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Purpose:

This procedure defines the roles, responsibilities and activities for communicating information 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

· Executive Order 13148

· NCI Frederick Environmental Management System 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, Public Affairs Office will manage all external communication regarding the EMS.
· 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 external and internal communication procedures for its EMS-related environmental issues: 

External Communication:

When requests for additional information are received from the public, the NCI Frederick Director of Public Affairs will follow existing government public affairs protocol for external communication relating to the EMS. Under no circumstances will members of EMS committees communicate directly with the public.
EMS Procedures, Manuals, EMPs and planning documents will be placed on the NCI webpage for public access. 

Internal Communication:

EMS information is primarily communicated among the participating NCI Frederick directorates by means of EMS meetings among directorate managers.  Currently, the EMS Implementation Team, consisting of managers representing EHS, FME and ALS, meets monthly to share EMS information and progress.  Each manager in turn provides relevant information to his organization through existing communication channels, such as email or staff meetings.  

Additional EMS information is shared among all EMS participants during meetings of the entire EMS Cross Functional Team. 
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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