document Control system, 4.4.Control of Records, sub-folder 4.4.5 Roles and Responsibilities.

4.3.2.    Competence, training and awareness

Environmental training is managed using Operational Procedure 3.2. Competence, Training and Awareness. The University originally used Loreus Trainer (located in folder 5.4 Loreus trainer in the Document Control System) for most of its environmental training. This has recently been updated and replaced by a new training package which is web-based and can be accessed at:

http://www.loreus.co.uk/trainingcentre
This new EcoCampus Training Package is made up of the EcoCampus Trainer and the newly-developed EcoCampus Environmental Awareness Trainer.  Logins for this new trainer were applied for and distributed to ten key members of staff with EcoCampus roles and responsibilities identified in the EMS Task Planner which can be found in the Document Control System, 4.4. Control of Documents, sub-folder 4.4.5.  They are required to self-access the training and notify the Environmental Coordinator when it has been completed.   They are then responsible for relating the information to the members of their teams.   Logins for a further 100 additional users have been acquired and these staff will access the training during May and June 2010.
General environmental awareness is included in the programme of awareness-raising conducted by the Environmental Coordinator during the academic year.   The aim is to attend departmental staff meetings as and when appropriate and emphasise the importance and value of an individual’s contribution towards achieving the objectives and targets of the EMS.  Advanced role-specific training is for those whose work has or could have a significant impact on the environment and is carried out by team leaders. More traditional training is used for internal environmental auditors. Records of staff training are held by the Health and Safety Coordinator in room BB179 or stored in the Document Control System, 4.4. Control of Records, sub-folder 4.4.17. Staff awareness-raising and training.    Line managers also keep records of staff training plans.
The EcoCampus Implementation Group was established to ensure that training and awareness-raising were conveyed to all staff whose activities impacted on the environment in some way. Module Leaders responsible for the 11 EcoCampus module areas (as listed in paragraph 4.2.1) were automatically members of this group and those in key roles were given access to the EcoCampus Training Package.  This Group has been temporarily suspended while senior management review the membership of the Environment Committee.
The Environment Agency’s DVD Pollution Prevention Pays is available as an online video link and module and team leaders whose staff activities may impact on the environment are required to include this as a training tool in their team meetings.  This link is regularly circulated to key staff who may require training.
The Environmental Coordinator keeps records of the above training when completed. Individual module and team leaders are responsible for maintaining their own records.
More specific training needs are as follows:

The EMS Manager: requires a high level of training, awareness and competence to manage the EMS and identify relevant environmental legislation and regulations.

Internal auditors: are normally members of the Environmental Committee and need a programme of environmental auditor training.  Three members are already fully qualified as environmental auditors; Head of Sustainability and Development, Environmental Coordinator and Cleaning and Environmental Services Manager.
Module Leaders: need training in the methodology used to identify and manage the significant environmental aspects associated with their roles and responsibilities.

Cleaning and Environmental Services Manager: needs training to identify, categorise, manage and dispose of waste generated by the institution.   
4.3.3.    Communication

The University uses Operational Procedure 3.3 Communication stored in the Document Control System to ensure that internal and external communications, relating to the EMS, are dealt with appropriately. It describes how to receive, document and respond to communications with interested parties.

4.3.4.    Documentation

The method used to control EMS documentation is described in 3.4. Documentation and is stored in the Document Control System. Various documents are used to ensure the effective operation of the EMS, namely:
1) Environmental Management System Manual
This is the overarching controlled document of the EMS, which explains how the environmental programme operates in accordance with the Scheme and ISO 14001. 
2) EMS Operational Procedures

These are controlled documents describing how tasks are undertaken.

4.3.5.    Control of Documents
Procedure 3.5 Control of Documents describes how EMS documents are classified and managed. It explains how procedures are written, approved, revised and controlled. 
Current versions of all EMS procedures can be found in the Document Control System, 4.4. Control of Documents, sub-folder 4.4.1.   All obsolete copies of procedures are moved to an archive folder in this sub-folder in the Document Control System. Obsolete EMS documents and records are kept for three years then destroyed.

The Loreus Document Control System is structured and numbered in line with the clauses of Scheme and ISO 14001 (Figure 2), making it particularly easy to find documents for internal and external auditing purposes.

Figure 2:   The Structure of the Loreus Document Control System.
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4.3.6.    Operational control

Operational Procedure 3.6 Operational Control describes how the University’s operations are controlled. Detailed operational procedures are used to ensure that all activities are correctly carried out and monitored. These documents are used to reduce the environmental impacts of all the processes associated with the institution’s significant environmental aspects and to ensure compliance with relevant environmental legislation.
4.3.7.    Emergency preparedness and response  

Procedure 3.7 Emergency preparedness and response describes how the University prepares for and deals with environmental accidents and emergencies. It ensures that the response minimises the effects on the health of staff and the environment. The institution reviews, revises and periodically tests this procedure and supporting documents.

4.4.    CHECKING 

4.4.1.    Monitoring and measurement

Procedures 4.4.1 Monitoring and Measurement explains how the institution monitors and measures processes that have a significant impact on the environment and are associated with the functioning of the EMS. For example, the method used to measure the institution’s energy is available in a sub-folder 4.1.2 ‘Monitoring energy and the records’ located in folder 4.1 Monitoring and measurement in the Document Control System.
4.4.2.    Evaluation of compliance

Procedure 4.4.2 Evaluation of compliance details the methods used to ensure that all relevant people comply with applicable legal and other requirements. 

4.4.3.    Non-conformity, corrective action and preventive action

Procedure 4.4.3 Nonconformity, corrective action and preventive action defines the responsibility and authority for investigating and remedying non-conformances. This procedure includes: 

· Identification of the causes of the non-conformances.

· Analysis of the causes of the non-conformances to avoid any repetition.

· Actions to implement the necessary corrective actions.

· Assessment of the effectiveness of the corrective and preventive actions.

A blank Corrective Action Record Form is stored in folder 7.2 Corrective action record form and completed forms are stored in folder 7.2 Corrective action record forms in the Document Control System.
4.4.4.    Control of records

Records are a fundamental part of the EMS. Procedure 4.4.4 Control of records describes how they are created and controlled. All records are held in the Document Control System in folder 4.4 Control of records.
4.4.5.    Internal audit

Audits are periodically conducted to assess the effectiveness of the EMS. Procedure 4.4.5 internal audit explains:

· The clauses to be audited
· The areas to be audited
· The frequency of audits
· The responsibilities associated with managing and directing audits
· The training of internal auditors
· The communication of audit results
· The review of the audit findings
Internal or external auditors can carry out audits. All the audit records are stored in 4.5 Internal Audit in the Document Control System.
4.5.    MANAGEMENT REVIEW

Procedure 5 Management Review describes the method used by senior management to review audit findings. Management reviews serve to maintain constant improvement and ensure the EMS is adequate and effective.   The institution’s Audit Committee has agreed that the Environment Committee take responsibility for the management  of the auditing process of the Environmental Management System.
The Environment Committee is chaired by the Pro Vice Chancellor (Resources).  It reviews and assesses the EMS at least once a year with reference to audit results, changes in legislation and the views of interested parties. Minutes of these meetings are taken by the Environmental Coordinator, who is a member of this Committee and circulated to members of the Environment Committee. Copies of these minutes are stored in the Document Control System in 4.4. Control of Records, sub-folder 4.4.9 Environment Committee.   All UW staff are also able to access this Committee’s minutes and other records by logging in to the staff page and viewing ‘committee papers’.
The Pro Vice Chancellor (Resources) is a member of the University’s Executive Management Board (EMB) and Vice Chancellor’s Advisory Group and regularly reports back to both committees on the progress and processes of the Environment Committee and the Environmental Management System.
5.   SITE PLANS
Site plans for the buildings and land covered by the EMS can be found at the following 
link:

O:\Facilities\Facilities\4. ESTATES\Current site, SJC,HR,BH PDF's - Mar '08
Also on the Autocad system at:
O:\Facilities\Facilities\4. ESTATES\AutoCAD Drawings
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