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1
Context
1.1
Organisational Description 

The Estates Office looks after the Warwick campus - the land it's built on and the buildings it's made up of. We:

· Maintain and repair the buildings on campus

· Maintain and repair all non-academic equipment (e.g. furniture)

· Provide, maintain and repair the campus infrastructure (e.g. heating)

· Improve and develop Warwick's buildings and its grounds and gardens

· Keep campus clean and tidy

· Manage transport on campus, and to and from campus.

· Encourage staff and students to be more environmentally conscious, and work to reduce Warwick's carbon emissions

1.2 Needs and expectations of interested parties

The successful operation of the EMS will involve:

All Estates Office staff

We will give all staff awareness of our EMS requirements and provide leadership and resources in order for them to meet these requirements.

All Estates Office contractors (including specialists who will support this EMS)

We will make contractors aware of our environmental policy and site specific requirements
Other University Departments and students
Whilst delivering work we will endeavour to be a positive influence other University Departments and students in areas related to our significant environmental aspects.

Members of the public 
We will, as far as reasonably practical, not expose to health or safety risks any members of the public.
1.3 EMS Scope

The Provision of Estates Management Services for the University of Warwick including campus planning, capital and maintenance projects, to general hard and soft facilities management and maintenance including the associated finance, administration and energy and sustainability activities.

The Scope of the EMS does not cover the following locations and operations:

· Wellesbourne
· Non-University operated premises at the Science Park

· Warwick Retail operations

· Warwick Conferences
· Departmental specific activities such as handling of special & hazardous waste 
· Millennium Point (Unitemps)
· The Shard
· Leamington Town Hall
· Titan, Tachbrook
· Barford Boathouse
· Walsgrave Hospital
· Abroad locations (Singapore, Venice, Beijing)
1.4
Resources, Roles Responsibility and Authority

We recognise the need to have a formal structure in place to manage environmental issues. The following diagram shows how our internal environmental function is managed. 
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2
Planning

2.1 Environmental Aspects and Impacts

As outlined within the scope of this EMS, aspects will be broken down into 3 sections:

Direct Activities

a

Activities carried out directly by the Estates Office on campus within the scope of the EMS. 

It also covers activities involving the purchasing of equipment and materials for use by the Estates Office.

Subcontracted Activities (Indirectly controlled)
b

Activities carried out by contractors appointed the Estates Office on campus within the scope of the EMS.

We have control and influence over site based operations should the contractor be working directly for us, but would have limited control should the contractor be working under the control of another company or organisation.

We have limited advisory influence over non-site based activities of our contractors.

Not controlled but can influence
c
These are activities which the Estates Office can influence, such as other campus users or third parties.

For each of the above categories the Estates Office will:

Follow the procedure laid out in EP-01 Environmental Procedure 1 - Environmental Aspects & Impacts to identify the environmental aspects of each stage of our services and assess the significance of the level of impact each could potentially have.

The results of this analysis will be documented and held within this EMS (in the ER-01 Environmental Aspect and Impact Register) and communicated in accordance to section 4.3 of this manual.

The ER-01 Environmental Aspect and Impact Register will be reviewed at least annually and at such times deemed appropriate. This analysis will contain normal (planned) and abnormal (unplanned activities which may arise to harm to the environment or human health) activities.

Our environmental aspects and impacts will not be communicated to outside parties unless on the authority of Estates Office top management. 

In identifying the environmental aspects the following opportunities for environmental aspects will be considered:

· Emissions to air from vehicles/plant
· Handling of asbestos
· Working on, over or near to water
· Working over groundwater
· Working on land
· Use of raw materials and natural resources, including packaging
· Flood risk
· Energy emitted - noise and vibration
· Use of energy
· Waste and by-products
· Wildlife & ecosystems
· Cultural Heritage

From the Environmental Aspect and Impact Register, the Estates Office will develop a series of environmental objectives and targets (see EK02-Environmental Management Programme) for the control of those impacts identified as high within the Environmental Aspects and Impact Register.
2.2 Legal and voluntary obligations
Applicable to its environmental aspects the Estates Office will identify the international, national and local legislation and regulations plus any regulations set down by professional bodies the University or employees are regulated by.

Other requirements include consents and permissions from central and local government, international and national standards, contractual agreements with clients, professional rules of conduct and any other agreements with associations, organisations or individuals.

Legislative updates are carried out by a suitably qualified environmental consultant and recorded in the ER-02 Environmental Legal Register.  These updates are reviewed by the Estates Office management periodically.
Legal and voluntary obligations identified may be used to setting objectives and targets or stipulating operating criteria.

2.3  Objectives, Targets and Programmes
The successful implementation of the environmental management system is via the Environmental Management Programme (EK02) in which specific and measurable long and short term targets, where practical, will be set, recorded and communicated to the Director of Estates.

The Director of Estates will agree these objectives and targets that are consistent with our Environmental Policy and ongoing responsibility and resources to manage the environmental impacts of our activities, products and services in all areas of business with the view to continual improvement via Management Review. The Environmental Management Programme, which is produced and updated as part of the successful implementation of the Environmental Management System employing the best available techniques not exceeding excessive cost.

The Environmental Management Programme which is produced and updated will include appropriate activities carried out by the business.  The programme shall identify environmental targets, objectives, timescales, resources required and responsibilities for implementation. 

The Environmental Co-ordinator shall ensure via regular review and ongoing report to management meetings that both our ongoing commitments regarding compliance and our objectives and targets are made aware to all relevant staff and are achieved. Project management shall play a key role within these programmes.

3 Support

3.1 Competence Awareness
The competence, training and development of all staff is monitored on a continual basis – including environmental management system awareness development from induction activity to individual roles and responsibilities, including emergency preparedness and response. 
The Environmental Management Group will identify and annually review the environmental competence, training and awareness needs for staff grades within the Estates Office.  Environmental training will be made available for Managers whose staff performs tasks for the organisation that have the potential to cause a significant environmental impact. Environmental Awareness shall also be disseminated from the Director of Estates and Head of Facilities by various media, including awareness briefings, Estates Office newsletters, tool box talks and any other suitable media.
Contractors and suppliers working for and on behalf of the Estates Office shall be approved by the University for their Environmental Management System and performance to demonstrate that their employees have the necessary environmental competence, awareness and training.
3.2 Communication
Any incoming communications from interested parties relating to environmental aspects and impacts, including public authorities, will be reviewed by the Deputy Director of Estates prior to any reply given by the Estates Office.  

Regarding incoming communications from public authorities, these will be directed to the Deputy Director of Estates. Subsequent reporting to these interested parties will take place as appropriate.
Outgoing communication of the Estates Offices’ environmental aspects and impacts, if requiring technical input, will be reviewed by the a member of the Environmental Management Group prior to being issued by the Estates Office.

Structures are in place within the Estates Office to ensure effective “meetings” via published agendas, minutes being recorded that include the attendees, actions required, timescales and reviews.  

External communications in the form of Estates Office newsletters, brochures and the World Wide Web will be issued by the Deputy Director of Estates.  Press releases will be issued by the Deputy Director of Estates.

Internal communication regarding environmental aspects or the EMS will be directed to the Environmental Co-ordinator who will forward such to the members of the Environmental Management Group.

3.3 Documentation
The environmental management system documented system comprises this Environmental Management System Manual, Estates Office Operating Procedures, Forms, Records and External Documents such as legislation and specifications.


Below shows the functional links between the Business Process, Health & Safety and Environmental documentation.







3.4 Control of Documents  

Documents are to be controlled with appropriate:
· Identification and description (including document number, issue version and issue date)

· The document will be logged on the EMS Document Register (ER03)

· Storage location

· Version control

Documents will be maintained in a manner to implement the environmental management system.
A copy of the most recently superseded version of documents (where applicable) will be retained indefinitely.

Older document revisions will not be retained in a controlled manner, but may be kept to demonstrate systems improvement.

The document control process is defined below:








Records relating to the EMS are to be retained in both electronic and hard copy indefinitely or as required by the process to which they relate to. They will be identified by relation to the specific environmental aspect.

4 Operation

4.1
Operational Planning and Control

The Estates Office will identify and evaluate their operations that can cause significant environmental aspects to reduce or control the adverse impacts caused.

The Environmental Consultant will provide technical guidance on the identification and evaluation of environmental aspects and impacts, carried out either internally or via a suitably qualified consultant.  Documented controls are aimed to direct the environmental management system into operations.  


For site based construction activities (under CDM) a Environmental pre-commencement check sheet (EF-01) is completed, containing environmental information on site, followed by Method Statement are produced which includes environment specific controls to be adopted. This is in addition to any Environmental Plan issued by an appointed main contractor. Relevant controls are communicated by briefings to all site staff that are recorded.



Operational control of equipment, machinery and buildings will be to manufacturers instructions and operation and maintenance manuals and/or the instructions and control of a person competent and qualified to operate and/or maintain that equipment, machinery and building.


The environmental aspects and impact associated with Estates Office, administration, training, maintenance and support functions are controlled by Operating Procedures. 
4.2 Value chain planning and control
The Estates Office will control downstream supply processes which is controls related to significant environmental aspects.

Section 2.1 above details how the Estates Office defines control of our environmental aspects & impacts with controls defined on the Aspects and Impacts Register (ER-01).

Related to our significant environmental aspects, we will:

· Specify environmental requirements as appropriate for procurement of goods and services

· Evaluate the supply of goods and services

· Communicate our environmental requirements to suppliers and contractors.

4.3 Emergency Preparedness and Response

The Estates Office EP-05 Environmental Emergency Plan outlines the responsibilities and controls to be undertaken in the event of an environmental emergency in order for us to respond effectively.
In preparing for appropriate methods emergency preparedness and response that is relevant to the scale and mode of operation to be carried out, the Estates Office will consider the following functions for different types of emergency situation on site and the surrounding environs:
· Identification of hazards on the site of work

· Internal and external communication 
· Action(s) to minimise adverse (negative) environmental impact.

· Reporting and investigation of environmental accidents, incidents and near misses.

· Periodic testing of emergency environmental response system.

· Training of staff involved in environmental emergency response

· Contact list of key personnel and external organisations that may be involved in an environmental incident
The Estates Office will periodically test its environmental emergency response under controlled conditions.
5 Performance Evaluation
5.1 Monitoring, measuring, analysis and evaluation

The Estates Office has systems in place to monitor, review and measure, on a regular basis, aspects and impacts, operational control and key characteristics of the value chain that have a significant impact upon the environment. These shall record performance against objectives, operational control requirements, key performance indicators, targets and legislative compliance. Review of any newly introduced legislation shall form part of the above controls.

Data collected will be analysed to seek trends with the new to implementing corrective actions. This data will be retained as evidence of these results.
When required, measuring and test equipment used will be hired and only equipment that is calibrated to a recognised standard will be used.

5.1.1 Evaluation of Compliance

Compliance to any licenses permits or permissions granted by statutory bodies will be recorded.
On an ongoing basis environmental incident response tests are carried out under controlled conditions to identify potential safety and environmental incidents and preventative measures and the most appropriate and corrective actions arising will be recorded.
Legal compliance will be evaluated at least annually and records of this evaluation retained. Knowledge of the compliance status will be communicated through the environmental management group.

Legal compliance and compliance to the EMS of activities will be checked periodically via audit.

5.2  Internal audit
Planned internal audits will be carried out to check whether the EMS complies to the Estates Office own EMS requirements defined and also the requirements of the ISO 14001:2004 standard and that the EMS is being adequately maintained.
Audits will be to a planned, implemented and maintained audit programme.

The frequency of audits along with audit methodology, responsibility, performance and requirements will be included in the audit programme.

For each audit the scope will be defined and the audit carried out by competent auditors who will act objectively and impartially.

The results of the audits will be reported to the environmental management group who will ensure any action is taken to address audit results. 

Audit reports and related evidence will be retained.
5.3 Management review

Top management will review the whole of the EMS annually to ensure suitability, adequacy and effectiveness and documentary evidence of this will be produced.
5.4 Planned Agenda To Cover Scope Of Environmental Management System
· Review of any actions taken from minutes of previous meeting

· Suitability, adequacy and effectiveness of the environmental policy statement

· Significant environmental aspects and impacts with modifications since last review

· Relevant legislation (including voluntary obligations) and compliance status plus modifications since last review
· Changes in environmental risks and opportunities to the business
· Extent to which objectives and targets have been met

· Results of monitoring and measuring the control of the significant aspects

· Overall suitability, adequacy and effectiveness of the environmental management system

· Status and number of non-conformance reports and corrective and preventive actions
  


· Results of environmental management system audits since last review with details of non conformances

· Suitability, adequacy and effectiveness of environmental competence, training and awareness

· Review of major communications and adequacy of responses to such internal and external communications

· Adequacy and effectiveness of the environmental management system overall



NB All of the above elements may not be reviewed all at ones with there being available the function of review over a period of time.

The management review will produce the following outputs

· Conclusions on the suitability, adequacy and effectiveness of the EMS
· Decisions related to continual improvement

Any requirement for changes to the EMS

6
Improvement
Nonconformity can result from:

· An audit with the activity being audited not meeting the requirements of the EMS or legislation
· Complaint from a service user or external party which is relevant to our environmental aspects and impacts

· Nuisance being caused by the Estates Office’s operations
· Fault or abnormal operation of equipment, plant or machinery which has a negative environmental impact.

Nonconformity will be raised in writing with the following specified:

· Correction required to eliminate a nonconformity (if required)

· Responsibility for correction

· Time scales for correction

· The causes of the nonconformity

· Corrective action required to elimate the cause and prevents recurrence

· Responsibility for corrective action

· Time scales for corrective action

Other audit outputs can be
Obs
Observation identifying scope for improvement 
+Obs
A positive observation of excellent environmental practice

Following audits, periodically the results will be reviewed, along with other nonconformities, to determine the effectiveness of corrective action and whether any changes are required to the EMS.
Records shall be retained of the nonconformities, subsequent actions taken and the results of any corrective actions taken.
Auditors will be free from responsibility for the activity being audited.
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Providing strategic direction, leadership, resources and management commitment for effective environmental management across all activities.





Estates Director





Overall responsibility for management of EMS in all aspects including reporting, communications, co-ordination across activities, auditing, training and ensuring continual improvement in overall environmental performance. Ensure appropriate forums exist (and are used) for discussion, debate and effective management of environmental issues.


Manage & monitor environmental performance against set objectives and targets. Propose and ensure agreement to objectives and targets through appropriate formal and informal discussions with staff and management.





Environmental Management Group:


(Membership as per Intranet webpages)





External 


Environmental


Consultant











Maintain & co-ordinate development of the EMS in all aspects. Ensure effective communications across the activities, setting agenda’s for discussion of environmental issues, ensuring co-ordination across all activities. Collate, analyse and report on environmental data for assessing site environmental performance, including auditing.   





Environmental Co-ordinator,


(Head of Compliance)





Comply with the requirements of the EMS and act appropriately with regard to issues affecting impacts on the environment. Assist in achieving environmental objectives and targets.





All Staff & Suppliers





Estates Office Business Process documents





Estates Office Service Statement (Issue 4)


Reporting on Estates Helpdesk Charges in SAP guidance note


Project Registration Form (online)


Project process flowchart (online)


Minor works bidding process guidance (online)


Estates Office Key Request Form (Rev June 2013)


Porter Service form


Furniture Disposal Flowchart





Health & Safety Documentation


Emergency plans


Risk assessments


COSHH assessments


Statutory registers





Environmental Management System documentation and records 





Environmental Procedures 


Assessment of Environmental Aspects & Impacts


Waste Management


Site Fuel and Oil Controls


Emergency Spill Control


Environmental Emergency Plan














New Document drafted by author





Amendment made if appropriate (staff member or Environmental Management Group Member)





Draft approved (Environmental Management Group member)





Document uploaded to intranet by University Communications Office.  Obsolete document archived electronically by Environmental Management Group member.





Access restricted to University Staff only.





Review initiated (Environmental Management Group or Top Management and/or requested by any Estates Office staff member)





Document changes logged on EMS Document Register (ER03)





Accessed electronically by staff
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