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	THROUGH OUR COMMITMENT TO COMPLIANCE ASSURANCE AND POLLUTION PREVENTION WE WILL:

	Comply with all applicable laws, regulations and executive orders; 

Safeguard the community and the natural environment; and

Maintain a safe and healthful workplace.

	NCCOS

	Administration

X
	Facilities

X
	Science

X
	IT

X
	Vehicles

X
	Vessels

X
	Other

X EMS/Compliance Rep

	PERSONAL PROTECTIVE EQUIPMENT

	Eye Protection
	Gloves
	Hearing Protection
	Face Mask
	Safety Shoes
	Hard Hat
	Other

	Operating Requirements: 

	WORK INSTRUCTIONS 


Databases and documentation developed in support of environmental requirements should reflect the following:

· Records of actions

· Facts and supporting data

· Established communication trail

No reliance can be placed on informal or verbal agreements, communications with regulatory agencies.

General documentation requirements include:

· All correspondence with an agency could include a transmittal letter.

· Any verbal guidance from an agency should be confirmed in writing prior to any action taken.

Permit documentation should be maintained and follow these guidelines:

· All permits should be reviewed as needed.
· When a permit is issued, renewed or amended in any way, it should be in writing.

· The facility processes should be monitored for change that may necessitate a permit modification.

· It is recommended that the designated EHS person be notified prior to modifications of any process that could have significant impacts. 
The External Communication Log should be used to ensure loose ends are dealt with and closure is obtained:
· Agency communications should include: date, time, subject matter, participants, relevant representations, decisions, agreements and reference to written follow-up.

· Use clarification letters to eliminate ambiguity.

Mandatory reporting and documentation should, at a minimum, be submitted on time and in a complete and accurate form. Compliance monitoring reports should adhere to the following:
· When available - use preprinted forms provided by the government as reporting mechanisms; otherwise develop other acceptable formats for use. 
· When complete and timely reporting cannot be met, notification must be given to the environmental authority by telephone and followed up in writing, explaining the reasons.

· If data is available, never fail to report it.

· Falsified data must NEVER be knowingly reported.

· Quality assurance practices must be instituted to ensure accuracy. Immediate disciplinary action should be administered to any employee or contractor who knowingly falsifies data. False data subsequently discovered must be corrected and submitted with a detailed written explanation as to what happened and what corrective action has been implemented to ensure there will never be a recurrence. 

· Proof of compliance reporting documents should be sent by certified mail, return receipt requested. 

Noncompliance reporting should follow these guidelines:
· For all instances of noncompliance, in addition to a monitoring report (if required) a written noncompliance report must be submitted.

· The report must describe in detail: what the noncompliance was, cause and corrective and preventive action taken or problem detection plan.

· Written approval of either the corrective/preventive/detection action should be requested from the regulatory agency.

Considerations to internal documentation are as follows:
· Quality assurance documentation for sampling and analytical procedures should be maintained.

· Internal notification memos are acceptable to be written; electronic mail is a common acceptable practice. 

Documentation responsibility is delegated to: NCCOS EMS Representative (as applicable)

For environmental coordinator contact: 

     NCCOS - Silver Spring, MD; HQ, CCMA, CSCOR; Bernie Gottholm # 301-713-3028 ext. 168


      - Beaufort, NC; Kasitsna Bay, AK; Sabrina Pittillo # 252-728-8718


      - Charleston, SC - CCEHBR and HML; Rick Meitzler # 843-762-8842/Raluca Semeniuc # 


843-762-8870


      - Oxford, MD; Oxford Lab; Jay Lewis # 410-226-5193
