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The University and its Environmental Management System
A basic toolkit

Thank you for agreeing to participate in the pilot implementation of the Environmental Management System within the Cathays Campus.  This document will:

· Highlight what is involved

· Outline who should be involved

· Provide guidance on practical issues of implementation

· Outline the support available from the OSHEU team
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Environmental Management System implementation – what to expect?
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Initial review

This will involve:

· A walk around your building

· Obtaining information

· Establishing a baseline of existing environmental practice
· Identifying existing practices and procedures

· Establishing how these will fit into the system and modifications required
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It is NOT:

· An exercise to identify bad practice – we will be able to identify good practice to provide examples to other areas
· Trying to reinvent the wheel – we aim to simply improve upon existing practices and procedures whilst considering the environment

Agreement and team building


Agreement on content of action plans will 

be reached with individual pilot areas.

We will also encourage the formation of an

internal team to drive the implementation process.
Who should be involved?

 

	School
	Directorate / Division 

	Eco Champion
	Eco Champion

	Departmental Safety Officer
	Departmental Safety Officer

	Administrative representative(s) including Facilities Manager (if not already represented)
	Administrative / support staff representative(s)

	Teaching representative(s)
	Other senior management representative(s)

	Research representative(s)
	

	Student representative(s)
	


Documentation

To ensure standard procedures are followed relating to environmental matters, the following document types will be required:

· Procedural – required at School / Directorate level, to be created by the teams with support from OSHEU
· Operational – required centrally, to be drafted by OSHEU with input from relevant Directorates.


Audit

This will help to define progress, identify if further assistance is required and refine methodologies.  The OSHEU environmental safety team will be responsible for this on 6-monthly basis.
Why are we doing this?


The University is committed to rolling-out implementation of its system across the entire campus.  This will involve spending time with each School / Directorate to understand individual environmental impacts (issues).  Action plans can then be developed to reduce the University’s environmental impact.





Scope


Operations within Schools / Directorates, including transport related to University business only.





Access requirements


Documentation (see list)


All areas of building


Representative sample of all staff


Time with lead representative


DSO for higher risk areas





Output


A brief report, outlining:


Areas of existing good practice


Recommendations for improvements


Recommended action plan with timeframe





Documentation list


Building plans


Drainage plans


Copies of any previous reviews


Details of planning permissions


Details of lease contracts, including break clauses


Invoices for purchases (for past year) – stationery, IT, etc.


Supplier audits


Training records (especially environmentally related)








Senior management commitment – OSHEU will help to obtain this commitment in order to ensure buy-in to the initiative.





Team leader – nominated by senior management at School / Directorate level.  Likely to comprise School Manager / Administrator or Deputy / Assistant Director.





Team members – ideally representing all aspects of the School / Directorate, and potentially consisting of no more than 8 staff.





Suggestions for team members include:





Communication strategy


To raise initial awareness:


Press items


Sustainability website / OSHEU web


Briefing documents


Presentations








Training


To help raise understanding in pilot areas


Available from OSHEU to all staff role profiles


Delivery to suit working patterns











This is a learning process, but one where we can all learn from each other.  Our aim should be to strive to make Cardiff University a sustainable workplace, where all Schools / Directorates share the same vision





For further information, contact:


Katrina Henderson (� HYPERLINK "mailto:HendersonKA@cardiff.ac.uk" ��HendersonKA@cardiff.ac.uk�) or Lara Hopkinson (� HYPERLINK "mailto:HopkinsonL@cardiff.ac.uk" ��HopkinsonL@cardiff.ac.uk�), Ext 70786








Information on utility use (electricity, gas, water) – bills, monitoring data, etc.


Records on emissions and other monitoring (e.g. noise)


Details on environmental permits e.g. emissions to air


Duty of Care documentation


Specialist waste contractors


Waste carrier & disposal site audits








Staff composition (role profile, full time and part time)


Student numbers per year of study








