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1. Mission Statement

The City of Huntingburg will strive to provide a safe, clean and healthy commumnity for its
current and future citizens. The City will partner with the community to improve the quality of
life by protecting the environment and conserving natural resources. The City of Huntingburg
will continue sharing environmental decisions and performance information with the community,

The City of Huntingburg will comply with requirements and voluntary commitments set forth by
the Indiana Department of Environmental Management and U.S. Environmental Protection
Agency to help ensure all residents, visitors and corporations in our community have access to
clean water, clean air, and green space.

To ensure continuous environmental improvement and compliance with the City of
Huntingburg’s environmental commitments, goals will be set and periodically reviewed. Our
commitment to the environment will be made evident through energy efficiency and pollution
prevention in city departments.

A signed copy of the mission statement adopted through resolution is attached as Attachment A.

2. Roles and Responsibilities

The purpose of this procedure is to identify and communicate the roles and responsibilities
associated with implementing and maintaining Huntingburg’s Quality of Life Plan (QLP).

Mayor

The Maym is responsible for:

Approving and communicating Huntingburg’s Mission Statement;

s Providing the resources necessary to develop and implement the QLP, including
associated procedures and goals;

»  Appointing and supporting the Stakeholder Committee Leader;

= Reviewing the QLP (including objectives, targets, and action plans) with the
Stakeholder Committee Leader on an annual basis; and

* Incorporating environmental and poliution prevention planning in the development of
new processes and services, and modification of existing processes and services.

Stakeholder Committee Leader

The Stakeholder Committee Leader is the individual identified within the stakeholder committee
who has the responsibility and management authority for implementing the QLP. The
Stakeholder Committee Leader is responsible for:

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Control and
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Day to day control over the QLP and associated documents;
Providing QLP performance updates to the Mayor to identify areas for improvement and
modification;

Implementing, monitoring, and maintaining the QLP, including associated procedures
and goals;

Coordinating quarterly stakeholder committee meetings and annual QLP audits;
Serving as the municipality’s liaison to IDEM’s CLEAN Community Challenge
Program Manager; and

Incorporating environmental and pollution prevention planning in the development of
new processes and services, and modification of existing processes and services.

Stakeholder Committee

The Stakeholder Committee is a cross-functional team comprised of individuals within the
community that helps to facilitate QLP implementation. The Stakeholder Committee is
responsible for:

Meeting quarterly to identify changes in operations which require revisions to the QLP;
Providing assistance to the Stakeholder Committee Leader with QLP development,
implementation, monitoring, and maintenance (including QLP procedures and goals);
Performing other QLP tasks as assigned by the Stakeholder Committee Leader;
Working with their respective departments to implement the stakeholder committee’s
initiatives;

Organizing and participating in employee training as indicated in the QLP;
Participating in audits on the QLP and associated documents annually after the date of
CLEAN designation; and,

Incorporating environmental and pollution prevention planning in the development of
new processes and services, and modification of existing processes and services.

The Stakeholder Committee is comprised of the following municipal representatives:

Name Title/Depariment Phone E-mail
Don Foerster Safety & Risk Management 812-683-2211 dfoerster@huntingburg-
Director in.gov

Jacque Lueken

Secretary, Mayor’s Office

812-683-2211

jlueken@huntingburg-in.gov

Rich Thyen Street Superintendent §12-683-4122 rthyen@huntingburg-in.gov

Tony Traylor Utility Superintendent 812-683-3622 ttraylor@huntingburg-in.gov
Mike Kemp Wastewater Superintendent §12-683-3203 mkemp@husntingburg-in.gov
Jim Rueger Parks Superintendent 812-683-3622 jrueger@huntingburg-in.gov

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Control and
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3. Environmental Goals

Identifying and Prioritizing Aspects and Impacts

The purpose of this procedure is to establish methods for identifying and prioritizing the
potential environmental aspects associated with municipal activities and services. An
environmental aspect is an element of a community’s activities or services that can interact with
the environment. An environmental impact is any change to the environment, whether adverse or
beneficial, wholly or partially resulting from a community’s activities or services.

The Stakeholder Committee will meet to identify and prioritize the municipality’s environmental
aspects. This process includes:

o Identifying which municipal operations, services, or departments to include in the
Quality of Life Plan. Huntingburg has identified the scope of this QLP to include the
operations undertaken at the following departments: City Hall, Street, Parks, Utility, and
Wastewater.

¢ Identifying the activities occurring within those operations to determine the

municipality’s environmental aspects. This is done during a site visit from IDEM and
using IDEM’s Environmental Impacts for Municipal Operations Database;
Determining what potential environmental impacts are associated with each aspect;
Establishing and defining ranking criteria to determine the significance of each aspect;
Prioritizing the aspects in order of their significance; and,

Selecting the threshold number to determine significance.

See Attachment B for a list of the prioritized aspects and impacts, including the ranking criteria
and their definitions.

Legal and Other Reguirements

The City of Huntingburg records and updates legal and regulatory requirements associated with
the environmental aspects and ensures compliance with all applicable environmental laws,
regulations, and permit conditions by using one or more of the following resources:
o City attorney
Training and education
Professional associations (Houschold Hazardous Waste Taskforce)
IDEM Website (www.in.gov/idem)
IDEM’s Compliance and Technical Assistance Program
Consulting firm
OSHA (www.osha.gov)
IOSHA (www.in.gov/dol/iosha.htm)
EPA (www.epa.gov)
Code of Federal Regulations (www.gpoaccess.pov/nara/index.himl)

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Conirel and
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Compliance with the above issues will be dealt with by the Department Supervisor and
the Risk Management Department of the City of Huntingburg.

Identifving Objectives and Targets

The purpose of this procedure is to establish methods for establishing objectives, targets, and
action plans for each identified environmental aspect.

The Stakeholder Committee will select a minimum of five environmental aspects to address
during each three year CLEAN designation period. The Stakeholder Committee will determine
objectives, targets, and action plans associated with each of the five aspects. The Stakeholder
Committee will review the objectives, targets, and action plans at least quarterly in preparation
for the CLEAN Community Challenge Annual Performance Report. New departments or
operations being added to the QLP will be evaluated for environmental aspects and potential
environmental impacts using the Identifying and Prioritizing Aspects and Impacts procedure.

See Attachment C for Huntingburg’s goals to address five environmental aspects, including legal
requirements, targets, action plans, and measurement parameters.

4. Implementation and Operation Procedures
Document Control

The purpose of this procedure is to establish methods for controlling documents associated with
Huntingburg’s QLP including creating, maintaining, revising, and using QLP documents.

Creating Documents

1. Stakeholder committee members have been assigned tasks for the five environmental
projects (Attachment C). Stakeholder committee members are responsible for
creating the documents associated with those assigned tasks. The Stakeholder
Committee Leader will assist as needed. The goal will be to make these documents
as user friendly as possible.

2. The stakeholder committee members will bring draft documents to quarterly
stakeholder committee meetings for review and discussion. These documents will be
reviewed for clarity and brevity.

3. The stakeholder committee is responsible for reviewing and approving new
documents to ensure they meet the needs of the department and QLP, particularly for
documents relating to significant aspects.

4. New documents will indicate they are related to the Quality of Life Plan (in a header
or title) and contain the date of creation and revision date (if applicable). The
Stakeholder Committee Leader will be responsible for ensuring that these documents
are available to the people who need them.

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Coatrol and
Record Keeping procedure. Printed documents are not controlled or updated.
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5. Approved documents will be sent electronically to the Stakeholder Committee
Leader. All documents will be maintained by the Stakeholder Committee Leader.

6. Additional documents unrelated to the five projects will be created by the Stakeholder
Committee Leader and reviewed by the stakeholder committee.

Revising Documenis

1. Any municipal employee or stakeholder can revise a Quality of Life Plan document.
The purpose and need for revision must be shown to the Stakeholder Committee
Leader to prevent more than one person from working on a document at the same
time. All revised documents must be submitted to the Stakeholder Committee for
review and approval.

2. Revised documents will be identified by including the revision date on the document.

3. Obsolete documents are promptly removed from points of issue and points of use to
prevent their unintended use. The Stakeholder Committee Leader is responsible for
ensuring that this is done.

4. Obsolete documents, if retained for historical purposes, are clearly identified as
obsolete to prevent their unintended use. The Stakeholder Committee Leader is
responsible for keeping these records.

Managing Documents

1. The Stakeholder Committee Leader is responsible for managing and editing the
original copies of documents associated with the Quality of Life Plan.

2. All documents will contain the date of issue if new or the date or revision if revised.

3. Each department will have a hard copy and/or electronic copy of the Quality of Life
Plan and associated documents. Municipal employees are responsible for ensuring
they have the most recent version of a document. A master copy of the plan and
associated documents (paper and electronic formats) will be maintained at City Hall
in the Stakeholder Committee Leader’s office under the heading of CLEAN
Community Challenge. In addition, a complete electronic file will be maintained by
the Stakeholder Committee Leader also located in their office. The Stakeholder
Committee Leader is responsible for maintaining these documents and periodically
verifying their location.

4, Printed documents are identified as uncontrolled documents.

5. The Stakeholder Committee Members are responsible for revising documents as
necessary and providing the updated version to the Stakeholder Committee Leader.
The Stakeholder Committee Leader will then ensure that all members receive their
updated copies.

6. The Stakeholder Committee is also responsible for reviewing all approved documents
at least annually.

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Control and
Record Keeping procedure. Printed documents are not controlied or updated.
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Record Keeping

The purpose of this procedure is to establish methods for maintaining and disposing of
records relating to Huntingburg’s QLP. A record is a document providing evidence of
activities performed, including complaint records, training records, incident reports,
inspection records, audit results, and records of legal requirements.

1.

Documents that are generated due to environmental monitoring and measurements,
environmental fegal requirements, and QLP procedural requirements qualify as QLP
records.

2. Huntingburg will maintain evidence and records of QLP procedures and activities
performed. These records are useful references for the Stakeholder Committee to
implement, maintain, and improve the QLP.

3. All environmental and QLP related records will be maintained as indicated in the
Record Retention Table provided in Attachment D.

4.  QLP related records may be destroyed any time after their retention period.

Communication

The purpose of this procedure is to establish methods for managing internal and external
communications regarding environmental issues.

Internal Communication

[y

SR

Information between departments is shared at scheduled department head meetings.
Information is shared with employees on department community bulletin boards.
Contractors are kept informed on the municipality’s commitment to the
environment. Contracts contain information on environmental issues relating to the
particular work being performed. The department purchasing agent is responsible
for ensuring the contractors adhere to the contract.

External Comymunication

Inquiries and complaints are routed to a particular department depending on the
nature of the inquiry, primarily through e-mails. The department is then responsible
for examining the situation and creating solutions if needed.

Records of complaints are kept at the individual departments, either through e-mails
or a complaint form.

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Control and
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3. The supervisor of each department is notified and he or she is responsible for
following up on any necessary items. The mayor is also informed and he or she will
check the situation if needed.

Emergency Preparedness and Response

The purpose of this procedure is to identify and respond to environmental emergencies and
prevent and mitigate the associated environmental impacts.

1.

The Huntingburg Fire Department Hazardous Materials division maintains Tier Il reporting
forms, has a flow study of transportation routes, and conducts site assessments of facilities
and processes that may pose a threat to significant environmental aspects.

Some hazards, including accidents, malfunctions, or spills, may require an emergency
response depending on the nature of the incident, If so, the Dubois County Hazmat Team is
ready to respond to the highest level.

The Huntingburg Fire Department has Standard Operating Procedures for hazardous material
response as well as the Dubois County Hazmat Team to help protect the environment in case
of emergencies.

The Huntingburg Police Department is working with the fire department to familiarize and
use the Incident Action Plans as required by the National Response Framework and National
Incident Management System. The Support Division Lieutenant in the police department
stores criminal response refated contingency plans.

In the fire department, coordination of emergencies varies depending on the type and nature
of the event. The Incident Command System, Emergency Support Functions, and National
Incident Management System are utilized.

The City of Huntingburg has arrangements with local fire, police, and health care providers
to inform individuals of potential emergency situations within a given building or
department. Once a creditable threat 1s identified, staff gives out notifications.

The public safety training division and Operations reviews incidents and emergencies.

Public safety officials evaluate emergency response plans for effectiveness following an
incident or emergency by After Actions Reports and Post Incident analysis.

In the event of an emergency:

Department heads are responsible for coordinating the response in the event of a
departmental emergency.

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Control and
Record Keeping procedure. Printed documents are not controlled or updated.
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2. Employees are aware of emergency preparedness and response procedures.

3. Emergency response activities are reviewed for effectiveness following an incident or
emergency as necessary.

4. The City of Huntingburg participates in several regional emergency response plans. These
include:

Dubois County Emergency Management Plan

Departmental Spill Prevention Control and Countermeasure Plans

Municipal Separate Storm Sewer System Plan

Local Emergency Planning Committee (LEPC)

National Incident Management System training

oo o

Emplovee Training

The purpose of this procedure is to establish methods for educating municipal employees of
environmental issues relating to Huntingburg’s activities and developing a system to maintain
training records.

Environmental awareness and competency training is the foundation for employee awareness,
involvement, and commitment to environmental protection as an ongoing responsibility of their
work life. It is fundamental to the efficient and effective implementation and execution of the
Quality of Life Plan. The City of Huntingburg ensures employees’ environmental awareness and
competence through one or more of the following methods:

Annual Classroom Training Sessions for Environmental Safety & Response

Bulletin Boards/Fact Sheets

E-mails

Memos

Website

Department updates following quarterly Huntingburg Clean Community Stakeholder
meetings.

Department Heads are responsible for maintaining records of the trainings provided (attendance
sheets, information shared, etc.)

5. Monitoring and Progress Review

Internal Audit

The purpose of this procedure is to establish a method for auditing Huntingburg’s QLP. The
purpose of an audit is to determine if the QLP is functioning effectively as written or if

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Contrel and
Record Keeping procedure. Printed documents are not controlled or updated.

9



modifications need to be made; has been properly implemented, monitored, and maintained; and,
continues to meet Indiana CLEAN Community Challenge program requirements.

1.

2.

6.

The Stakeholder Committee Leader will schedule an audit of the QLP at least annually with
the stakeholder committee.

The stakeholder committee will audit the QLP and its associated documents and procedures.
The audit will also include a comparison of all objectives and targets to the baseline data
established for each action plan.

The stakeholder committee will look for evidence that the procedures identifted in the QLP
are being implemented and they continue to be effective. Results from previous audits will
also be reviewed to determine if previous deficiencies were resolved.

The stakeholder committee will record audit notes and {indings using the QLP Audit Form
provided by the CLEAN Community Challenge Program Manager or a similar audit form
created by the municipality.

Deficiencies identified during the audit will be assigned to a stakeholder committee member
for follow up. Results from follow up activities will be shared at quarterly stakeholder
committee meetings. Any corrective actions taken will be documented and stored in
accordance with the QLP Record Keeping Procedure.

Audit results will be shared with the Mayor and department heads and be included in the
CLEAN Community Challenge Annual Performance Report, which is due to the Indiana
Department of Environmental Management and municipal officials each year, two months
after the date of CLEAN designation.

Audit results are stored in accordance with the QLP Record Keeping Procedure.

Community and Business Outreach

The purpose of this procedure is to establish methods for sharing environmental and QLP
information with the public. The stakeholder committee will use at least one of the following
methods to inform the community and local businesses on important issues relating to the
municipality’s environmental performance and on the municipality’s progress towards achieving
objectives and targets:

=  Website

= Press releases

»  Quarterly city newsletters

» Uiility Bills

» TV/Radio

» Phone, mail, e-mail

= Meet and greet events (e.g., door to door information sharing, semi-annual newsletter,
and council meetings)

City of Humingburg Quality of Life Plan documents and records are maintained as described in the Document Control and
Record Keeping procedure. Printed documents are not controlled or updated.
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History of Revisions

Revision Date

Description of Change

Person Responsible for
Revision

May 18, 2011 Draft QLP CLEAN project manager

June 30, 2011 Draft QL.P Jacque Lueken/Don
Foerster

August 5, 2011 Draft QLP CLEAN project manager

August 12, 2011 Draft QLP CLEAN project

manager, Don Foerster,
Jacque Lueken

City of Huntingburg Quality of Life Plan documents and records are maintained as described in the Document Control and
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CLEAN COMMUNITY CHALLENGE

Mission Statement
City of Huntingburg

The City of Huntingburg will strive to provide a safe, clean and healthy community for its
current and future citizens. The City will partner with the community to improve the
quality of life by protecting the environment and conserving natural resources. The City of
Huntingburg will continue sharing environmental decisions and performance information
with the community.

The City of Huntingburg will comply with requirements and voluntary commitments set
forth by the Indiana Department of Environmental Management and U.S. Environmental
Protection Agency to help ensure all residents, visitors and corporations in our community
have access to clean water, clean air, and green space.

To ensure continuous environmental improvement and compliance with The City of
Huntingburg’s environmental commitments, goals will be set and periodically reviewed.
Our commitment to the environment will be made evident through energy efficiency and
pollution prevention in city departments.

Attachment A
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City of Huntingburg — Quality of Life Plan May 17, 2011
Attachment D — Record Retention Table Page 1 of 1

Environmental Regulatory Records

Name of Record Person Responsible Location Ifetentlon
Timeframe
NPDES Permit - Wastewater Mike Kemp Wastewater Treatment Plant 5 years
NPDES Records-Wastewater Mike Kemp Wastewater Treatment Plant 5 years
NPDES Permit — Drinking T Drinking Water Treatment
ony Traylor 5 years
water Plant
Ciﬂﬂi;f;;;g;gnpiingg&) Tony Traylor Utility Field Office 5 years
Quality of Life Plan Records
Name of Record Person Responsible Location I?etentmn
Timeframe
Audit Results Jacque Lueken City Hall 5 years
Communl(I?;;%? dé: Outreach Jacque Lueken City Hall 5 years
Environmental Initiative Stakeholder City Hall 5 ve
Tracking Sheets Committee ty Ha years
Stakeholder Committee Stakeholder Citv Hall 5 vears
Meeting Minutes Committee Y y
Training Records Don Foerster City Hall 5 years

City of Huntingburg Quality of Life Plan documenis and records are maintained as described in the Document Control and Record Keeping procedures.
Printed documents are not controlled or updated.




