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I. City of Lawrence Mission Statement

The City of Lawrence is committed to enhancing its citizen’s quality of life and will strive for a clean and healthy environment through environmental conservation project planning; compliance with requirements and voluntary commitments; pollution prevention; and community education.  

The City will increase awareness of environmental responsibility in municipal employees and local business partners through educational campaigns in cooperation with community groups.  Additionally, community outreach projects will be initiated so that environmental decisions and performance information will be shared with the community.  

To ensure continuous environmental improvement and compliance with Lawrence’s environmental commitments, specific goals will be set and periodically reviewed.  An environmental stakeholder group will be created to represent environmental, planning, governmental, business, and community interests.  

A copy of the City of Lawrence’s Resolution is contained in Attachment 1.  

II. Responsibilities Defined

Stakeholder Committee

The City of Lawrence stakeholder committee members are responsible for completing the requirements of the Indiana CLEAN Community Challenge and for implementing Lawrence’s Quality of Life Plan.  

The stakeholder committee overseeing the City of Lawrence’s Quality of Life Plan represents a variety of interests within Lawrence.  The stakeholder committee is ultimately responsible for preparing the Quality of Life Plan in accordance with the Indiana CLEAN Community Challenge program, submitting the Quality of Life Plan for IDEM approval, implementing Quality of Life Plan goals, and submitting an Annual Performance Report to IDEM.  The roles and responsibilities of the stakeholder committee members are designed to be specific to Quality of Life Plan development and implementation.  

The stakeholder committee is comprised of various key community representatives: 

Mayor

As the most executive level of management, the mayor is responsible for inviting community members and department representatives to participate on the stakeholder committee, and implementing the Quality of Life Plan.  The mayor is also responsible for adopting a mission statement through a City Resolution.  

Stakeholder Committee Leader

The Stakeholder Committee Leader (SCL) has the authority and responsibility to ensure that the Quality of Life Plan is established, implemented, and maintained in accordance with the requirements of the Indiana CLEAN Community Challenge program.  The SCL has the ability to revise and update Quality of Life Plan documents and is responsible for coordinating the stakeholder committee, reporting to the Mayor on the performance of the Quality of Life Plan, and coordinating internal audits.  

Local Government Coordinators

Local Government Coordinators (LGC) are department directors, managers, or administrative staff.  LGCs are responsible for all CLEAN communications between the stakeholder committee and each respective government operation identified in the Quality of Life Plan.  The City operations included in Lawrence’s Quality of Life Plan are the Department of Public Works, Parks and Recreation Department, and City Hall.  

Within their respective department, each LGC is responsible for:

· Identifying and documenting the aspects and impacts associated with city operations;

· Ensuring compliance with all applicable environmental laws, regulations, and permit conditions in respective departments; 

· Communicating objectives and targets created by the stakeholder committee to employees;

· Ensuring employees’ environmental awareness and competence; 

· Incorporating pollution prevention responsibilities into job descriptions and training employees to encourage participation in continual improvement activities; 

· Implementing, monitoring, and maintaining Lawrence’s Quality of Life Plan procedures and targets; and

· Reporting all progress to the stakeholder committee.


[image: image1]
Audit Team

City employees will annual audit the Quality of Life Plan and associated activities using the internal audit checklist provided by IDEM as a guideline.  The stakeholder committee will meet quarterly to review progress on Quality of Life Plan targets and ensure environmental action plans are being 

maintained.

III. Environmental Goals

Operation Activities

Lawrence’s stakeholder committee is responsible for identifying the potential impacts of the City’s activities and developing plans to best manage such activities.  First, Lawrence stakeholders identify which city operations to include in the Quality of Life Plan and then systematically identify the activities that occur in each operation.  Lawrence’s stakeholder committee identified the following operations and associated activities: 

Department of Public Works: facility operation, building maintenance, janitorial service, vehicle maintenance, grounds maintenance, fuel storage, solid waste removal and curbside recycling, snow removal and deicing, median and right-of-way mowing, ditch maintenance, road repair, curbs and sidewalk maintenance, storm sewer repair and maintenance, and street sweeping.  

Parks and Recreation Department: facility operation, building maintenance, janitorial services, vehicle and equipment maintenance, grounds maintenance, fuel storage, snow and ice management, signage, and solid waste and recycling.  

City Hall: facility operation, building maintenance, janitorial service, grounds maintenance, office activities, and education and outreach.  

Identifying Aspects and Impacts

After identifying City operations and activities, Lawrence stakeholders must identify the aspects and impacts of each activity.  The Indiana Department of Environmental Management assisted the stakeholder group through this process and provided an Environmental Impacts from Municipal Operations Database, which presented a list of local government operations and activities, and provided the aspects and impacts commonly associated with those activities.  A complete listing of Lawrence’s operations, activities, aspects, and impacts is contained in Attachment 2.  
Prioritizing Aspects

After identifying the aspects and impacts associated with Lawrence’s municipal operations, the stakeholder committee prioritizes the aspects using predetermined criteria to identify which aspects could have the most significant impact on the environment and surrounding community.  The stakeholder committee uses the following rating criteria: Frequency of Impact, Severity of Impact, and Regulatory Requirement.  Lawrence’s environmental aspects are evaluated against each rating criterion and assigned a 1, 2, 3, or 4 rating using the following definitions: 

	Frequency of Impact

	4 = Continuous (impact occurs on an ongoing basis)

	3 = Frequent (impact occurs more than once per month)

	2 = Infrequency (impact occurs more than once per year)

	1 = Unlikely (impact has ever occurred or is highly unlikely)

	Severity of Impact 

	4 = Serious (likely to result in severe or widespread damage to human health or the environment)

	3 = Moderate (may affect resources beyond the property line, correction will take planning and company resources)

	2 = Minor (may be self correcting or corrected easily and quickly with minimal time, effort, impact, and cost)

	1 = No impact (unlikely to have an adverse impact on human health or the environment)

	Regulatory Requirement 

	0 = No regulatory requirement 

	1 = Regulated aspect


Significance is determined by adding each of the assigned ranking scores.  The aspect matrix for the City of Lawrence’s operations is contained in Attachment 2.  

Identifying Objectives and Targets

Using the prioritized list of aspects, the stakeholder committee selects five aspects to address over the three year CLEAN designation period and establishes targets to minimize their environmental impact.  Action plans are created, identifying how each objective and target will be attained, who is responsible for each step of implementation, and how progress will be measured.  The five aspects addressed in the City of Lawrence Quality of Life Plan and associated objectives, targets, action plans are:

	Environmental Goal 1: Reduce Electricity Usage in City Building

	Aspect: Energy Use

	Impact: Depletion of natural resources

	Target: Reduce electricity usage by 5% by August 2009

	Legal Requirements: Proper disposal of fluorescent bulbs and PCB-containing items

	Action Plan
	Timeline
	Person Responsible
	Partnering Departments
	Performance Measure

	Contact IPL for recording device to measure electricity use in City building
	Contact IPL by July 10
	DPW (Jerry)
	Mayor’s office, Parks
	Date action item completed

	Record electricity usage for two weeks in City building
	Record usage from July 14-28
	DPW (Jerry)
	Mayor’s office, Parks
	-Date action item completed

-Electricity usage data

	Investigate motion detectors for lights
	July 14-28
	Jerry Wilkey
	Mayor’s office, Parks
	Date action item completed

	Analyze data recorded during two weeks to determine peak energy use time and rooms
	Analyze data and report to stakeholders during August meeting
	Jerry Wilkey
	Mayor’s office, Parks
	Date action item completed

	Write memo to city staff to reduce energy use
	Send memo to staff by September 15
	Sarah Walker
	Mayor’s office, Parks
	Date action item completed

	Use recording device again to measure electricity usage in City building
	Contact IPL by November 1
	DPW (Jerry)
	Mayor’s office, Parks
	Date action item completed

	Record electricity usage for two weeks in City building
	Record usage from November 10-24
	DPW (Jerry)
	Mayor’s office, Parks
	-Date action item completed

-Electricity usage data

	Compare energy use data to first measurement data
	Report energy reduction to stakeholders during December meeting
	Jerry Wilkey
	Mayor’s office, Parks
	Date action item completed


	Environmental Goal 2: Reduce Paper Usage in City Building

	Aspect: Paper Use

	Impact: Decrease landfill life and deplete natural resources

	Target: Reduce paper usage by 10% by August 2009

	Legal Requirements: None

	Action Plan
	Timeline
	Person Responsible
	Partnering Departments
	Performance Measure

	Develop baseline for amount of paper purchased and use in City building—tracked by Kim
	Develop baseline by July 20
	Kim (Sarah)
	DPW, Parks
	-Date action item completed

-Number of reams purchased

	Record monthly paper purchases on Form 1
	Record amount by 5th of following month
	Kim
	DPW, Parks
	Number of reams purchased

	Write memo to city staff to reduce paper use, double-side, and use as scrap paper
	Send memo to staff by August 15
	Kim
	DPW, Parks
	Date action item completed

	Develop policy to purchase Energy Star electronic equipment
	Develop and implement policy by September 15
	Kim
	DPW, Parks
	Date action item completed

	Compare paper purchases at stakeholder meeting
	Monthly 
	Kim
	DPW, Parks
	Number of reams purchased


	Environmental Goal 3: Reduce Fuel Use

	Aspect: Fuel use, air emissions

	Impact: Degraded air quality, deplete natural resources

	Target: Decrease fuel use by %5

	Legal Requirements: None

	Action Plan
	Timeline
	Person Responsible
	Partnering Departments
	Performance Measure

	Develop monthly baseline for fuel use—track using monthly fuel consumption report
	Develop baseline by August 31
	Denise Beck (DPW)
	Parks, Mayor’s office
	-Date action item completed

-Gallons of fuel used monthly

	Seek information from La Porte on no idling policy
	By July 1
	Jerry Wilkey
	Parks, Mayor’s office
	Date action item completed

	Track fuel use
	Monthly
	Denise Beck (DPW)
	Parks, Mayor’s office
	Gallons of fuel used

	Implement no idling policy
	By August 1
	Jerry Wilkey
	Parks, Mayor’s office
	Date action item completed

	Plan routes for trash, inspection, and mowing routes to minimize distance traveled
	By January 1, 2009
	DPW, Parks
	Mayor’s office
	Date action item completed


	Environmental Goal 4: Increase Recyclables Collected at Festivals and Shelter Rentals

	Aspect: Solid waste 

	Impact: Reduce landfill life, quality of life

	Target: Increase recycling by 200 pounds by August 2009

	Legal Requirements: None

	Action Plan
	Timeline
	Person Responsible
	Partnering Departments
	Performance Measure

	Revise vendor / renter contract to use green products
	Draft by August 1 
	Amy
	Parks, DPW
	Date action item completed

	Develop method to track number of contracts with green product language
	August 1
	Amy
	Parks, DPW
	Date action item completed



	Implement education to vendors / renters on location of trash and recycling receptacles during contract signing (add to contract as attachment)
	Implement plan by October 1
	Amy to create attachment
	Parks, DPW
	Date action item completed



	Continue tracking number of contracts with green product language
	Quarterly
	Amy
	Parks, DPW
	-Date action item completed

-Number of contracts

	Develop method for tracking recyclables at festivals and rentals 
	By July 1, 2009
	Jim
	Parks, DPW
	-Date action item completed

-30 gallon bag 

	Track pounds recyclables at festivals and rentals
	By October 1, 2009
	Jim
	Parks, DPW
	Pounds recyclables (30 gallon bags)


	Environmental Goal 5: Reduce Harmful Janitorial Products and Cleaners in Parks

	Aspect: Chemicals 

	Impact: Reduce landfill life, quality of life

	Target: Evaluate all cleaning products purchased for alternatives by June 1, 2009

	Legal Requirements: None

	Action Plan
	Timeline
	Person Responsible
	Partnering Departments
	Performance Measure

	Create tracking sheet for janitorial products and cleaners
	By September 1
	Ron Taylor
	Parks
	Date action item completed

	Identify all products purchased for janitorial use and cleaners
	By January 1, 2009
	Ron Taylor
	Parks
	List of products

	Identify alternatives
	By June 1, 2009
	Ron Taylor (Camacho Janitorial)
	Parks
	List of alternatives

	Substitute products with more environmentally-friendly alternatives where available
	By Sept 1, 2009
	Ron Taylor (Camacho Janitorial)
	Parks
	List of product substitutions


IV. Implementation and Operation Procedures

Document Control

All Quality of Life Plan documents and associated material will be controlled.  Note: Document control does not apply to environmental records.  Documents provide instructions, specifications, procedures, requirements, rules, and other types of information, whereas records state facts about what has occurred, how, when, by whom, and the results.  While documents are occasionally revised in response to changing circumstances, non-conformances, and improvements, records can only be corrected.   

Document Management

The City of Lawrence will electronically document and maintain all Quality of Life Plan documents and records on the City’s Z: drive in the “CLEAN” folder.  Original paper documents are controlled and stored at City Hall.  All employees will have access to review and update the Quality of Life Plan.  Printed copies are available; however, printed copies are not controlled or updated.      

Tracking and Indexing Documents

In order to track and maintain the Quality of Life Plan, the City of Lawrence identifies electronic documents by the title and date.  Original paper documents are identified and maintained in the same manner, but are stored in a filing cabinet at City Hall.  

Legal and Regulatory Requirements

All of the legal requirements associated with the City of Lawrence’s Department of Public Works, Parks Department, and Office of the Mayor are identified through the city attorney, training and seminar opportunities, IACT listserv, and external parties, such as the Fire Marshall and IDEM.  The task of analyzing, documenting, and updating legal requirements is the responsibility of each department head.  As such, each department head identifies legal requirements and sends notice to Lawrence’s Corporate Counsel.  The Lawrence Corporate Counsel reviews permits and legal requirements and returns documents to the respective department.  Each department head retains and stores permits and legal documentation.  

Corrective Action

Annual audits, incident review, changes in legal requirements or City activities, and quarterly review of the Quality of Life Plan may indicate the Quality of Life Plan or an associated document(s) is outdated.  The stakeholder committee will record any revisions or changes to the Quality of Life Plan on Form #3: Corrective Action Spreadsheet.  

Emergency Preparedness and Response Plans

The City’s Safety Committee conducts monthly emergency management meetings with department heads and coordinates all emergency response plans.

Emergency Preparedness and Response

An emergency preparedness and response procedure is established and maintained to respond to and report, as appropriate, accidents, malfunctions, spills, upsets, and other emergency situations, and to mitigate any associated environmental impacts and provide for a review of the procedures after the occurrence of an accident or emergency.  

The Emergency Response Committee, headed by the Fire Chief, establishes and maintains emergency response plans as needed for the City of Lawrence.  Lawrence employs a 3-deep chain of command in each department for the event of an emergency and maintains its own emergency response equipment.  The Fire Chief holds monthly emergency management meetings where each department has at least one representative present.  

Employees are trained on emergency response plans upon hiring and are provided additional training as needed.  The Fire Chief is developing a Standard Operation Procedure for such employee emergency management training.  
Employee Training 

Employee training is conducted upon hiring of employees and continuing education is completed as needed through department staff meetings.  Each department head develops and implements environmental awareness and training, and is responsible for providing, tracking, and recording appropriate employee training.  Employee training encompasses general job training and best management practices.  New employees are mentored by a staff person until competence is exhibited.  Employees are encouraged to participate in Lawrence’s environmental improvement initiatives and are provided environmental data according to the Internal Communication procedure.    

Employee training records include job responsibilities and training certificates or licenses.  Potential hazards and significant aspects that would require emergency response in the event of an accident, malfunction, spill, or other situation are identified during employee training and are practiced where practicable, so all employees are competent in emergency preparedness and response procedures.  As such, employees are aware of the potential environmental impacts from their daily activities.  

Communication

Internal Communication

Internal communication presents an overview of Quality of Life Plan procedures to employees of the City, contractors involved with City operation(s), and all individuals that may affect objectives and targets, compliance, or environmental performance.  Internal communication is conducted to assist with the implementation and operation of the Quality of Life Plan.  Internal communication occurs through monthly Mayor staff meetings with department heads and, in turn, department head meetings with employees.  This forum permits even exchange of information between all levels of city personnel.  

External Communication

External communication ensures the viability and integrity of the Quality of Life Plan.  External communication may be conducted as outreach or in response to an inquiry or complaint.  Lawrence receives communication from external parties through the City’s Web site and inquiries placed with the Office of the Mayor.  Lawrence communicates with external parties through the City’s Web site, community water bill inserts, Channel 28, and press releases.   

V. Monitoring and Progress Review

Internal Audit

The stakeholder committee will review the Quality of Life Plan annually and use the internal audit checklist as a guideline for maintaining the Quality of Life Plan and determining whether modifications are necessary to improve the environmental goals and identify weak areas.

Management Review 

Lawrence ensures management review of Quality of Life Plan goals through quarterly meetings with stakeholders.  During these quarterly meetings, stakeholders review the objectives set forth in the Quality of Life Plan and make adjustments to action plans as needed.  Stakeholders use these meetings to determine the steps in need of completion during the following quarter and the individuals responsible for implementing these steps.  Success of the Quality of Life Plan is tracked and measured according to the measurement parameters defined in each environmental goal.  

Community and Business Outreach

Community and Business Outreach procedures ensure Lawrence residents are informed of important issues related to Lawrence’s environmental performance, and that progress toward achieving objectives and targets is shared with the community.   

Environmental Performance

The City of Lawrence informs the community and business members of information regarding Lawrence’s environmental performance through Chamber of Commerce newsletters and by speaking at monthly Chamber business meetings.  

Objective and Target Progress

The City of Lawrence informs the community and business members of information regarding Lawrence’s Quality of Life Plan progress through the City’s Web site, community water bill inserts, Channel 28, press releases, and by speaking at monthly Chamber business meetings.  

VI. Quality of Life Plan Attachments

Attachment 1: City of Lawrence Resolution

The City of Lawrence is committed to enhancing its citizen’s quality of life and will strive for a clean and healthy environment through environmental conservation project planning; compliance with requirements and voluntary commitments; pollution prevention; and community education.  

The City will increase awareness of environmental responsibility in municipal employees and local business partners through educational campaigns in cooperation with community groups.  Additionally, community outreach projects will be initiated so that environmental decisions and performance information will be shared with the community.  

To ensure continuous environmental improvement and compliance with Lawrence’s environmental commitments, specific goals will be set and periodically reviewed.  An environmental stakeholder group will be created to represent environmental, planning, governmental, business, and community interests.  

Attachment 2: Operations, Activities, Aspects, and Impacts 

VII. Quality of Life Plan Forms

Form #1: Paper Use Spreadsheet

Directions: Record the department purchasing paper, date, amount purchased, percent of post-consumer recycled content, and indicate if the purchase meets the Paper EPP.

	1 Box = 8 Reams
	
	

	1 Ream = 500 Sheets
	
	

	
	
	

	Department
	Date Purchased
	Reams Purchased

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Total Reams Purchased
	 

	Total Reams Meeting EPP
	 


Form #2: Corrective Action Spreadsheet

	Directions: Record the date, person responsible for revision, and the corrective action taken to remediate problem(s) with emergency response plans.

	
	
	

	Date Revised
	Responsible Party
	Corrective Action

	 6.23.08
	Stakeholder committee
	Revised the QLP to reflect changes in administration 

	 8.11.08
	Stakeholder committee
	Revised QLP to reflect changes as discussed during meeting on 8.5.08
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