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Establish and
maintain
procedures to
identify and track
environmental
training needs of all
personnel who have
responsibility or
authority over
activities that have
significant
environmental
impacts.

[R 324.1505(2)(b)
(vi)]

5.1 Training Requirements

An EMS requires training of employees whose jobs can have a
significant environmental impact. In reality, this is just a part of
the training necessary to maintain an effective EMS. There are
four main areas of training that are necessary, not only for an
EMS, but for a facility.

1. Awareness training on the EMS purpose, how it functions,
and the role of all employees in the system.

2. Job training of employees on new procedures and work
instructions developed for operations and activities of
significant impact.

3. Job training on environmental compliance and pollution
prevention.

4. Environmental, health and safety training that is required by
law for your facility.

EMS Awareness Training

For an EMS to work, all employees must participate in the
process. This begins with communication and education. Your
managers and employees need to know what an EMS is and
why your company is instituting such a system. Their buy in and
commitment is necessary. Awareness training includes the
following factors:

e Introduction to the EMS and the system components.

e Introduction to the environmental policy, development of the
environmental program (aspects and impacts), control of
operations and activities, emergency preparedness,
communication, and self auditing.

» The importance of employee contribution and their role in the
success of the system.

EMS training can be done internally by your own personnel or
you may choose to hire an outside consultant to help you with
training and/or system development. When choosing an outside
trainer, look for a company that has both experience with EMSs
and experience within your industry.
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All the various
types of training
you want to do for
your system need
to be identified.

Job Training for New Procedures

Procedures and work instructions developed for operations and
activities of significant impact could change the responsibilities
of an employee. The employee needs to be trained on new
procedures that affect their job. This could be very simple. For
example, an employee could be routinely checking an operating
temperature on a piece of equipment to assure efficient
operation, but due to the EMS, the employee may now be
required to log the temperature on a log form. The employee
needs to be informed of the change in procedure, why it is
necessary, how to fill out the log form, and what to do with the
completed log forms.

Training for new procedures and work instructions is best done
by a direct supervisor or by someone knowledgeable about the
operation/activity. In cases where environmental monitoring or
environmental requirements are being added to work
instructions, the best person to do the training would be the
environmental manager or the person overseeing that
environmental requirement.

Job Training for Compliance

Special training may be necessary for environmental compliance
and pollution prevention. Environmental awareness needs to
become part of everyone’s job. Some procedures for your
system may only be for environmental activities in which
employees need to be trained. Some compliance issues may
not be directly related to normal work procedures but your
employees (not just environmental staff) need to be aware of the
environmental impact of their actions, and also be informed to
look for pollution prevention, waste minimization or other
environmental opportunities.
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Environmental, Health and Safety training
Environmental, Health and Safety (EH & S) training can include
the following:

e Hazard Communication and Employee Right-to-Know,

= Emergency response plans and procedures,

e Hazwoper training,

e Storm water training,

e Health and safety training. (e.g., lockout/tagout, confined
space, etc.)

Some of the environmental, health and safety training can be
included with the training for procedures and new work
instructions. Training for Hazwoper, OSHA requirements, etc.,
must be done by certified trainers and documented to meet
regulatory requirements. These must be stand-alone training
sessions.
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_ For each training requirement, a program must be developed.
Keys W@@ The following actions should be included:

Review the training | « Develop what topics must be covered in the training session.
offered for changes | « petermine who needs the type of training.

In requirements or | . petermine the frequency of training.

updating the e Decide who is going to provide the training.

training for new  Decide how to document and track who has been trained.
procedures and

work instructions. i i i i '
0 structions Also, consider that new employees will require a more intensive

training effort. A training program or orientation just for new
employees could be developed to cover EMS awareness, EH &
S and to train them on procedures for their jobs.

Training does not have to be an all-day event. With EMS
awareness, short (15 minute) presentations can be given at
lunch or included at the end of safety meetings. Or, use videos
that employees can sign out and watch at their convenience.
Look at the training you need to do and decide on the most
effective way to deliver it to your employees. So much the better
if you can do training without disrupting facility operations.
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Assign
responsibility
Organize a
tracking system
Review training

5.3 Training and Tracking Responsibilities

Many facilities/companies have their Human Resources
departments coordinate and track training. Or, the responsibility
for tracking can be shared. Environmental training could be
coordinated and tracked through the environmental or EH & S
coordinator. Regardless of how you designate who handles
what, make sure to:

» Assign a responsible individual or department,

e Organize a system to track training (e.g., by employee, by
training type), and

e Develop a system to review training requirements.
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All the types of
training you do for
your facility
employees can be
included in your
EMS, regardless of
whether it is
connected with a
significant impact.

Identify the training you are currently providing to your
employees and your training needs for the EMS. Create a list or
table of the training requirements for your facility. Make sure to
include the big four requirements.

1. Awareness training for the EMS.

2. Employee training for new procedures and work instructions
developed for operations and activities of significant impact.

3. Job training on environmental compliance and pollution
prevention.

4. Environmental, health and safety training that is required by
law for your facility.

On the following page is an example table of training for
Joseph’s Forklift and Hauling Company. A blank table (Form
5.1) is provided for your use or you can create your own
documentation table/system for training.




EXAMPLE 5.1

Joseph's Forklift and Hauling Company

Training and Tracking Table

Type of Training Frequency Requirement Trainer Trainees
EMS Awareness Annually/At hire EMS EMS Manager/ All Employees/New
e System Intro. Outside Trainer Employees

e Env. Policy

e Env. Program

e Control of
Operations and
Activities

e Emergency
Preparedness

e Communication

e Self Auditing

e Corrective Action

Procedures and Work Annually/as EMS EMS Manager/ Operations/Shipping/
Instructions for necessary for new Immediate Warehouse
Operations and employees and Supervisor Employees
Activities operations and
activities
Air Permit — Boiler Annually Required to Operations Operations
Operations and maintain Supervisor Employees
Monitoring compliance with
air permit
Storm Water Pollution Annually SWPPP Storm Water All Employees
Prevention Plan requirement Operator
(SWPPP)
Spill Prevention, Control | Annually SPCC Emergency All Employees
and Countermeasures Response
(SPCC) Coordinator
Solid and Hazardous Annually EH&S Operations Operations/Shipping/
Waste Management Supervisor Warehouse
Employees
Hazard Communication/ | Annually OSHA Operations Operations/Shipping/
Employee Right-to- Supervisor Warehouse
Know Employees
General Safety Annually OSHA Operations Operations/Shipping/
e Lockout/Tagout Supervisor Warehouse
Employees

e Confined Space
* Personal Protective

Equipment
Fire Extinguisher Annually OSHA Operations Operations/Shipping/
Use/Fire Response Supervisor Warehouse

Employees
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EXAMPLE 5.1 (cont.)

Joseph's Forklift and Hauling Company

Training and Tracking Table

T¥ge of Training Freguenc¥ Reguirement Trainer Trainees
New Employee As needed Varies Adm. — Human All New
Orientation Resources/ Employees

Various competent
trainers
Contractor As needed Varies Operations All Contractors
Orientation Supervisor
e Environmental
e Safety
. Sig_jn in/ Sign out
Approved by:__ Chris Joseph Date:_ August 20, 1999




FORM 5.1

EMS Training and Tracking

Company:
Date:
Type of Frequency Requirement Trainer Trainee
Training
Approved by: Date:
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Procedures for
each training
program/course can
now be developed
for each type of
training you are
going to be doing at
your facility.

A procedure for training and tracking should be developed for
your EMS. The procedure needs to include:

Identification of the types of training,
Responsibility,

Tracking of training, and

Updating training requirements.

On the following page is a procedure for training and tracking for
Joseph’s Forklift and Hauling Company’s EMS. Also, included
for your review is an Environmental Training procedure for
Wisconsin Electric - Presque Isle Power Plant. Review these
examples and develop your procedure for your system
documentation.
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EXAMPLE 5.2

Joseph's Forklift and Hauling Company

EMS Procedure No. EMS-4
Training and Tracking

l. Purpose

This procedure is to establish and maintain training and tracking procedures for
Joseph’s Forklift and Hauling Company.

Il. Scope

This procedure for training and tracking contains provisions to identify, track and
update training necessary for the EMS and facility operations.

[1I. Definitions
N/A
V. Procedures
A. Identify Training Needs

Review training currently provided to employees. Training will be identified by the
EMS manager in cooperation with staff handling any Environmental, Health and
Safety requirements.

Training is to include the following:

Awareness training on the EMS purpose, how it functions, and the role of all
employees in the system.

Job training of employees on new procedures and work instructions developed for
operations and activities of significant impact.

Job training on environmental compliance and pollution prevention.
Environmental, health and safety training that is required by law for the facility, and
New employee orientation.

A listing of training will be used as a reference for the EMS and to develop training
modules. Who needs the training, frequency of training and the competent trainer to
provide the training are to be designated and included in the listing.

B. Provide Training

Competent staff are to be assigned the responsibility for developing training
programs/courses according to their expertise. Training can be a formal course with
a defined scope/procedure or on-the-job training (e.g., new procedures and work
instructions for operations and activities) as appropriate
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for the training to be delivered. External trainers will be identified and used as
necessary for training that requires a certified or expert trainer not on staff.

C. Tracking of Training

Documentation of employee training is to be maintained by Administration in the
Human Resources Files. Each employee is to have a training history file.

Each employee must sign off, on the appropriate log form, on all training as it is
received (EMS Training Form No. EMS 4-1). All log forms are to be returned to
Administration (Human Resources) for updating of employee training files.

D. Updating of Training Requirements

The EMS manager in cooperation with staff handling any Environmental, Health and
Safety requirements is responsible for reviewing and updating training.

V. Records

A listing of training/training courses for the EMS will be kept and updated as
necessary for reference.

A listing of training received by each employee will be maintained by the
Administration in the Human Resources Files.

VI. Updates and Reviews

Training and tracking practices will be reviewed and updated annually, or upon the
addition of new environmental/legal requirements and process changes.

VIl. Responsibilities

Updating and removal of training programs and procedures must be coordinated and
approved by the EMS Manager.

VIll. Related Documentation

A listing of EMS training and tracking procedures will be maintained on file by the
EMS manager.

Log forms for training. (EMS Training Form NO. EMS 4-1)

Administrative training files.

Written by:_ Jill Jones Date: August 27, 1999
Reviewed by:__ Chris Joseph Date: August 30, 1999
Issue Date: 8-30-99 Version #: 1
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EMS Training Form No. EMS 4-1
Joseph’s Forklift and Hauling Company
Training Topic: EMS, New Procedures, or EH & S

Date Training Module Employee

Trainer:
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Course

Frequency

Hours!

Description & Target Group

Engineering (all)
HR Consultant
Leader — Chemical
Chief Engineer

Stormwater
Management

As Needed

1/1

General training on stormwater management principles and requirements, including
MDEQ regulations and guidance, Marquette County requirements, commonly
experienced conditions and how to solve them, plant and landfill practices relating to
stormwater, and where to ask for assistance.

Target Groups:

Leader (Fuels)

Environmental (all)

Specialist — Engineering

Leaders — Operations

Integrated Production Team Leader
Leader — Chemical

Chief Engineer
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Check Box

Have you identified your training needs?

Have you identified who will need the training?
Have you identified who will provide the training?
Have you identified how to track training?

Have you identified a review process for updating
training?

Have you written a procedure for training and
tracking for your EMS?
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