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1) Revision History/Distribution List 

Revision History:  This manual was originally finalized (date).  Revisions: 
Distribution List:  This manual is intended to be used through the Solid Waste Division 
Intranet.  Hard copies may be used in the field but are not official copies.  It is the 
responsibility of the user of hard copies to make sure their copy is current.  The easiest way to 
do this is to compare the revision date of your copy with the revision date on the official copy 
on the Intranet.  If you do not have access to the Intranet, please contact the Project Manager, 
Pam  Badger, at 296-9441 or your EAP representative and they will arrange to provide a 
copy. 
 

2) Definitions 
The following are the definitions for pertinent EMS terms adopted by the EAP Team 
to be used for all EAP activities, policies and procedures. 

 
Environmental Awareness Program - the Division’s project name for our environmental 
management system.  Abbreviation: EAP 
 
EAP Team – The Division team set up to plan, implement and maintain the 
Environmental Awareness Program. 
 
EAP Program Documents – Documents necessary to operate and define the EAP, 
including but not limited to the Environmental Policy, EAP Manual, EAP Policies and 
Procedures, current Significant Aspects and Targets and Objectives, and Environmental 
Management Programs (EMP’s). 
 
Environmental Management System - a system to analyze, control and reduce the impact 
of activities, materials and services on the environment while increasing efficiency and 
enhancing operations.  Abbreviation: EMS 
 
Environmental aspect - an element of an organization’s activities, materials or services 

that can interact with the environment.   
 
Environmental impact – any change to the environment, whether adverse or beneficial, 

wholly or partially resulting from an organization’s activities, products or 
services. 

 
Environmental Objective – a division environmental performance goal that is consistent 
with the environmental policy and /or considers significant environmental aspects and/or 
applicable laws and regulations. 
 

http://dnr-web.metrokc.gov/swd/swd/EAPpolicy.htm
http://dnr-web.metrokc.gov/swd/swd/EAPpolicy.htm


King County Solid Waste Division 

 
 

Environmental Awareness Program 

Environmental Management Systems Manual  
Approved by:  Issue Date:   Final 7/1/05 Page 3 of 13 

 
Environmental Target – a detailed performance requirement based on an environmental 
objective.  A target should be met in order for the underlying objective to be achieved. 
 
Significant environmental aspect - an environmental aspect that has or can have a 

significant environmental impact.  Impacts may be considered significant if they: 
• Have a significant environmental impact based on frequency and/or severity 
• Are covered under legislation or regulation, or 
• Are covered by Division or County policy related to environment 
• Have potential to harm human health and/or the environment 
• Are a concern to customers and/or the community 
• Have a detrimental or beneficial effect on the natural beauty of the landscape 
• Have the potential to affect the climate 
• Cause depletion of natural resources 

 
3) Introduction 
 
The Solid Waste Division is an organization whose main objective is environmental 
protection.  We manage the County’s solid wastes through disposal and recycling 
services, and through providing important assistance and support on how solid waste can 
best be managed to protect health and the environment. We perform dozens of activities 
and services, ranging from transferring and disposing solid waste to maintaining our fleet 
to supporting recycling in the private sector. Each of these activities and programs has a 
potential to impact the environment.  Because of the wide range of activities and services 
we provide, we have a need to assure these programs and activities both protect the 
environment and do not operate at cross purposes.  A way to meet all these goals is to 
develop a strong Environmental Management System (EMS).   An EMS is a way for the 
whole division to manage and document all our efforts to protect the environment and 
minimize our impact on it.  It allows us to make sure that solid waste entrusted to us is 
managed in the most environmentally sound methods possible and that we meet or 
exceed all environmental laws and requirements. An EMS provides a framework for an 
organization to more effectively manage its environmental obligations and improve its 
environmental performance over time.   
 
The Solid Waste Division began developing it EMS in 1999.  We call it the 
Environmental Awareness Program, or EAP.  You may also see it referred to as 
EAP/EMS. 
 
An EMS generally requires a number of documents and procedures.   This manual is the 
tool we use to keep all our documents and instructions for the EAP centrally located, 
accessible and current.   
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What is an EMS? 
 
An environmental management system, or EMS, is a process where an organization looks 
at how its activities interact with the environment and how to minimize any adverse 
impacts.  Problem identification and problem-solving tools are implemented by the 
employees in an organization to integrate environmental considerations into everyday 
business operations. Under an EMS environmental stewardship becomes part of the daily 
responsibility for employees across the entire organization.  
 
Based on an organization's core values and mission, EMS developers (preferably 
employees of the organization) analyze, control, and reduce the environmental impact of 
their activities, products and services, enabling the organization to operate with greater 
efficiency and control.  Organizations can evaluate the processes and procedures they use 
to manage environmental issues and incorporate strong operational controls and 
environmental roles and responsibilities into existing job descriptions and work 
instructions. They set objectives and targets for managing their environmental issues. 
They monitor, measure and evaluate their progress in environmental performance both in 
areas that are regulated and areas that are not (e.g. issues such as water or electricity use).  
EMSs are proactive programs that identify and address the root causes of potential 
compliance problem areas and use pollution prevention approaches. Senior management 
plays an active role in the EMS through active support and by monitoring and measuring 
their organization's progress toward its environmental goals, and continually looking for 
ways to improve environmental management. 
 
An EMS consists of a series of standard procedures and practices that organizations put 
in place to manage their environmental obligations.  The International Standards 
Organization (ISO) has established a universally recognized standard for developing and 
implementing EMS’s, which is entitled  Environmental Management Systems – 
Specifications with Guidance for Use.  Introduced in 1996, this standard is called ISO 
14001 and is approved as an American National Standard by NSF International, the 
American Society for Testing and Materials (ASTM) and the American Society for 
Quality Control.  As laid out in the standard, an EMS enables an organization to weave 
the responsibility for environmental care into the fabric of the organization at all levels. 
 
Under the ISO 14001 standard, an organization completes the following phases to create 
a successful EMS: 
 

A) Establishment of an Environmental Policy  
- Establish and document an environmental policy with top management 

approval  
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B) Planning 
- Identify environmental aspects and evaluate their significance. 
- Identify legal, regulatory and other environmental requirements 
- Define environmental objectives and targets for each relevant function and 

at each level of the organization. 
- Establish management programs to fulfill the policy and objectives 

 
C) Implementation and Operation 
- Define the organization of the EMS and appoint a management 

representative or provide resources to effectively manage environmental 
issues 

- Identify training, education and skills needed and train personnel in 
environmental awareness and the EMS 

- Develop and maintain internal and external communication procedures 
regarding environmental aspects of the organization’s activities and its 
EMS 

- Document the EMS in procedures, and control and maintain 
documentation 

- Control those operations that are associated with significant environmental 
aspects, policies, objectives, and programs 

- Establish procedures for accident prevention, and emergency preparedness 
and response, and for the prevention and mitigation of environmental 
impacts associated with them 

 
D) Checking and Corrective Action 
- Monitor performance with respect to significant aspects and regulatory 

compliance 
- Implement procedures for investigating non-conformance and for 

initiating corrective actions in response to non-conformance 
- Maintain records of the EMS and environmental performance 
- Periodically conduct internal audits of the EMS to verify that it is properly 

maintained 
 

E) Management Review 
- Periodically conduct management reviews of the EMS 

 
Implementing an EMS is a journey, and putting all the required elements in place is 
only the beginning.  Commitments to pollution prevention, continual improvement, 
and compliance with legal requirements are ongoing.  As environmental objectives 
and targets are achieved, new ones are set.  As employees become better aware of the 
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consequences of their actions on the environment, accidents decrease and 
performance increases.  As the SWD embraces and adopts our EMS, we have the 
opportunity to ultimately benefit the organization, the earth, and its inhabitants. 
 

4) Environmental Policy 
(view the complete policy) 

 
The environmental policy is top management’s declaration of the Division’s commitment to the 
environment.  The policy is the foundation of the EMS and provides a unifying vision of 
environmental concerns for the entire organization. The EAP environmental policy states our 
intentions and principles in relation to our overall environmental performance.  
 
It's important that all personnel understand the policy and how it relates to their job.  To assist in 
making the policy accessible to all, the policy has been posted throughout the Division.  It is also 
available on the SWD Intranet and Internet web sites.   
 
We are providing EAP awareness training to all staff (first and second quarter 2004)  that 
should help them determine how to fulfill the commitments of the policy.  New 
employees have received training on the policy and the EAP since late 2001. 
 
5) Objectives and Targets 

(view complete objectives and targets) 
 
Environmental Objective – a division environmental performance goal that is consistent 
with the environmental policy and /or considers significant environmental aspects and/or 
applicable laws and regulations.  (for example, one of our Objectives adopted in 2001 is 
“Increase efficiency and conservation of energy, water and fuel use”) 
 
Environmental Target – a detailed performance requirement based on an environmental 
objective.  A target should be met in order for the underlying objective to be achieved.  
(for example, a target from our 2001 targets is “Reduce water use by 12% over target 
period” 
 
Setting objectives and targets presents an opportunity to identify where we want to be in 
the near future in addressing our significant aspects and staying true to our environmental 
policy.  In the EAP process, we first  compiled our list of significant environmental 
aspects, identified our regulatory requirements and developed our environmental policy.  
Then we used all these documents as the framework to decide what  objectives we 
wanted to address.  We then went to staff and got a list of items they thought their work 
units could do to reach these objectives.  From this long and varied list, we developed the 
targets. 
 

http://dnr-web.metrokc.gov/SWD/PandP/documents/01Environmental_Policy1.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/02Final_Obj_and_Targets1.doc
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When you establish objectives and targets you need to establish a baseline whenever 
possible. This baseline serves as the point against which you will measure progress 
toward your objectives and targets.   In general, the EAP chose the year 1999 as our 
baseline year.  The EAP was initiated in late 1999.  We can assume data gathered on our 
environmental performance in 1999 was not excessively influenced by the EAP.   
 
6) Environmental Management Program: 

(view the complete Environmental Management Plan) 
a) Action Plans (to achieve objectives and targets) 

 
The Solid Waste Division’s Environmental Management Plan (EMP) is the document we 
use to describe how we will achieve our Objectives and Targets.  EMPs lay the 
foundation for how we will reach our goals in the most economically and 
environmentally efficient manner that is achievable.   
 
The EMP defines who will work toward achieving each objective, how they propose to 
achieve the objective, (Responsible Entities) and when they propose to complete the task 
(Proposed Schedule).  It discusses work left to be done (Action Items), and provides an 
area for explanatory Coments.  This document will be updated at least annually.  As the 
Targets and Objectives are modified, the EMP will also be modified. 
 
EMPs are a tool to track and assess our progress in accomplishing our objectives and 
targets and our policy commitments.  They also help us quantify the economic and 
environmental benefits of the EMS. 
 
It’s important to confirm that everyone understands his/her tasks and deadlines as 
described in the EMP. Additionally, everyone should understand their connection to the 
larger organizational goals AND to the significant aspect or policy commitment their 
efforts are supporting. This connection, called a system linkage in EMS terms, reinforces 
that the EMS is a program that requires employee involvement at every level and 
function in the organization. When the goals are realized, everyone has a share of the 
success and benefit. 
 

b) Tracking and Measuring Progress 
Measuring, monitoring and evaluating are the activities that allow us to determine 
whether we are making progress toward achieving our environmental Objectives and 
Targets. We have made policy commitments to compliance, prevention of pollution and 
continual improvement.  It’s important to get feedback on how well our EMS activities 
are working and what modifications are still needed to further our EMS process.  The 
Comments section of the EMP allows a snapshot progress report on reaching our 
Objectives and Targets. 
 

http://dnr-web.metrokc.gov/SWD/PandP/documents/03Final_SWD_EMP_070105.doc
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7) Structure and Responsibility 

(view the complete Structure and Responsibility document) 
 
To ensure that the EMS functions properly, personnel throughout SWD need to understand their 
EMS roles and responsibilities. The level of responsibility varies from person to person 
depending on their designated function in the organization, but everyone in the organization has 
an important role to play. The respective roles and responsibilities of all personnel are 
documented and have been communicated through our Structure and Responsibility document.  
This document briefly describes the EMS activity, the Division staff or group with primary 
responsibility to carry out the activity, and the staff or group with a supporting role necessary to 
its success. 
 
8) EAP EMS Policies and Procedures 
 
Nearly every requirement in ISO 14001 includes development of either a policy or a procedure to 
describe the process the organization has adopted to fulfill the requirement.  The EAP has 
collected all EMS policies and procedures into this section of the manual.   

 
a) Revision History/Distribution  List 

A record of previous versions of EAP documents may be found in this section. 
 

b) Policies (Environmental Policy is in Section 4) 
 

i) Policy for Identifying and Updating Environmental Laws and 
Regulations 
(view the complete policy) 

 
ISO requires an organization establish and maintain a procedure to identify legal 
and other requirements that are applicable, and to have access to these 
requirements.  While developing the procedure the Team determined that the 
person(s) responsible for identifying and updating these items should be more 
clearly defined, and that a policy adopted by management would be the most 
straightforward way to clarify these responsibilities.  The Policy delineates and 
designates the responsibility for tracking new and updated environmental laws 
and regulations; requires responsible persons to monitor for changes regularly; 
and to disseminate to appropriate personnel including their EAP Team 
representative or the Team. 

 
c) Procedures 

(view the complete procedures document) 
i) Procedure for Identifying Significant Environmental Aspects  

http://dnr-web.metrokc.gov/SWD/PandP/documents/04Structure_Responsibility_070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/05Laws_and_Regs_Policy_Final.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/06Final_Signif_Aspect_Procedure070105.doc
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Identifying Significant Environmental Aspects is ISO’s way of saying “figure out 
what you do that affects the environment and then figure out if its effect is 
sufficiently powerful that you should address it in your EMS”.   This is one of the 
first key planning elements in the EMS.  The SWD procedure requires the aspects 
be revisited at least every 3 years; that employee input be solicited; and that eight 
listed criteria be used to determine significance. 

 
ii) Procedure for Identifying Legal and Other Environmental Requirements 

(view the complete procedure document)  
 
ISO requires an organization establish and maintain a procedure to identify and 
have access to legal and other requirements that are applicable.  The Procedure 
describes how the policy will be carried out. 

 
iii) Procedure for Setting and Tracking Environmental Objectives and 

Targets 
(view the complete procedure document) 

 
Organizations are required to set environmental goals, called Objectives, and 
performance requirements, called Targets, based on the EMS planning elements.  
Elements to be considered in developing Objectives include legal, permit and 
regulatory requirements; significant environmental aspects; and the environmental 
policy.  Organizations should also consider the views and needs of the 
organization, its employees and stakeholders; and operational and fiscal 
feasibility.  Our procedure includes these considerations and defines a list of 
criteria to use to determine appropriate Targets for these Objectives. 
 
 
iv) Procedure for External Communication on the Environmental 

Awareness Program, the Division’s Environmental Management System 
(view the complete procedure document) 

 
The SWD communicates with external entities primarily through our website and 
through presenting or communicating through existing groups.  The procedure 
also specifies that the Project manager will keep a record of external requests for 
information. 

 
 

http://dnr-web.metrokc.gov/SWD/PandP/documents/07Final_Laws_Regs_Procedure070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/08Final_%20Objectives_and_Targets_Procedure_070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/09final_ext_comm_pro_070105.doc
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v) Procedures for Internal Communications on the Environmental 

Awareness Program 
(view the complete procedure document) 

 
To ensure that information about the EAP is communicated effectively within the 
SWD, this procedure discusses the many ways the Division communicates and 
commits to sharing information with employees on the EAP on a regular basis. 

 
vi) Assuring Environmental Awareness Program Training, Awareness and 

Competence 
(view the complete EMS training procedure document) 

 
ISO requires that we identify our training needs and that all personnel whose 
work may create a significant impact on the environment receive appropriate 
training.  The training procedure requires all employees receive EAP awareness 
training and describes how it is determined that certain employees need additional 
training.  

 
vii) Procedure for Environmental Awareness Program Document Control 

(view the complete procedure document) 
 
Documents and records are essential to the establishment of an EMS and the management 
of significant aspects. Documents are written instruments used to keep the EMS 
functioning, such as the Environmental Policy and other policies, the procedures, the 
significant environmental aspects, etc.  The procedure on document control discusses 
who is responsible for developing and approving EAP documents, where they will be 
located and how they will be managed. 
 
viii) Procedure for Environmental Awareness Program Records 

Management 
(view the complete procedure document) 

 
EMS Records are objective evidence, or proof that the organization is actually 
implementing the EMS as designed and that EMS procedures and work 
instructions are being carried out. The Records Management procedure describes 
EAP records and who is responsible for their management and control. 

 
ix) Environmental Awareness Program Procedure on Emergency 

Preparedness and Response 
(view the complete procedure document) 

 

http://dnr-web.metrokc.gov/SWD/PandP/documents/10Final_InternalcommProcedure070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/11Final_EMS_training_procedure070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/12final_doc_control_Procedure070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/13Final_rec_mgt_proced070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/14final_emerg_prep_resp_pro070105.doc
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The ISO requires us to establish and maintain procedures to identify potential for and 
respond to accidents and emergency situations, and for preventing and mitigating the 
environmental impacts that may be associated with them.  It also requires us to review 
these documents as needed and test them when practical.  This procedure describes how 
we meet these requirements, lists our emergency documents and describes positions 
responsible for emergency response and mitigation activities. 

 
x) Environmental Awareness Program Procedure for Monitoring and 

Measuring  
(view the complete procedure document) 

 
Measuring, monitoring and evaluating are the activities that allow us to determine 
whether we are making progress toward achieving our environmental Objectives and 
Targets. SWD made policy commitments to compliance, prevention of pollution and 
continual improvement.  Getting feedback on how well our planned activities are 
working and what modifications are still needed helps evaluate progress toward our 
commitments. Equipment calibration also falls under the activity of monitoring and 
measuring performance. 

 
xi) Environmental Awareness Program Procedure for Managing 

Nonconformance, and for Corrective and Preventive Action 
(view the complete procedure document) 

 
Before the EAP was developed the Division already has a system in place for managing 
notices of nonconformance from regulatory agencies and inspectors and for addressing 
complaints from the public.  The EAP formalized this system into a procedure.  We 
expanded it to include how we will check our systems and identify if they are in  
conformance to environmental laws, regulations, permits and policies and to establish 
methods of corrective and preventive action.   

 
 

xii) Procedure  for Management Review of the Solid Waste Division 
Environmental Management System 
(view the complete procedure document) 

 
The Management Review is the final element in the EMS cycle. It's a tool to fine-tune the 
established EMS and make course corrections, if needed. In the management review, the EAP 
Team reports program status to top management, describing whether the EMS is functioning 
properly, where additional resources need to be allocated, and if the environmental policy is 
appropriate or needs to be revised. The management review procedure defines the minimum 
requirements for conducting the management review. 

 
9) Other EMS Documentation  

http://dnr-web.metrokc.gov/SWD/PandP/documents/15Final_Monit_Measuring_procedure070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/16Final_nonconf_corr_prev_action070105.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/17final_managementreview_procedure070105.doc
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Other documents in addition to the above have been developed and used in the planning and 
implementation stages of our EMS.  These include our Environmental Aspects and Significant 
Environmental Aspects, EAP EMS Auditing documentation, a listing of all the Division’s 
environmental Permits, and documentation describing the environmental regulations that apply to 
the SWD. 
 
 

a) Environmental Aspects and Significant Environmental Aspects 
(view the Significant Environmental Aspects list) 

The process of identifying environmental aspects and impacts is one of the more challenging 
planning tasks in developing an EMS. This task requires periodic analysis of each activity, 
product or service conducted or provided by SWD.  After the list is developed, the EAP Team 
develops a process to determine which are significant enough to be addressed in the EMS.  The 
process of developing the inventory of aspects and selecting the significant ones helps us 
visualize our environmental footprint and brings focus to our EMS efforts. 

 
b) EAP EMS Auditing 

(view the audit form)  
An internal EMS audit is a management tool that SWD will use periodically to identify flaws 
and/or weaknesses in the EMS. This information will be used to help us assess how well our 
EMS is functioning. It is a systematic, objective and documented evaluation of whether we as an  
organization are doing what we said we would do to manage our environmental issues and 
whether we are doing so effectively.  

 
c) Permit List 

During the process of identifying all the regulation, permits and environmental 
commitments that govern the Division, we developed a list of our environmental permits.  
We keep a copy of this list up to date and accessible in the EAP Manual. 

 
d) Regulations Matrix 
(view the regulations matrix) 

One of the first planning elements in an EMS is identifying the local, state, and federal 
regulations that apply to your operations and activities.  During this lengthy and exhaustive 
process, the EAP team regulations subgroup developed a regulations matrix.  A copy of the most 
up to date version of the matrix is available here. 

http://dnr-web.metrokc.gov/SWD/PandP/documents/18final_first_year_aspects.xls
http://dnr-web.metrokc.gov/SWD/PandP/documents/19EMS_audit_%20protocol.doc
http://dnr-web.metrokc.gov/SWD/PandP/documents/21regchart0505.doc
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