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Procedure for Establishing Operational Controls & Organizational Structure & Responsibilities

This is a Suggested Procedure 


	SCEPP CONTROLLED DOCUMENT: 
PROCEDURE FOR ESTABLISHING OPERATIONAL CONTROLS &
ORGANIZATIONAL STRUCTURE & RESPONSIBILITIES (SCEPP TEAM)


Description:

Operational control procedures primarily describe work practices and cover the environmental control of specific operational activities.  These are activity-specific in their application.

For each Environmental Management Program (EMP) identified in Section 6, operational control procedures must be developed describing how each program will be implemented and who has responsibility for implementation. Operational control procedures are also necessary for any environmental aspect whether it is regulated or not and supporting documentation must be developed and tracked.
SCEPP operational control procedures also include your organizational structure and responsibility for management operations.  These procedures cover the management and control of both the SCEPP and the principal environmental aspects which the SCEPP manages.  
Procedure:
Many communities may already have existing policies and procedures in place.  The SCEPP Team should review existing policies and procedures to determine if they are current and if additional policies and new procedures must be developed.  The SCEPP Team should follow a process to identify all environmental aspects and Environmental Management Programs.

Operational Control Procedures Direct Personnel Work Activities:
Operational control procedures stipulate operating criteria to ensure operations and activities are carried out appropriately.  SCEPP/7.01 F1 Form for Operational Control Procedures Registry lists all operational control procedures for management of the SCEPP and operations with potential for significant environmental impact.  A list of corresponding procedures used to implement aspect operations and environmental management programs should then be developed. 
Within each responsible department, separate and distinct regulated facility operations exist.  

Regulated facility operations may include: 
1) Wastewater Treatment Plant 
2) Public Drinking Water System

3) Solid Waste Collection 
4) Fleet Management 

The SCEPP/7-3 Example Assessing Facility Operations & Procedures lists some of the operations within a Public Water System and identifies the individual activities that are essential to facility operations.  Each activity identified should have a current operational procedure.

A facility assessment should identify existing procedures; if they are adequate or need updating; and if a new procedure should be written.  Not all missing procedures must be developed all at once.  Environmental Management Programs can be created to develop operational control procedures where gaps exist.  The needed procedures should be prioritized and the procedures written on a schedule that is appropriate for your community.
Use SCEPP/7.01 F3 Form for Assessing Facility Operations & Procedures to assess facility operations.  A separate form should be used to assess each department’s facility operations.  Use the results of the SCEPP Guidance Self-Assessment Questionnaire and SCEPP/4.01 F2 Form for Assigning Impacts to Aspects and Determining Significance developed in Section 4, to aid in identifying all activities related to a department’s facility operations,
The results of the facility assessment and subsequent priority ranking will allow management to create Environmental Management Programs to address the first three procedures of concern.  When those are completed, the next three procedures can be addressed.  The facility assessment should be reviewed annually.

Organizational Structure and Responsibilities (SCEPP Team):
The SCEPP must identify organizational structure and responsibility for management of operations including roles, responsibilities, and authorities for all personnel.  The SCEPP Team ensures that the resources (e.g., budget and personnel time) required for implementing and controlling the SCEPP are provided.  

A key component of responsibility is identifying the SCEPP Manager with primary responsibility for establishing, operating, and maintaining the SCEPP. The SCEPP Manager is the leader of the SCEPP Team.  The SCEPP Team provides routine SCEPP support and reports directly to the SCEPP Manager.  A list of roles and responsibilities is available in SCEPP 7.01 F2 Form for List of Organizational Structure & Responsibilities.

Operational Control Procedures:
Operating procedures and work instructions function as a mechanism to control a facility’s environmental aspects. Therefore, they are also called “operational controls.”
Procedures are usually at a higher level in the document hierarchy, more general, and applicable to a larger audience. 
Work instructions are applicable to a specific task or process. 
The development of operating procedures and work instructions should focus on the following: 

1. 
The SCEPP team must ensure they conform to the SCEPP requirements including 
compliance with environmental regulations. 

2.
The operating procedures and work instructions should be written by the department that 
oversees the operation. 

3.
Employees who are going to be involved in the activities or processes should be trained on 
the procedures or work instructions. 

4)
Operational control procedures must explicitly describe how environmental management 
activities will be implemented.
5)
Operational control procedures must link operations to significant environmental 
aspects, significant impacts, the environmental policy, objectives and targets.

Final review of the community’s operating procedures should be made by the SCEPP manager, while departmental management should sign off on them. The work instructions should be signed by each department’s supervisor and acknowledged by employees who are going to implement the procedures.

Writing Operational Controls:
To direct the responsible departments to write their own operational controls, it is necessary for the SCEPP Team to develop a procedure for writing the general operational controls. The procedure also provides direction on writing operating procedures or work instructions for any operation which if uncontrolled, would have a detrimental effect on the environment. 

Operational Controls should also include the following: 

1) 
Responsibility – who does the procedure or instruction apply. 

2) 
Purpose and Scope – what specific process or activity does the procedure or 


instructions apply. 

3)
The operational steps for the process itself.
4)
Emergency Response – what the user has to do if operating parameters are 


exceeded, or what effect will occur if the procedure or instruction is not followed.  

What regulatory agency or agencies must be notified in the event of an emergency?
5)
Records – what kind of environmental record is generated as a result of 



implementing the procedure or instruction. 
See Example:

SCEPP/7-1 Example Operational Control Procedures Registry 

SCEPP/7-2 Example List of Organizational Structure and Responsibilities (SCEPP Team)

SCEPP/7-3 Example Assessing Facility Operations & Procedures
See Procedure:

SCEPP/7.01 Procedure for Establishing Operational Controls & Organizational Structure 
& Responsibilities (SCEPP Team)

See Blank Forms:

SCEPP/7.01 F1 Form for Operational Control Procedures Registry

SCEPP/7.01 F2 Form for List of Organizational Structure & Responsibilities (SCEPP Team)
SCEPP/7.01 F3 Form for Assessing Facility Operations & Procedures
Also See:

Section 4 Procedure for Identifying Environmental Aspects, Determining Significant Impacts, and Developing Objectives and Targets
Section 6 Environmental Management Programs 

	Document Control No.


	Original Date:

00/00/0000
	Revised Last Date:

00/00/0000
	Approved by:

[Name & Title]

	Document Title: Procedure for Establishing Operational Controls & Organizational Structure & Responsibilities
	Total Pages: Page 3 of 3



