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Communications
Description:

This procedure describes the process for:

1)
Internal environmental communications/awareness.

2)
External environmental communications with interested parties (outside stakeholders).

External communication includes all written or electronic correspondence, telephone, conversations and oral discussions or meetings with external parties.  An organization should consider processes for communicating externally on its significant environmental aspects and record its decisions.

Procedure:
· Internal environmental communications will ensure that those personnel at each relevant level and function are aware of:
1)
The SCEPP and Environmental Policy.
2)
The importance of conformance with the Environmental Policy.
3)
All operational control procedures.
4)
Individual responsibilities for achieving environmental objectives and targets.
· External Environmental Communications ensure that:

1)
The SCEPP and Environmental Policy are available to all stakeholders.
2)
External Communication concerning the environmental aspects covered by the 
SCEPP is directed to the SCEPP Manager.
3)
The SCEPP Manager or designee is responsible for determining the need for, and 
preparation of, any notification to regulatory agencies.
· General Guidelines:
1)
Department Managers must keep records of their own internal communications
2)
The SCEPP Manager maintains records of external environmental 
communications with interested parties and the media.
3)
The SCEPP Manager maintains environmental records including the document control 
of the SCEPP Manual of Policies, Procedures and Forms.
Communications Distribution Plan:

A communications distribution plan involves identifying what tools are available and will be used 
for communications and what information should go to what audience. The Registry of 
Stakeholders should be part of the communications distribution plan.
Internal communications distribution may include:

· Interoffice memorandum
· E-mail
· Company Newsletter
· Posted notices on bulletin board
· Suggestion Boxes

· Intranet or internal electronic site accessed by staff only
External communication distribution may include: 

· Neighborhood hotline for questions or complaints regarding your facility
· Press releases on environmental activities 

· Open house for the community and the employees’ families
· Facility tours for the public
· Sponsorship of community events
· Participation in local actions targeting the environment
· Presentations in workshops, conferences, and schools
· Membership and involvement in industry associations and chamber of commerce 

· Correspondence with regulating agencies 
· Community’s Internet website
Example Text:
The [town/municipality] of [Name] has established and is maintaining a procedure for internal and external communication relating to the SCEPP as described by operational control procedure SCEPP/9.01 Communications & Registry of Stakeholders Procedure.
Preparing a Registry of Stakeholders
Procedure:
Include your entire SCEPP Team in this process to ensure that all possible stakeholders are identified.

Stakeholders: Organizations or individuals with an interest in the environmental performance of the operations covered by the SCEPP.

Note:
A Stakeholder can be from inside your organization or outside public interest groups, 
individuals and regulators.
Regulatory and Other Requirements: Anything regulated and/or any requirements outlined in legal contractual agreements, or as part of internal policy, should be included in your Registry.

1)
Use SCEPP/9.01 F1 Form for Preparing a Registry of Stakeholders to list all stakeholders with an interest in the environmental performance of the operations covered by the SCEPP.
2)
Describe the nature and structure of the stakeholder group.
3)
Identify the environmental expectations for each stakeholder group.
4)
Identify if the environmental expectation includes regulatory and other requirements. 

(The response can be Yes, No, or Unknown.) 
· Create an action item for all categories where the answer is “Unknown” and assign staff to investigate and report back.
5)
Use the Communications Distribution Plan to identify and expedite communications with 
stakeholders.
See Example: 

SCEPP/9 Example Registry of Stakeholders
See Procedure: 

SCEPP/9.01 Communications & Registry of Stakeholders Procedure
See Blank Form:

SCEPP/9.01 F1 Form for Preparing a Registry of Stakeholders 
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