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Foreword

This translation has been made based on the original Japanese Industrial Standard
established by the Minister of Economy, Trade and Industry through deliberations
at the Japanese Industrial Standards Committee according to the proposal for
establishment of Japanese Industrial Standard submitted by Japanese Standards
Association (JSA) with the draft being attached, based on the provision of Article 12
Clause 1 of the Industrial Standardization Law.

This JIS document is protected by the Copyright Law.

Attention is drawn to the possibility that some parts of this Standard may conflict
with a patent right, application for a patent after opening to the public or utility
model right. The relevant Minister and the Japanese Industrial Standards Committee
are not responsible for identifying the patent right, application for a patent after
opening to the public or the utility model right.
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JAPANESE INDUSTRIAL STANDARD JIS Q 14005 : 2012
(ISO 14005 : 2010)

Environmental management systems—
Guidelines for the phased implementation
of an environmental management system,

including the use of environmental
performance evaluation

Introduction

This Japanese Industrial Standard has been prepared based on the first edition of
ISO 14005 published in 2010 without any modifications of technical contents.

The portions with dotted underlines are the matters not given in the correspond-
ing International Standard.

The purpose of this Standard is to encourage and guide organizations, especially
small- and medium-sized enterprises (SMEs), to develop and implement an environ-
mental management system (EMS) that meets the requirements of JIS Q 14001. The
guidance does not go beyond JIS Q 14001, except for the inclusion of environmental
performance evaluation and is not intended to be used for the interpretation of JIS Q
14001 nor for certification purposes.

Many organizations have profited from having a formal environmental management
system. But many more organizations, especially SMEs, do not have such a system,
even though it could benefit them greatly. This Standard uses a phased approach to
implement an environmental management system that can grow, to meet the require-
ments of the Standard for environmental management systems, JIS Q 14001.

A phased approach offers several advantages. Users can readily evaluate how the
time and money put into an EMS provides a return. They can see how environmen-
tal improvements help to reduce costs, improve their community relations, assist them
in demonstrating compliance with legal and other requirements, and help them live
up to customer expectations. They can track the benefits of their EMS while they imple-
ment their system step by step, adding or expanding elements as they provide value
to the organization. When the scope of the EMS includes all of the organization’s
activities, products and services that it wishes to cover and these are addressed using
all the elements of this Standard to their full extent, the organization would have
developed and implemented a system that meets the requirements of JIS Q 14001.

JIS Q 14001, the most widely accepted EMS standard, is a structured approach
to managing an organization’s environmental matters. It is consistent with, and forms
the basis of, many other regional management system approaches.

Annex E shows a correspondence between JIS Q 14005 and other standards.

1 Scope

This Standard provides guidance for all organizations, but particularly small- and
medium-sized enterprises (SMEs), on the phased development, implementation, mainte-
nance and improvement of an environmental management system. It also includes
advice on the integration and use of environmental performance evaluation techniques.

Documents

Document Sharing Hub
PROTECTED EY COPYRIGHT

Full document details: JIS Q 14005-2012


http://www.avadocuments.com/doc/jis-q-14005-2012
http://www.avadocuments.com/doc/jis-q-14005-2012

2
Q 14005 : 2012 (ISO 14005 : 2010)

This Standard is applicable to any organization, regardless of its level of develop-
ment, the nature of the activities undertaken or the location at which they occur.

NOTE : The International Standard corresponding to this Standard and the sym-
bol of degree of correspondence are as follows.

ISO 14005:2010 Environmental management systems—Guidelines for
the phased implementation of an environmental management system,
including the use of environmental performance evaluation (IDT)

In addition, symbols which denote the degree of correspondence in
the contents between the relevant International Standard and JIS are
IDT (identical), MOD (modified), and NEQ (not equivalent) according
to ISO/IEC Guide 21-1.

2 Terms and definitions
For the purposes of this Standard, the following terms and definitions apply.

2.1 auditor

person with the competence to conduct an audit
[JIS Q 14050:2012, 5.31.1]

2.2 audit findings
results of the evaluation of the collected audit evidence against audit criteria
NOTE 1 Audit findings can indicate either conformity or nonconformity.

NOTE 2 Audit findings can lead to identification of opportunities for improve-
ment or to record of good practice.

NOTE 3 When audit criteria is selected from the legal and other requirements,
audit findings lead to the designation of “compliance” or “non-compliance”.

[JIS Q 14050:2012, 5.23]

2.3 audit programme

set of one or more audits planned for a specific time frame and directed towards a
specific purpose

NOTE : Adopted from JIS Q 9000:2006, 3.9.2.
[JIS Q 14050:2012, 5.32]

2.4 continual improvement

recurring process of enhancing the environmental management system in order to
achieve improvements in overall environmental performance consistent with the
organization’s environmental policy

NOTE : The process need not take place in all areas of activity simultaneously.
[JIS Q 14050:2012, 4.7]
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2.5 corrective action
action to eliminate the cause of a detected nonconformity
[JIS Q 14050:2012, 4.4.2]

2.6 document
information and its supporting medium

NOTE 1 The medium can be paper, magnetic, electronic or optical computer disc,
photograph or master sample, or a combination thereof.

NOTE 2 Adopted from JIS Q 9000:2006, 3.7.2.
[JIS Q 14050:2012, 4.5]

2.7 environment
surroundings in which an organization operates, including air, water, land, natural
resources, flora, fauna, humans and their interrelation

NOTE : Surroundings in this content extend from within an organization to the
global system.

[JIS Q 14050:2012, 3.1]

2.8 environmental aspect

element of an organization’s activities or products or services that can interact with
the environment

NOTE : A significant environmental aspect has or can have a significant envi-
ronmental impact.

[JIS Q 14050:2012, 3.2]

2.9 environmental impact

any change to the environment, whether adverse or beneficial, wholly or partially
resulting from an organization’s environmental aspects

[JIS Q 14050:2012, 3.3]

2.10 environmental management system, EMS

part of an organization’s management system used to develop and implement its en-
vironmental policy and manage its environmental aspects

NOTE 1 A management system is a set of interrelated elements used to estab-
lish policy and objectives and to achieve those objectives.

NOTE 2 A management system includes organizational structure, planning ac-
tivities, responsibilities, practices, procedures, processes and resources.

[JIS Q 14050:2012, 4.1]

2.11 environmental objective

overall environmental goal, consistent with the environmental policy, that an organi-
zation sets itself to achieve

[JIS Q 14050:2012, 4.1.2]
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2.12 environmental performance
measurable results of an organization’s management of its environmental aspects
NOTE : In the context of environmental management systems, results can be
measured against the organization’s environmental policy, environmen-

tal objectives, environmental targets and other environmental perfor-
mance requirements.

[JIS Q 14050:2012, 3.16]

2.13 environmental performance evaluation, EPE

process to facilitate management decisions regarding an organization’s environmen-
tal performance by selecting indicators, collecting and analysing data, assessing infor-
mation against environmental performance criteria, reporting and communicating, and
periodically reviewing and improving this process

[JIS Q 14050:2012, 3.16.1]

2.14 environmental performance indicator, EPI

specific expression that provides information about an organization’s environmental
performance

[JIS Q 14050:2012, 3.16.4]

2.15 environmental policy
overall intentions and direction of an organization related to its environmental per-
formance as formally expressed by top management

NOTE : The environmental policy provides a framework for action and for the
setting of environmental objectives and environmental targets.

[JIS Q 14050:2012, 4.1.1]

2.16 environmental target

detailed performance requirement, applicable to the organization or part thereof, that
arises from the environmental objectives and that needs to be set and met in order to
achieve those objectives

[JIS Q 14050:2012, 4.1.3]

2.17 interested party
person or group having an interest in the performance or outcome of an organization
or a system

NOTE 1 “Outcome” includes products and agreements. “System” includes product
systems and environmental labelling and declaration systems.

NOTE 2 This generic definition is not taken directly from any other document.
The concept is defined specifically from the point of view of environmen-
tal performance in JIS Q 14001 (with identical definition in JIS Q
14004 and JIS Q 14031), type I environmental labelling in JIS Q 14024,
type III environmental declaration in JIS Q 14025, and life cycle as-
sessment in JIS Q 14040.

[JIS Q 14050:2012, 3.6]
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2.18 internal audit

systematic, independent and documented process for obtaining audit evidence and
evaluating it objectively to determine the extent to which the environmental manage-
ment system audit criteria set by the organization are fulfilled

NOTE : In many cases, particularly in smaller organizations, independence can
be demonstrated by the freedom from responsibility for the activity being
audited.

[JIS Q 14050:2012, 5.18.1]

2.19 management performance indicator, MPI

environmental performance indicator that provides information about the management
efforts to influence an organization’s environmental performance

[JIS Q 14050:2012, 3.16.5]

2.20 nonconformity

non-fulfilment of a requirement

[JIS Q 14050:2012, 4.3]

2.21 optional performance indicator, OPI

environmental performance indicator that provides information about the environmental
performance of an organization’s operation

[JIS Q 14050:2012, 3.16.6]

2,22 organization

company, corporation, firm, enterprise, authority or institution, or part or combina-
tion thereof, whether incorporated or not, public or private, that has its own functions
and administration

NOTE : For organizations with more than one operating unit, a single operat-
ing unit may be defined as an organization.

[JIS Q 14050:2012, 3.4]

2.23 phased implementation

any combination of steps, that can be delivered in a sequential way, to fulfil the re-
quirements of an EMS and as determined by the user to suit their needs and resources

2.24 preventive action
action to eliminate the cause of a potential nonconformity

[JIS Q 14050:2012, 4.4.3]

2.25 prevention of pollution

use of processes, practices, techniques, materials, products, services or energy to avoid,
reduce or control (separately or in combination) the creation, emission or discharge of
any type of pollutant or waste, in order to reduce adverse environmental impacts
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NOTE : Prevention of pollution can include source reduction or elimination, pro-
cess, product or service changes, efficient use of resources, material and
energy substitution, reuse, recovery, recycling, reclamation and treat-
ment.

[JIS Q 14050:2012, 3.11]

2.26 procedure

specified way to carry out an activity or a process

NOTE : Procedures can be documented or not.
[JIS Q 14050:2012, 4.2]

2.27 record
document stating results achieved or providing evidence of activities performed

[JIS Q 14050:2012, 4.6]

3 Phased implementation process

3.1 General

An organization may decide to apply a systematic approach to managing its envi-
ronmental aspects in order to solve an individual problem or capitalize on a specific
opportunity. Alternatively, the organization may seek to implement an environmen-
tal management system (EMS) that enables it to manage its full range of environmental
aspects, in order to meet the requirements of JIS Q 14001.

There are many potential benefits to be gained by an organization from managing
its environmental aspects. However, organizations can be deterred from applying a
systematic approach to environmental management, if they perceive this as being an
inflexible, limiting, bureaucratic or costly process. They can also be overwhelmed by
the apparent size of the task.

The model outlined in this Standard has been developed to help an organization
to implement an EMS in a particular way, while growing the extent and scope of the
system, through time, in line with the objectives of the organization and the resources
available.

Before implementing a phased approach, an organization may need to consider:
— its size;
— its location;
— existing management structures;

— the extent to which environmental issues have been incorporated into day-to-day
operational activities;

— cultural needs and aspirations;
— staff availability and expertise;

— limitation of resources.
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3.2 Importance of support, commitment and involvement from management
and staff

In order to successfully implement an effective EMS which adds value to the
organization’s activities, it is essential to ensure and maintain support, commitment
and involvement from management, including top management and staff. If this is
not the case in a particular organization, clause 4 outlines a possible approach that
can be applied to gain sufficient support and commitment to begin implementing an
EMS.

More usually, support and commitment grow as people become more involved in the
process and begin to benefit from the rewards that can come from managing their
environmental aspects.

Management commitment should be reflected in statements of support, such as a
policy, but should be followed up by making available the necessary human, financial
and other resources to support effective EMS implementation. Those working on the
organization’s behalf should be motivated to participate in and contribute to the imple-
mentation process. Participation and contribution may, among other things, take the
form of attendance at meetings, provision of suggestions and use of initiative to promote
the understanding and acceptance of the phased implementation process among peers.

3.3 Structure of this Standard
The content of this Standard is divided into three key clauses (clauses 4, 5 and 6).

Clause 4 provides an overview of how an EMS can be applied to environment-related
projects. Following the example outlined in Annex D should provide an organization
with demonstrable benefits which help to secure sufficient internal commitment and
support for environmental management activities to be able to implement an EMS. It
can be that the organization decides to conduct several projects, either at the same
time or sequentially, in order to secure sufficient commitment and support or to pro-
gressively build its level of environmental action.

Alternatively, the organization may decide that it wishes to start implementing im-
mediately an EMS which conforms to the requirements of JIS Q 14001. In this situ-
ation, the organization can move directly to use clauses 5 and 6. However, the
organization can still find it useful to read and refer to the guidance provided in clause 4
and Annex D throughout this process.

Clause 5 provides the supporting elements that an organization should consider as
it plans its phased implementation.

Clause 6 sets out how to identify and manage the environmental aspects that an
organization needs to address its environmental issues. An organization that imple-
ments, in full, clauses 5 and 6 would have an EMS that meets the requirements of JIS
Q 14001 (see Annex A).

Annex A (table A.1) provides a tabular overview of the main and supporting ele-
ments required to implement an EMS. Reading across each row suggests a logical series
of steps that can be taken to carry out each element. It is not always necessary to
complete one element before starting another. In some cases, it may even be neces-
sary to use the outputs from a step in one element to input to a step in a different
element.
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When reviewing Annex A, many organizations will be able to identify a number of
steps that they have already taken, often for reasons other than environmental ones
(e.g. cost savings, responding to customer requirements). Demonstrating in this way
that the organization has already made progress towards implementing an EMS, helps
to build support and commitment to expand the activities which meet all of the require-
ments of JIS Q 14001. This review also shows the organization the extent of the task
remaining and an indication of the likely effort required to complete the EMS imple-
mentation.

Annexes B and C are examples of how an EMS can be implemented in phases.

Annex D shows how a small company could have initiated a project that ended with
the commitment of the management to proceed to a full EMS. Tables inserted in the
text show the initial steps of addressing some elements of the future EMS. These
elements are presented in the same sequence as in Annex A, such that the whole ex-
ample can be applicable to any of the three phased approaches, described in Annex C.
Below the description of how this company started addressing each element, a table
shows an approximate evaluation of the degree of progress towards full completion of
each element.

3.4 Scope of the EMS

The organization should define the scope of its EMS, i.e. the activities, products and
services for inclusion in the EMS. It should decide if the EMS will be applicable to
single or multiple locations. It should consider whether there is a reason to limit it
to only part of a location or some products or services, e.g. if part of the location is
owned and controlled by another organization. Once defined, the full scope of activi-
ties, products and services should be covered by the EMS.

3.5 The phased implementation process of an EMS

It may be useful for an organization that is uncertain as to which approach might
be best, to undertake a single project, as indicated in clause 4, as a starting point to
understanding and applying a systematic approach to environmental management.

The following two different approaches to the phased implementation of an EMS
are suggested in this Standard:

a) using fixed steps to follow a progression of elements (see clauses 5 and 6). This
approach can suit organizations, which after carrying out an initial environmen-
tal project (see clause 4), decide to adopt this structured approach to managing their
environmental aspects (see example in Annex B);

b) using a selection of steps that may be implemented consecutively or concurrently
to meet the specific requirements of JIS Q 14001. This selection of steps may be
chosen to address specific environmental issues, such as demonstrating legal com-
pliance, meeting the needs of interested parties, such as a customer requirement,
or improving environmental performance. This approach may suit organizations
that wish to grow at their own pace and within the resources available to them to
make their EMS more effective (see example in Annex C).

An implementation plan should be developed that identifies the:
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— approach to be adopted;

— timescale in which it should be achieved,;

— resources required;

— roles and responsibilities of those implementing the plan;
— records required;

— methods by which progress can be consistently monitored and measured.

Progress can be measured in terms of achievement of the implementation outcomes
specified at the end of each phase and compliance with the implementation plan. The
phased implementation process also enables the organization to evaluate its progress
towards implementing JIS Q 14001. Measuring progress towards implementing an
EMS is useful to ensure the efficient use of resources and achieve the organization’s
objective.

4 Undertaking an environment-related project to secure management sup-
port and commitment to begin the phased implementation of an EMS

4.1 Purpose

Before starting to implement an EMS and in order to secure new, or strengthen
existing commitment, an organization may find it helpful to run a limited scope project.
This would provide familiarity with the basic constituents of an EMS, experience of
some of the benefits of managing environmental aspects in a systematic way and help
improve environmental performance.

This may be done by considering a small project focusing on just one or a limited
number of environmental aspects of particular and immediate interest to the organi-
zation, for example:

— specific waste stream for which disposal is costly or difficult;
— regulatory requirements which have to be addressed;
— high raw material or energy costs which require reduction;

— improvements in pollution control measures which can possibly enhance relations
with local communities or customers.

The number of environmental aspects considered and the extent to which they are
addressed or resolved may be progressively increased as tangible benefits are secured
and additional resources are made available.

4.2 Methodology

4.2.1 General

The steps described in this subclause represent the basic constituents of an EMS.
They follow the “Plan-Do-Check-Act” (PDCA) management model:

— P =Plan: identify and select a project and prepare a preliminary environmental
action plan;

— D=Do: implement the action plan, including assigning roles and responsibilities;

Documents

Document Sharing Hub
PROTECTED EY COPYRIGHT

Full document details: JIS Q 14005-2012


http://www.avadocuments.com/doc/jis-q-14005-2012
http://www.avadocuments.com/doc/jis-q-14005-2012

10
Q 14005 : 2012 (ISO 14005 : 2010)

— C=Check: monitor, measure and evaluate the achievements;

— A=Act: review the process and decide on further action in a management review.

The PDCA model is also used as the basis for a number of other management sys-
tem standards.

4.2.2 Involvement of top management

It is essential to obtain the involvement, commitment and support of people within
the organization who have the authority to ensure that action is taken and who have
control over the resources needed to support the successful implementation of the EMS.
The term “top management” is often used to describe these people. These people should
understand the importance of their commitment and support, which should be addi-
tionally communicated to others within the organization.

Top managers should appoint a project leader who acts as a focal point for their
environmental project. When implementing an EMS that meets the requirements of
JIS Q 14001, this person is known as the management representative. For the pur-
poses of the guidance given in this Standard, the term “management representative”
is also used to mean “project leader”, depending upon whether it is a matter of imple-
menting a fully JIS Q 14001-compliant EMS or a smaller scale environmental project.

4.2.3 Identification and selection of a project

In deciding which environmental project(s) might generate environmental improve-
ments and business benefits that would encourage commitment and support, it can be
helpful to collect information on a wide range of environmental issues facing the or-
ganization. These can include regulatory compliance, environment-related complaints
(e.g. smoke, noise, odours), obvious negative impacts on the environment (e.g. air or
water pollution), costs associated with energy, waste, water and raw materials use, re-
quests from customers, suggestions from staff or the views of other or interested par-
ties.

The selected project should be of sufficiently limited scope to be manageable with
limited resources, but also to be able to produce demonstrable value to the organiza-
tion within a reasonable period of time, in order to secure support for further envi-
ronmental projects or the implementation of a full EMS.

Attention should be given to the level of effort required, resources and return on
investment, including potential benefits and opportunities. The selected project with
its defined scope, expected benefits, necessary budget and potential downsides should
be submitted to top management in order to secure its approval.

4.2.4 Planning and implementation of the selected project

Before starting work on the selected project, it is good practice to prepare an ac-
tion plan. This may be very short, especially for small organizations, but it should at
least briefly outline what the project is intended to deliver, why this will be of value
to the organization and how it can be achieved. The plan may also include expected
costs.

It may start by conducting a review in order to identify and analyse:
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a) the main legal environmental requirements applicable to the organization’s activi-
ties, products and services included in the scope of the project. Some consider-
ation may also be given to other requirements (e.g. contractual requirements);

b) the main impact(s) on the environment of its activities, products and services. In
doing so, the organization may examine permits issued by authorities and infor-
mation available from trade associations concerning discharges to air, water, and
land, handling and disposal of waste, the use and production of harmful substances,
and the consideration of the views of interested parties.

It is not expected that the review be exhaustive, but it should be thorough and focus
on key elements in order to provide a reliable assessment of the value that an EMS
could add to the organization.

It may be necessary to perform some quantitative evaluation of the environmental
aspects and their associated costs, where such information does not already exist (e.g.
mass of waste, volumes of liquid effluents, money lost due to potentially recoverable
products being discarded or sent for waste disposal, number of complaints, composi-
tion of the effluents). These values are called performance indicators; it is practicable
to express them per level of activity (e.g. mass of finished product).

NOTE : Further explanations of how performance indicators can be used are in-
cluded in 6.8.

Following the identification of performance indicators, objectives and targets for im-
provement should be identified, for example the reduction in the use of energy and the
decrease of harmful discharges. Objectives and targets should be quantified as much
as possible and should be linked to appropriate indicators as described above. A
prioritization of objectives and targets is necessary, taking into consideration business
operations, available resources, goals of management and other issues concerning the
organization.

The associated action plan should eventually define:
— the actions necessary to reach these objectives and targets;
— the corresponding resources (human and financial);

— timescales, in particular a precise time limit should be set for the completion of
the project;

— adequate responsibilities for its implementation.

The project action plan should be submitted to top management for approval.

Responsibilities should be assigned to specific persons in the organization and ad-
equate resources provided according to the specifications of the action plan. All the
actions included in the plan should be implemented and additional training may be
required to effectively achieve some of them.

4.2.5 Checking the selected project

Progress against the chosen indicators may be assessed periodically with the per-
sonnel involved in operational activities included in the project in order to determine:

— progress with respect to performance indicators;

— resources and expenditure;
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— potential delays;

— other deviations from the action plan.

Appropriate action should be taken, if necessary, to ensure that the project
progresses according to plan.

4.2.6 Reviewing the selected project

When the action plan has been fully implemented, top management should review
the process and the results to examine and evaluate:

— whether all of the planned actions have been adequately implemented;

— whether improvements in environmental performance have been achieved;
— the level of achievements made against the planned goals;

— the financial outcomes;

— the possible consequences for the organization’s structure;

— other costs and benefits of the project, including possible reactions of interested
parties.

The management representative in charge of the project should prepare a summary
report, taking into consideration the points described above.

At the end of the review, having increased their understanding, top management
should be in a position to decide whether to proceed with the implementation of a full
EMS. Alternatively, they may decide to expand the current project (e.g. modifications
of the action plan, better communication, allocation of additional resources, new as-
signment of responsibilities and changes in the scope) or start an additional project
focusing on another environmental aspect.

If the organization decides to continue with implementation of an EMS that meets
the full requirements of JIS Q 14001, top management should formally express its com-
mitment and support and take all the measures necessary for the implementation of
the actions described in the following text, including designation of a management rep-
resentative and the allocation of sufficient time and resources. In any case, top man-
agement should clearly communicate and explain its decision to all personnel within
the organization.

For an example of a working EMS project, see Annex D.

5 Elements that support the implementation and maintenance of an EMS
5.1 Environmental communications

5.1.1 General

If an environmental improvement action or the implementation of a management
system is to be effective, those involved in its use should own and support it. Fur-
thermore, the better they understand why they should provide support and the sooner
they get feedback on what has been achieved, the better motivated they will be. There
is a need for an effective and regular flow of information between management and
staff to provide not only direction, but also updates on progress. In addition, there
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should be good communication between the affected areas of the organization, such that
each understands the environmental implications that their actions may have on others
in the organization.

It is also important that good two-way communication be established and maintained
with customers, communities and other external interested parties. Listening to the
concerns, views and ideas of those outside the organization can help to build trust and
can even lead to improved business and access to markets. As the environmental
objectives and targets are developed and the management system matures, involving
interested parties can help the organization understand, address and be responsive to
external views before they become issues.

The decisions as to what should be communicated, to whom and how, should be un-
dertaken in a planned way.

Step 1 Step 2 Step 3 Step 4 Step 5
Recognize the need | Identify what will | Plan how informa- | Implement the Monitor the results
and value of com- be communicated tion will be com- communication of communications
municating on and to whom. municated with process. to determine if
environmental interested parties. they have been
issues. effective.

5.1.2 Step 1

The organization should recognize the importance of communicating on environmen-
tal issues to ensure the effective implementation of an environmental management
system. This includes communicating internally within the organization and with
external interested parties. Identifying examples of where poor communication has
caused difficulties for the organization, or where good communication has delivered
benefits, is a good way to start developing a communication strategy. Additional in-
formation regarding environmental communication can be found in JIS Q 14063.

5.1.3 Step 2

The organization should identify and determine what information is needed and to
whom it should be communicated. This information may include:

— the organization’s environmental policy, the extent and scope of its significant
environmental aspects, objectives and targets for improvement in environmental
performance, current levels of environmental performance and compliance with legal
requirements;

— any feedback received from internal and external interested parties (including
complaints, regulatory compliance audits and customer questionnaires);

— other relevant information required to ensure the effective implementation of an
EMS.

The organization should decide on the target audience, which includes its internal
and external interested parties. It should ensure that there is a two-way communica-
tion mechanism internally between management and staff, and externally with inter-
ested parties, such as customers, communities and authorities. The organization should
decide on the communications that are important for each audience, i.e. delivering a
message, seeking input and support or regulatory approval.
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5.1.4 Step 3

Many organizations already have in place methods of communicating with their staff,
community, customers, suppliers and other interested parties. Where this is not the
case, they may need to create a new communication plan. However, it is usually most
cost-effective to build on existing methods, where this is practicable. This is also a
good time to assess the effectiveness of the existing plans and to improve them by
identifying more effective communication methods or styles.

In order to maintain consistency, communication procedures should be developed
and implemented by the organization. These need not be complex, but should outline
what should be communicated, to whom, how and for what purpose. Communication
procedures should:

— decide how proactive to be with each audience for each type of communication;

— develop key messages (including information/feedback that is being sought), set
targets, objectives and performance indicators;

— assign responsibilities and establish a timetable;

— develop a procedure for receiving, documenting and responding to relevant com-
munications from external parties, such as neighbours and regulatory bodies, and
communicate the procedure internally.

Methods used for communicating can include:
— minutes of meetings;
— bulletin board postings;
— internal newsletters;
— suggestion boxes/schemes;
— websites;
— electronic mail;
— informal discussions;
— organization open days;
— focus groups;
— community dialogue;
— involvement in community events;
— press releases;
— advertisements and periodic newsletters;
— annual (or other periodic) reports; and

— telephone hotlines.

The communication methods chosen by the organization may vary depending upon
its size and available resources.
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5.1.5 Step 4
At this stage, the organization should provide evidence that:

— communication on environmental issues occurs throughout the organization, as
appropriate;

— responses to external questions are addressed in line with its procedure(s) and acted
upon;

— if necessary, methods for external environmental communication have been devel-
oped.

5.1.6 Step 5

The organization should review its communication with its internal and external
interested parties to identify the effectiveness of the communication and take action
to adjust the approach taken as necessary (see example in figure 1).

A small engineering company recently implemented an EMS and wants to communicate
the message to their various interested parties, but recognizes that each of them may require
different types of information as follows:

Internal interested parties

— Board members require information on environmental performance and progress of the
EMS.

— Managers need to know about performance evaluation and future objectives and targets.
— Staff and contractors require detailed work instructions and procedures to ensure
performance criteria are met and future targets are recognized.
External interested parties

— Local communities are concerned about noise and light pollution; this information was
communicated to site managers.

— Investors and insurers want to know about current legal and other requirements, and
about all risks associated with the company’s activities, products and services.

— Clients want information about the EMS and the life cycle impacts associated with various
products.

The company decides to use a variety of communication techniques to communicate the
message:

— a website with details of their environmental policy and performance is compiled into
an environmental report (see below);

— an e-mail containing detailed work instructions and related environmental regulations
is sent to targeted individuals and contractors;

— posters to explain its commitment to improve environmental performance and why this
is important;

— consultation meetings with residents to discuss local concerns and to explain the
organization’s commitment to environmental protection.

Figure 1 Example—SME environmental communication strategy
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To support its communication strategy, the company also produced an environmental
report, which included the following information:

— explanation of their environmental policy and future strategy;

— inventory of environmental aspects and related impacts of activities, products and
services;

— list of relevant environmental legislation and regulations;
— data from environmental performance evaluation and related indicators;
— details of those who have responsibility for the EMS and other environmental roles;
— summary of environmental performance, including:
— progress on meeting policy aims,
— objectives and targets being met, and

— outstanding issues, including nonconformance.

This report was signed by the Chief Executive and published on the company’s website.

NOTE : The organization can decide to produce an externally validated environmental statement.
Whilst this is not a requirement of JIS Q 14001, it is one example of good communica-
tion practice.

Figure 1 (concluded)

5.2 Resources, roles, responsibility and authority

5.2.1 General

Roles, responsibilities and authorities should be clearly defined so they are not mis-
understood. Resources should also be defined. This is important so that management
understands the resource implications of the environmental commitments and that those
who are charged with providing the resources are also committed.

Individual responsibilities should be clearly defined, so there is no misunderstanding,
such as duplication of effort or missed tasks.

Step 1 Step 2 Step 3 Step 4
Recognize the need to Identify and define the | Appoint a specific Communicate the roles
have defined resources, | roles, responsibilities management repre- and responsibilities to
roles, responsibilities and appropriate sentative for the EMS. all those affected and
and authority of top resources within the ensure that they under-
management of the organization. stand and agree with
organization and of them.
implications of the EMS. Assign the resources as

needed.

5.2.2 Step 1

The top management of the organization should understand that it is important for
effective implementation of the EMS that all roles, responsibilities, authority and
resource needs be recognized.
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