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Title: Document Control System for ISO 14001
1.0  PURPOSE

To conform to the requirements of the ISO 14001 standard for controlling documents.

2.0  APPLICATION

This electronic document control system is applicable to all process and plan documents to be controlled under the ISO 14001 system.  

3.0  REFERENCES

ISO 14001  International Standard of Environmental Management System (EMS)

(Section 4.4.5) 

4.0  PROCEDURE

4.1  Background

Below is the provision governing document control within an ISO 14001 EMS.

 “ 4.4.5  Document Control

The organization shall establish and maintain procedures for controlling all documents required by this International Standard to ensure that

a) they can be located;

b) they are periodically reviewed, revised as necessary and approved for adequacy by authorized personnel;

c) the current versions of relevant documents are available at all locations where operations essential to the effective functioning of the environmental management system are performed;

d) Obsolete documents are promptly removed from all points of issue and points of use, or otherwise assured against unintended use;

e) Any obsolete documents retained for legal and/or knowledge preservation purposes are suitably identified.

Documentation shall be legible, dated (with dates of revision) and readily identifiable, maintained in an orderly manner and retained for a specific period.  Procedures and responsibilities shall be established and maintained concerning the creation and modification of the various types of document.”

4.1.1 Definitions

Approver – Person who reviews the content of the document and validates that its content meets its intended requirements.  The approver may be the supervisor of the author, but could also be a program manager outside the author’s organization.  

Author –  Person who writes or generates the document.  Where many writers are involved, the author is the person designated by the group to maintain cognizance and control of the document.

Controlled document – a current version of a document that is under the cognizance of an approved holder, which is identified with its title, date, revision information and can be easily located.

Document – documents to be controlled under the ISO 14001 program may be in electronic or paper format.  A document can be a procedure, base instruction, plan, policy memo, or individual record of an event.

Holder – A person identified by the author as having received a controlled copy.  The holder is responsible for storing the document in a way that it is easily retrievable, legible and intact.  The holder shall retain the document until the author (or his/her representative) retrieves it.

Uncontrolled document – a document which is not purported to be the most current available version.  An uncontrolled document may be used by an operator after the version has been verified as the most current by the operator.  However, previous use does not relieve the operator of checking the currency of the document each time it will be relied on.

4.2  Format for New Procedures

The format outlined in EMS-FORM-02 shall be followed for all procedure documents to be controlled within the ISO 14001 program generated after December 1, 1999. 

4.2.1 Electronically controlled documents:

Where documents are controlled electronically, one signed paper copy shall be retained by the author.  The author is responsible for ensuring the current version of an electronically controlled document is the one found in the electronic library.  

4.3  Existing Procedures, Plans and Instructions

4.3.1 NAVAIRENGSTA Instructions

Station Instructions are considered controlled documents and the Information Management Department is responsible for their upkeep and control.  These instructions are placed on the Station’s Intranet.  The version viewed on the Intranet is considered the valid and controlled version.  All printed copies of are to be considered uncontrolled versions. 

4.3.2 Controlled Copies of Plans and Procedures in Paper Format

Other existing environmental plans or procedures which are not available electronically will be controlled in paper format.  Each controlled document will contain the title, date of revision, and a list of document holders. The list of holders shall be determined by the author in consultation with the approver.  All controlled copies shall be signed by an approver. Below is an example format for a label to be affixed to a controlled paper-only document.

THIS IS A CONTROLLED DOCUMENT.

OBSOLETE COPIES MUST BE RETURNED TO THE AUTHOR 

OR THE ISO 14001 COORDINATOR

EMS-PLAN-02A  REV 1999      12 August 1999  

TITLE: Discharge Prevention Containment and Countermeasure Plan and Discharge Cleanup and Removal Plan  VOLUME 1

HOLDERS: Larry Lemig (NAES), Philip Polios (NJDEP)

AUTHOR:  Larry Lemig 

APPROVED BY: Lucy Bottomley

When a full revision is planned for an existing paper-only document or plan, the author will evaluate the benefit of placing the revised version in the ISO 14001 electronic repository or in converting it to a NAES Instruction. 

4.3.3 Uncontrolled Copies of Plans and Procedures

It is recommended that each holder receive only one controlled copy of the document to ease tracking requirements.  Additional copies may be distributed on an uncontrolled basis.  Uncontrolled copies shall be identified as such.  Below is an example of a label identifying a document as uncontrolled.

THIS IS AN UNCONTROLLED DOCUMENT.

FOR THE LATEST VERSION, PLEASE CONTACT THE AUTHOR OR THE ISO 14001 COORDINATOR

EMS-PLAN-03  REV 1             24 August 1999  

TITLE: Operations and Maintenance Manual for the Catapult Wastewater Treatment 

AUTHOR:  Robert Previte 

APPROVED BY: Robert Kirkbright

4.4  Revisions to Controlled  Documents

When revising a controlled document, the author shall determine whether the document should be controlled as a NAES Instruction, a document controlled in the electronic library, or as a paper-only document.  Below are some guidelines:

NAES Instruction:  For documents used widely across the Station, or for a document which contains information affecting one or more departments.  Instructions are also recommended where acknowledgement and endorsement by the Commanding Officer can increase Station-wide adherence to the document’s provisions.

Electronic Document:  For documents to be used by less than 50 users or for use within one department or branch.  Also recommended where use of the electronic library’s access and authorship control system is useful to the proper use and maintenance of the document.

Paper Only:  For documents with oversize enclosure or that are limited to department or branch use.  Recommended if less than 5 controlled copies are required.

4.5  Obsolete Documents

Previously controlled versions of documents that become obsolete shall be removed from use by the document author and destroyed unless the document is required for information or legal purposes.  If an obsolete document will be retained, it shall be labeled as such.  The author or document holder shall identify each retained obsolete document with the following label:


4.6 Records to be Retained under the ISO 14001 Program

The following records will be retained for a minimum of 5 years under the ISO 14001 program.  If regulations exist which govern the mandatory retention time for a record in exceedance of five years, that retention time will be in effect.  

· DMR reports (including transmittal forms and flow records)

· Air Emission Statement (quarterly)

· Data Logger reports

· Paint usage records

· Emergency generator usage logs

· Steam generation logs

· Fuel usage logs

· Solvent purchase records

· ODS Equipment Repair Reports (Public Works)

· Air permit applications

· Air permit certificates

· T2 reports

· Potable Water Testing records (on state form, includes:  bacteria, nitrate/nitrite, asbestos, pesticides, inorganics, secondary characteristics, lead & copper, VOCs, and radionuclides)

· Well installation records

· Water allocation (quarterly) reports 

· Hazardous Material Spill Records

· Ordnance find and removal records

· Accumulation area inspection reports

· Manifests for hazardous and regulated wastes

· Manifests for medical waste

· Disposal records for asbestos waste

· HAZCOM training records

· NEPA documentation & Facility Use records

· Minutes of the Environmental Quality and Safety Board

· Minutes of the former NPL meetings

· Minutes of the Technical Review Committee

· Environmental Corrective Action Reports

· Environmental Checklists for PW contracts and work requests

· EMS Goals and Targets

4.7  Plan and Procedure Documents to be Controlled under the NAES ISO 14001 Program:

General

EMS Plan

Environmental Community Relations Plan 

Procedure for Environmental Corrective Action Reports

Procedure for Public Works Environmental Impact Checklist 

Procedure for Controlling Documents under the ISO 14001 Program

Procedures for Digging Permit Request

Pollution Prevention

NAES Pollution Prevention Plan

NAES Discharge Prevention, Containment and Countermeasures Plan and Discharge Cleanup and Removal Plan

Procedure for Operation and Maintenance of RSTS Fuel System

Aviation Fuels Operating Procedures

Issue of Automotive and Diesel Fuel

Pest Management Plan

Energy Management Plan

NAES Digging Permit Procedure

Water

Water Supply Management Program Plan

Cross-Connection Control Program Plan

Water Flushing Plan for Potable Water Systems (Hill, Test, and Helo)

Groundwater Treatment System Operating and Maintenance Instructions for the Helo Treatment System

Groundwater Treatment System Operating and Maintenance Instructions for the Hill System POE#1 and POE#2

Groundwater Treatment System Operating and Maintenance Instructions for the Test Treatment System.

Procedure for Distribution of Consumer Confidence Reports

Procedure for Potable Water Bacteria Sampling

Procedure for T2 Reporting

Wastewater and Stormwater

Wastewater Management Plan

Operations and Maintenance Manual for the Catapult Wastewater Treatment System

Stormwater Pollution Prevention Plan

Procedure for Discharge Monitoring 

Procedure for AFFF Use and Control 

Procedure PMD Outside Storage 

Procedure for PEVD Outside Storage 

Hazardous Materials and Waste

HMC&M Plan

NAES Hazardous Waste Secondary Containment Management Guide

NAES Waste Analysis Plan for Process and Non-Process Wastes

HMC&M Process at PMD

HMC&M Process at PEVD

RCRA

Solid Waste Management Plan

Qualified Recycling Program Plan

Operation of the Material Recovery Station

Air

Title V Permit Application

Air Pollution Episode Plan

ODS Phase-Out Management/ Phase-Out Plan

Procedure for Air Emission Data Loggers

Procedure for Paint Booth Operations at PMD

NEPA

Facility Planning and Programming System for NAES

CERCLA

Procedure for the Administrative Record

Procedure for Restoration Advisory Board

Natural and Cultural Resources

Tree Management Program Plan

Integrated Natural Resources Management Plan

Cultural Resource Management Plan 

Training and Communication

NAES Hazard Communication Program Plan

Training and Communication Procedure for PEVD 

Training and Communication Procedure for PMD 

Emergency Preparedness and Response

NAES Oil and Hazardous Substance Spill Contingency Plan

Procedure for Spill Reporting, Recording and Notification at NAES 

NAES Toxic Catastrophe Preparedness Act Conformance Procedure

Procedure for Explosive Ordnance/Chemical Removal 

Obsolete Document


Replaced by: _________________ 


Rev: ____    Dated:____________


May be retained for information or legal 


purposes until _________________
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