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Purpose:

This procedure defines the types of training pertaining to NCI Frederick’s Environmental Management System (EMS).   

Applicability:

This procedure applies to all personnel within the scope of NCI Frederick’s EMS:

· Environment, Health and Safety (EHS)

· Acquisition and Logistical Services (ALS)

· Facilities Maintenance and Engineering (FME)

· Other directorates as they are included in the EMS scope in the future

References:

· ISO 14001

· NCI Frederick Environmental Management System Manual

· NCI Frederick New Employee Safety Orientation manual

Responsibilities:

· Director, Office of Scientific Operations and Chief, Management Operations and Support Branch will provide management support to ensure personnel follow EMS procedures.

· EMS Program Manager, with the help of the EMS Implementation Team, will review and execute these procedures. 

· Director, EHS, will ensure that EMS General Awareness Training is included as part of the New Employee Orientation, required for all NCI-F employees.
· Direct Supervisors will adhere to this procedure, actively participate in the EMS, and promote participation in the EMS to their personnel. 
· NCI Frederick personnel will adhere to this procedure, actively and professionally participate in the EMS, and perform their jobs in an environmentally safe and sound manner.
Procedures:

NCI Frederick has established the following training procedures for its EMS program. 

EMS General Awareness Training:

All new employees are given materials and training pertaining to NCI-F’s Environmental Policy and Significant Aspects. Materials are contained in the document National Cancer Institute at Frederick: New Employee Safety Orientation, available for review at Building 426.
Competency Training:

Supervisors of personnel actively engaged in tasks with Significant Environmental Aspects must ensure that training for their employees is current and up to date. Training consists mostly of review of standard operating procedures - which are listed in the EMP for each Significant Aspect – and on-the-job training. 

Training material and SOPs are checked during EMS program audits and interviews.

Audit Training:
Personnel involved in auditing the EMS system, EMPs or individual environmental programs will be trained in audit objectives, Audit Plans, interviewing techniques and report write-up. 

This training is conducted by the EMS Steering Committee and materials can be accessed from the EHS program in Building 426. 

EMS Implementation Training:
Training for those personnel who manage and oversee the EMS program itself consist of a review of 
1. ISO 14001 Standard elements;

2. of the NCI-F EMS Manual, Procedures, EMPs and documentation;

3. outside training from the NIH, the Fort Detrick USAG EMS, from EPA Region III and other third parties as appropriate.
In addition, all NCI Frederick personnel may access the EMS documents maintained on the EMS website, or they may contact the EMS Program Manager directly for more information. 
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