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City of Portage

Environmental Management System Manual

4.1 General Requirements
The City of Portage has established and maintains an environmental management system. The

scope of the environmental management system includes City Hall, Parks Department, Waste
Water Treatment Plant, Street Department, and Marina.

4.2 Environmental Policy

The City of Portage’s Mayor has defined the City of Portage’s environmental management policy
and ensures that it:

a) Is appropriate to the nature, scale and environmental impacts of the City of Portage’s
activities, products or services;

b) Includes a commitment to continual improvement and prevention of pollution;
¢) Includes a commitment to comply with relevant environmental legislation and regulations,
and with other requirements to which the City of Portage subscribes which relates to its

environmental aspects;

d) Is adopted by executive order and communicated to all persons working for or on behalf of
the City of Portage; and

e) Is available to the public at the public library and by positing on the City’s website.

4.3  Planning
4.3.1 Environmental Aspects

The City of Portage has established and maintains a procedure to identify the environmental
aspects of its activities, products and services that it can control and those that it can influence
taking into account planned or new developments, or new or modified activities, products and
services in order to determine those, which have or can have significant impacts on the
environment. The City of Portage has ensured that the aspects related to these significant
impacts are considered in maintaining the environmental management system.

The City of Portage has kept this information up-to-date.
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4.3.2 Legal and Other Requirements

The City of Portage has established and maintains a procedure to identify and have access to
legal and other requirements to which the City of Portage subscribes, that are applicable to the
environmental aspects of its activities, products or services. Furthermore, the City of Portage has
determined how these requirements apply to the environmental aspects and takes them into
account in maintaining the environmental management system.

4.3.3 Objectives and Targets and Environmental Management Program(s)

The City of Portage has established and maintains documented environmental objectives and
targets, at each relevant function and level within the City of Portage.

When establishing and reviewing its objectives, the City of Portage has considered legal and
other requirements, its significant environmental aspects, its technological options, its financial,
operational and business requirements, and the views of interested parties.

The objectives and targets are measurable, where practicable, consistent with the environmental
policy, including the commitment to prevention of pollution, compliance with applicable legal
and other requirements to which the City of Portage subscribes, and to continual improvement.

The City of Portage has established and maintains programs for achieving its objectives and
targets. They include the designation of responsibility for achieving objectives and targets at each
relevant function and level of the organization and the means and time frame by which they are
to be achieved.

If a project relates to new developments and new or modified activities, products or services,

programs have been amended where relevant to ensure that environmental management applies
to such projects.

4.4  Implementation and Operation
4.4.1 Resources, roles, responsibility, and authority

Roles, responsibility and authorities have been defined, documented in an organizational chart,
and communicated in order to facilitate effective environmental management.

The Mayor of the City of Portage has provided resources essential to the implementation and
control of the environmental management system. The resources include human resources and
specialized skills, organizational infrastructure, technology and financial resources.

The Mayor of the City of Portage has appointed a Stakeholder Committee Leader (SCL), who,
irrespective of other responsibilities, has defined roles, responsibilities and authority for:
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a) Ensuring that environmental management system requirements are established, implemented
and maintained in accordance with the State’s CLEAN Community Challenge program.

b) Reporting on the performance of the environmental management system and providing
recommendations for improvement to the Mayor of the City of Portage for review and as a
basis for improvement of the environmental management system.

4.4.2 Competence, training, and awareness

The City of Portage has identified training needs. It has required that all personnel and those
working on behalf of the City of Portage, whose work may create a significant impact upon the
environment, have received appropriate training.

It has established and maintains procedures to make its personnel at each relevant function and
level, and those working on its behalf are aware of:

a) The importance of conformance with the environmental policy and procedures and with the
requirements of the environmental management system;

b) The significant environmental impacts, actual or potential, of their work activities and the
environmental benefits of improved personal performance;

¢) Their roles and responsibilities in achieving conformance with the environmental policy and
procedures and with the requirements of the environmental management system, including
emergency preparedness and response requirements;

d) The potential consequences of departure from specified operating procedures.

The City of Portage personnel or contractors performing the tasks, which can cause significant
environmental impacts, are competent on the basis of appropriate education, training and/or
experience.

4.4.3 Communication

With regard to its environmental aspects and environmental management system, the City of
Portage has established and maintains procedures for:

a) Internal communication between the various levels and functions of the City of Portage.

b) Receiving, documenting and responding to relevant communication from external interested
parties.

c) Sharing environmental performance information and progress on objectives and targets with
the community and businesses.

The City of Portage has considered processes for external communication on its significant
environmental aspects during its management review and has recorded its decision.

4.4.4 Documentation
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The City of Portage has established and maintains information, in both paper and electronic form
to:

a) Describe the core elements of the management system and their interaction (EMS manual
and procedures).
b) Provide direction to related documentation.

4.4.5 Control of Documents

The City of Portage has established and maintains procedures for controlling all EMS documents
to ensure that:

a) They can be located.

b) They are approved prior to issuance and periodically reviewed, revised as necessary and
approved for adequacy by authorized personnel.

¢) The current versions of relevant documents are available to personnel in operations essential
to the effective functioning of the environmental management system.

d) Obsolete documents are promptly removed from all points of issue and points of use, or
otherwise assured against unintended use.

e) Any obsolete documents retained for legal and/or knowledge preservation purposes are
suitably identified.

f) Documents of external origin that are necessary for the planning or operation of the
environmental management system are identified and their distribution is controlled.

Documentation is legible, dated (with dates of revision) and readily identifiable, maintained in an
orderly manner and retained for a specified period. Procedures and responsibilities have been
established and maintained concerning the creation and modification of the various types of
documentation. (Records are considered a special type of document and are discussed in section
4.5.4 of this manual.)

4.4.6 Operational Control

The City of Portage has identified those operations and activities that are associated with the
identified significant environmental aspects consistent with its policy, objectives and targets.
The City of Portage has planned these activities, including maintenance, in order to ensure that
they are carried out under specified conditions by:

a) Establishing and maintaining documented procedures to control situations where their
absence could lead to deviations from the environmental policy and the objectives and
targets;

b) Stipulating operating criteria in the procedures;

c) Establishing, implementing, and maintaining procedures related to the identifiable significant
environmental aspects of goods and services used by the City of Portage and communicating
relevant procedures and requirements to suppliers, including contractors.
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4.4.7 Emergency Preparedness and Response

The City of Portage has established, implemented and maintains procedures to identify potential
emergency situations and accidents that can have an impact(s) on the environment and how it
will respond to them. The City of Portage shall respond to actual emergency situations and
accidents and prevent or mitigate associated adverse environmental impacts.

The City of Portage has reviewed and revised, where necessary, its emergency preparedness and
response procedures, in particular, after the occurrence of accidents or emergency situations.

The Cily of Porlage also periodically tests such procedures where il is possible to do so.

4.5 Checking
4.5.1 Monitoring and Measurement

The City of Portage has established and maintains documented procedures to monitor and
measure, on a regular basis, the key characteristics of its operations and activities that can have a
significant impact on the environment. This includes the recording of information to track
performance, relevant operational controls and conformance with the City of Portage’s
environmental objectives and targets.

Monitoring equipment has been calibrated and maintained. Records of this process have been
retained according to the City of Portage procedures.

4.5.2 Evaluation of Compliance

The City of Portage has established and maintains a documented procedure for periodically
evaluating compliance with relevant environmental legislation and regulations and other
requirements.

4.5.3 Deviations from the EMS and Corrective and Preventive Action

The City of Portage has established and maintains procedures for defining responsibility and
authority for handling and investigating actual and potential deviations, taking action to mitigate
any impacts caused and for initiating and completing corrective and preventive action.

Any corrective or preventive action taken to climinate the causes of actual and potential
deviations from the EMS is appropriate to the magnitude of problems and commensurate with
the environmental impact encountered. The CAR and PAR action plans include provisions for
preventing occurrence or recurrence and reviewing effectiveness.
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The City of Portage has implemented and records changes in the documented procedures
resulting from corrective and preventive action.

4.5.4 Control of Records

The City of Portage has established and maintains procedures for the identification, maintenance
and disposition of environmental records. These records include training records and the results
of audits and reviews.

Environmental records are legible, identifiable and traceable to the activity, product or service
involved. Environmental records are stored and maintained in such a way that they are readily
retrievable and protected against damage, deterioration or loss. Their retention times have been
established and recorded.

Records are maintained as appropriate to the system and to The City of Portage, to demonstrate
conformance to our EMS.

4.5.5 Internal Audit

The City of Portage has established and maintains a program and procedures for periodic
environmental management system audits to be carried out, in order to:

a) Determine whether or not the environmental management system

1) Conforms to planned arrangements for environmental management including the
requirements of the International Standard; and
2) Has been properly implemented and maintained; and

b) Provides information on the results of audits to management.

The City of Portage audit program, including the CLEAN Community Challenge schedule and
check list, has been based on the environmental importance of the activity concerned and the
results of previous audits. In order to be comprehensive, the audit procedures cover the audit
scope, criteria, frequency and methodologies, as well as the responsibilities and requirements for
conducting audits and reporting results.

4.6 Management Review

The Mayor of the City of Portage reviews the environmental management system at least
annually, to ensure its continuing suitability, adequacy and effectiveness. The management
review process ensures that the necessary information is collected to allow management to carry
out this evaluation. The review is documented.
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The management review addresses the possible need for changes to policy, objectives and other
elements of the environmental management system. In light of environmental management
system audit results, the SCL’s recommendations for improvement, changing circumstances and
the commitment to continual improvement will be considered.

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
May 6, 2014 Renewal
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MISSION STATEMENT/ENVIRONMENTAL POLICY

The City of Portage is committed to providing a safe, clean and healthy community by
continually improving the quality of life for its current and future residents. Businesses and
organizations will be assisted in making sound environmental decisions in accordance with best
available technology and practices in every step of their proceedings. We plan to do this by:

1. Fostering environmental leadership, community awareness, education and cooperation
among its employees, residents, business entities and our neighboring communities and
industries.

2. Encouraging the conservation of fossil fuels throughout the City.

3. Utilizing pollution prevention practices to protect our air, soil and water.

4. Promoting energy and resource efficiency in all city departments.

5. Committing to operate in compliance with relevant environmental legislation, regulations
and voluntary commitments.

6. Protecting the natural resources in the diverse eco-system in which we live.

7. Sharing environmental decisions and performance information with the community.

Approved by:
Si gnatur ‘/gg/L"
Name | ,z_me Sr ’Mf)é Vi
Title my
Date 5'/(ﬂ/ / 'SZ
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 001 Aspects Identification

1.0 PURPOSE
1.1.  The purpose of this procedure is to establish methods to identify the City of
Portage’s environmental aspects in order to determine which has or can have a
significant impact on the environment.
2.0 SCOPE
2.1.  Only those aspects that the City can control and over which it can be expected to
have an influence, will be evaluated. Significant environmental aspects identified
during this process will be considered in establishing, implementing, and
maintaining the City’s environmental management system.
2.2.  The process will consider actual and potential environmental aspects associated
with:
e Normal operating conditions
¢ Planned or new developments in the City
o New or modified activities or services
e Maintenance activities
3.0 RESPONSIBILITY
3.1. It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that
all requirements of this procedure are carried out.
4.0 DEFINITIONS
4.1. Environmental Aspect - An element of the City’s activities, products or services
that can interact with the environment.
4.2.  Environmental Impact — Any change to the environment, whether adverse or
beneficial, wholly or partially resulting from the environmental aspects at the City.
City of Portage Document No. EMP-001 Revision Date: September 4, 2009
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5.0 PROCEDURE

5.1.  The City will convene a Stakeholder Group and complete the following steps, to
initially identify Portage’s significant environmental aspects.

1. Identify the City’s operational Departments within the pre-defined scope.
Analyze each department and determine the process inputs, outputs and
byproducts.

3. Determine if the department’s byproducts or outputs can interact with the
environment.

4. Determine what impact these Aspects have or may have on the environment.

5. Eslablish an evalualion criterion (o determine the significance of each aspect.

6. Prioritize the aspects in order of the significance of their impacts on the
environment.

7. Select the 3-5 highest prioritized, as “significant” aspects.

5.2. The City will establish a minimum of five environmental objectives and targets
for each three-year CLEAN Communities designation term. When establishing
it’s objectives and targets, City of Portage shall consider the identified significant
aspects in addition to:

1. Legal and other requirements.

2. Any technological options.

3. Financial, operational and business requirements.

4. Views of interested parties.

The objectives and targets established and maintained using the above

considerations will also be consistent with the City’s commitment to prevent

pollution, comply with legal and other requirements, and continual improvement.

5.3.  These environmental Objectives and associated Targets will be documented and
updated at least once a year in preparation for an annual report.

5.4. If any new department or operation is introduced into the City’s management
system, it will be reviewed following the preceding steps of 5.1 and 5.2 during
quarterly Stakeholder Group meetings.

5.5. Programs (Action Plans) will be established to organize and track the progress of
each objective and target. Each program (Action Plan) will have:

1. A project leader

2. A project baseline (starting point)

3. A statement of the project goal (target)

4. Measurement parameter (units of aspect, for example)

5. Project milestones and time-frame
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6. Metrics (documentation, spreadsheets, invoices, work orders,
minutes)
7. Strategies (tasks and sub-tasks)

6.0 REF.DOCUMENTS AND FORMS
Aspect Scoring Criteria (attached)
Aspects Identification (EMP-001-01)
Current Environmental Aspects with Applicability of Legal Requirements (EMP-001-02)
Basis for Objective and Target Selection (EMP-001-03)
Objective and Target Program (EMP-001-04)
7.0 RECORDS
Identified Processes
Current Aspects and Impacts and Significance
Selected Objectives and Targets
Environmental Management Programs for Objectives and Targets
8.0 REVISION HISTORY
a Review and
Revision ate Nature of Change Approval
September 4, 2009 Original Issue
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 002 Legal and Other Requirements

1.0 PURPOSE
1.1.  The purpose of this procedure is to establish a method to identify and have access
to legal and other requirements that apply to the environmental aspects of the City
of Portage’s activities, operations and services.
2.0 SCOPE
2.1.  Only those aspects that Portage can control and over which it can be expected to
have an influence will be considered.
3.0 RESPONSIBILITY
3.1. It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that
all requirements of this procedure are carried out.
4.0 DEFINITIONS
None
5.0 PROCEDURE
5.1.  The SCL will utilize one or more of the following sources of information to
identify and then have access to the appropriate legal and other environmental
requirements. Additional resources may be used, as they become known.
e C(City attorney
e Consulting firm
e http://www.access.gpo.gov/nara/index.html
e http://www.epa.gov/
e http://www.astm.org/
e http://www.osha.gov/
e http://www.in.gov/idem
e Qutside briefings and meetings
e Training and education
e OQutside professionals
5.2.  The City’s SCL or designee will determine how applicable laws apply to the
identified aspects.
City of Portage Document No. EMP-002 Revision Date: September 4, 2009
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5.3. Applicable legal requirements and other requirements will be taken into account
when maintaining the environmental management system.

5.4. The record of legal and other requirements will be kept up-to-date, and reviewed
at least annually by the SCL.

6.0 REF.DOCUMENTS

Current Environmental Aspects with Applicability of Legal and Other Requirements

(EMP-001-02)
7.0 RECORDS

Identified Aspects and Applicability of Legal and Other Requirements
8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval

September 4, 2009 Original Issue
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 003 Resources, Roles, Responsibility and Authority

1.0 PURPOSE
1.1.  This procedure prescribes, documents, and communicates the City of Portage’s
EMS roles, responsibilities and authorities.
20 SCOPE
2.1.  This procedure applies to EMS roles, responsibilities and authorities at the
facility.
3.0 RESPONSIBILITY
3.1.  See details in Section 5.0
4.0 DEFINITIONS
4.1. Stakeholder Group (SG): Representatives from various departments operating at
the City of Portage and representing, but not limited to, Streets Department, Parks
Department, Marina, City Hall, County Solid Waste District and Waste Water
Treatment Plant.
4.2.  Stakeholder Committee Leader (SCL): This person is appointed by the Mayor
and has day-to-day control over the EMS.
4.3. Top Management: The highest level of management of the City (Mayor).
50 PROCEDURE
Top Management

The Mayor shall function as top management and has the ultimate authority of the EMS by:

e reinforcing and communicating organizational commitment in the Environmental
Policy;

e appointing and empowering a SCL;
e providing resources essential to the implementation and maintenance of the EMS;
e reviewing EMS Objectives, Targets and Management Programs;

e incorporating environmental and pollution prevention planning in the development of
new processes and services and the modification of existing processes and services;
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e overseeing Management Reviews to assure the continuing suitability, adedquacy and

effectiveness of the EMS;
SCL - Stakeholder Committee Leader

The SCL is responsible for the day-to-day control over the EMS by:

e ensuring that the EMS requirements are established, implemented, and maintained in
accordance with the current EMS and applicable Legal and Other Requirements;

e leading the SG in the development of the significant EMS Aspects;
leading the SG in establishment of the EMS Objectives, Targets, and Management

Programs;

e reviewing and approving the significant environmental aspects and the objectives and

targets,

e reporting to the Mayor on the performance of the EMS for informational purposes and as

a basis for improvement;

e meeting quarterly to identify pollution prevention opportunities related to new/modified

processes, services, or operations;

e generally supporting the EMS activities of the City.

SG — Stakeholder Group Members

Stakeholder Group Members shall function as the advisory committee on the EMS by:

meeting quarterly to identify changes in operations which require revisions to the EMS;
e meeting quarterly to identify pollution prevention opportunities related to new/modified

processes, services, or operations;

assisting the SCL with overall EMS responsibilities;
e participating in the identification and ranking of the EMS Aspects and Impacts;
reviewing and commenting on proposed EMS Objectives, Targets, and Management

Programs;

performing other EMS tasks assigned to them by the SCL; and,

providing constructive input for continual improvement.

Department Heads

Department Heads shall support the SCL’s fulfillment of his or her EMS responsibilities for the
activities, products, and services within the areas of their individual management responsibilities.
This includes maintaining appropriate EMS work instructions applicable to their areas of
responsibilities, conducting associated training, and communicating with the Stakeholder Group

on new processes, services, or operations.

Employees and Contractors

Employees and contractors shall understand, accept, and conform with the Environmental Policy
and EMS requirements which apply to their job responsibilities and work activities.

City of Portage
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EMS ORGANIZATIONAL CHART

Mayor
r
A 4
Department Stakeholder Stakeholder
Heads < » Committee |e¢ > Group
Leader

'y

4

Employees and
Contractors

6.0 REF. DOCUMENTS

Environmental Policy
Environmental Stakeholder Group Quarterly Meeting Agenda and Minutes (EMP-003-

01)
Stakeholder Committee Members (EMP-003-02)
7.0 RECORDS

None

8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-003 Revision Date: Sept. 4, 2009
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ENVIRONMENTAL STAKEHOLDER GROUP

QUARTERLY MEETING AGENDA AND MINUTES

DATE:

List of Attendees:

Follow-Up from the Last Stakeholder Committee Meeting:
What items required follow-up? What is their status?

Are there any other items discussed at the last meeting that need to be discussed further?

Discuss follow-up items from deficiencies identified during annual QLP audit and the progress on

correcting them.

Are there any new or proposed municipal processes/services or modifications of processes/services
where we need to incorporate environmental and pollution prevention planning to reduce the
municipality’s impact on the environment?

City of Portage

Document No. EMP-003-01

Revision Date: April 29, 2010

Name: SG Meeting Agenda

Revision Number: 1
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Review progress on objectives, targets, and action plans.
Provide a summary of the discussion. Record any changes to the objectives, targets, and action
plans, who proposed the change, and the reasoning behind it.

1.

Are there any changes to the Quality of Life Plan or its procedures? Are there documents that
need to be reviewed and/or approved by the stakeholder committee?

Explain which document and version are being changed and/or reviewed. For historical
reference, describe the reason behind the change (if applicable), who proposed it, and any
required actions.

City of Portage Document No. EMP-003-01 Revision Date: April 29, 2010
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Has a legal or compliance evaluation been performed to ensure compliance with all applicable
environmental laws, regulations, and permit conditions?

If yes, record the results, associated follow-up, and status of the evaluation.

If no, please indicate when the next compliance evaluation will occur.

Other items that need to be discussed:
Please include the topic, summary of discussion, and conclusion.

Action Items for Next Meeting:
What items require action that will be reported on during the next meeting? Who is responsible

for following up?

The next Stakeholder Committee Meeting will be:

(date)

(time)

(location)
City of Portage Document No. EMP-003-01 Revision Date: April 29, 2010
Name: SG Meeting Agenda Revision Number: 1 Page 3 of 4

UNCONTROLLED COPY WHEN PRINTED



Review and

Revision Date Nature of Change Approval
Sept. 4, 2009 | Original Issue
April 29, 2010 | Updated template to more accurately document
discussions and decisions at stakeholder meetings
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Stakeholder Committee Members

The people listed below are members of the City of Portage’s Stakeholder Committee and are
responsible for creating, maintaining, and implementing the Quality of Life Plan as indicated in
EMP-003 Resources, Roles, Responsibility and Authority.

Harbor Master

Name Position E-mail Phone
James Snyder Mayor of Portage jsnyder@portage-in.com 219-762-
5425
A.J. Monroe Director of ajmonroe@portage-in.com 219-762-4204
Community
Development
Stakeholder
Committee Leader
Randy Reeder Assistant
Superintendent of rreeder@portage-in.com 219-762-4564
Streets and Sanitation
Jenny Orsburn Superintendent of jorsburn@portage-in.com 219-762-1675
Parks and Rec.
Don Superintendent of DSLawny@verizon.net 219-743-5626
Slawinikowski Water Reclamation
Barb Lusco Portage Marina Portage.marina@frontier.com | 219-763-6833

Therese Davis

Executive Director
Porter County
Recycling and Waste
District

tdavis@itmeanstheworld.org

219-465-3694

Sandra McDaniel

Project Manager,
MS4 Coordinator

smcdaniel@portage-in.com

219-764-5745

Joe Eberts GIS Coordinator jeberts@portage-in.com 219-764-6427
Tom Fieffer Fire Chief tfieffer@portage-in.com 219-762-7404
Revision History
Revision Date Changes Made Review and
Approval
Sept. 4, 2009 Original Issue
May 5, 2014 Revisions
City of Portage Document No. EMP-003-02 Revision Date: May 5, 2014
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 004 Environmental Training, Awareness and Competence

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish a method to ensure that employees
and subcontractors at each relevant function are aware of the key issues of the
Environmental Management System.

20 SCOPE

2.1.  This procedure applies to all departments considered within the scope of the
Environmental Management System as identified in EMP-001-01.

3.0 RESPONSIBILITY

3.1. It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that
all requirements of this procedure are carried out.

4.0 DEFINITIONS

None

5.0 PROCEDURE

5.1.  The Department Heads will identify the appropriate environmental training needs
for all employees and those working on behalf of the City of Portage who, in their
job may create a significant environmental impact, and ensure that these
employees receive the appropriate training.

In addition to providing this training, all employees and any visiting contractors
will be made aware of:

e The importance of conformance with the environmental policy and
procedures that they are responsible for, and with the requirements of the
environmental management system.

o The significant environmental impacts, actual or potential, of their work
activities, and the environmental benefits of improved performance.

o Their roles and responsibilities in achieving conformance with the
environmental policy and procedures and with the requirements of the

City of Portage Document No. EMP-004 Revision Date: Sept. 4, 2009
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Environmental Management System, including the emergency
preparedness and response requirements.

e The potential consequences of not following specified operating
instructions.

5.2.  Training will be provided in one or more of the following methods:

Group meetings

One on one individual training

Hand outs and or documents to be read and learned
On the job training

5.3.  All employees and all persons working for or on behalf of the City of Portage,
whose job can cause a significant environmental impact, will be assessed for their
ability to perform their tasks in a competent manner. Assessment will be made
using one or all of the following:

e Internal Auditing
e Job Performance Reviews / Work Reviews
e Corrective Actions/Preventive Actions
e Informal feedback in Training Sessions
5.4. Competence will be accomplished using one or more of the following:

e Education
e Training
e Experience

5.5.  Each Department Head or Supervisor is responsible for ensuring that employees
within their department receive the required environmental training.

5.6.  Each Department is responsible for retaining records associated with training and
communication for employees and contractors.

City of Portage Document No. EMP-004 Revision Date: Sept. 4, 2009
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6.0 REF. DOCUMENTS AND FORMS

Training Requirements (EMP-004-01)

Awareness Training Record (EMP-004-02)

List of Contractors required to have Environmental Awareness Information (EMP-004-
03)

Contractor Environmental Awareness Information (EMP-004-04)

7.0 RECORDS
Training Records

8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original I[ssue
City of Portage Document No. EMP-004 Revision Date: Sept. 4, 2009
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Environmental Awareness
TRAINING RECORD

Department: or Group:

Training Date:

Review of Environmental Policy

Review of Significant Aspects

Review of Current Objectives and Targets

IR

Review of appropriate procedures or work instructions

Procedures / work instructions reviewed:

L

Review of appropriate forms

Forms reviewed:

[ ] | Review of Emergency Action Plan

[] | Other:

Instructor / Supervisors name: Date of Training:

Signature:
City of Portage Document No. EMP-004-02 Revision Date: Sept. 4, 2009
Name: Environmental Awareness Training Revision Number: 0 Page 1 of 3
Record

UNCONTROLLED COPY WHEN PRINTED




EMS Awareness
TRAINING RECORD
SIGN-IN

Department or Group:

Training Date:

Trainee Sign-In

Name (Print) Signature Department
Instructor / Supervisors name: Date of Training:
Signature:
City of Portage Document No. EMP-004-02 Revision Date: Sept. 4, 2009
Name: Environmental Awareness Training Revision Number: 0 Page 2 of 3
Record
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Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-004-02 Revision Date: Sept. 4, 2009

Name: Environmental Awareness Training
Record

Revision Number: 0

Page 3 of 3
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LIST OF CONTRACTORS
Required to Have
Environmental Awareness Information

Date Added Contractor Name Date Info Provided

May 5,2014 | (IT Contractor) Iddea Group

Sy 9, 20kt Sludge Hauler

May 53,2014 | piikerton Ol

My S, 2012 Various Heating and Air Contractors

May 5, 2014 Recycling & Waste Reduction District of Porter County

May 5, 2014 (trash / recycling hauler)

May 5, 2014 Used oil, antifreeze, etc collection services
City of Portage Document No. EMP-004-03 Revision Date: May 5, 2014
Name: Contractors Required to have env. info Revision Number: 0 Page 1 of 2
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Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
May 5, 2014 Revision
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Revision Number: 0
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CONTRACTOR ENVIRONMENTAL AWARENESS INFORMATION

Signature by Contractor Required (see below)

All contractors working at the City of Portage are required to comply with the requirements of the Environmental
Management System and the environmental policy. This document provides general awareness information for the
City of Portage’s environmental policy, environmental aspects, and the environmental management system.

Environmental Policy

The City of Portage is committed to providing a safe, clean and healthy community by
continually improving the quality of life for its current and future residents. Businesses and
organizations will be assisted in making sound environmental decisions in accordance with best
available technology and practices in every step of their proceedings. We plan to do this by:

1. Fostering environmental leadership, community awareness, education and cooperation
among its employees, residents, business entities and our neighboring communities and
industries.

2. Encouraging the conservation of fossil fuels throughout the City.
3. Utilizing pollution prevention practices to protect our air, soil and water.
4. Promoting energy and resource efficiency in all city departments.

5. Committing to operate in compliance with relevant environmental legislation, regulations
and voluntary commitments.

6. Protecting the natural resources in the diverse eco-system in which we live.
7. Sharing environmental decisions and performance information with the community.
City of Portage’s significant environmental aspects include:

Bio-Solids— land applied as Class B
Effluent to Burns Waterway
Sanitary Waste

Environmental Management Basics

Contractors shall not bring chemicals or hazardous materials on-site without prior approval by your City of Portage
Project Manager.

Contractors are not allowed to discharge to drains and/or sewers.
Contractors shall provide adequate spill/release prevention for all bulk materials.

Contractors shall immediately notify the City of Portage Project Manager of any spills, releases, or other
environmental incidents.

City of Portage Document No. EMP-004-04 Revision Date: Sept. 4, 2009
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Contractors shall properly label, store, and dispose of all waste materials generated from their activities per City of
Portage procedures or guidance.

Contractors must be sensitive to the effects of noise, odor, light, fugitive dust emissions, and traffic movement to the
work site and in the local community.

Contractors shall be required to prepare and maintain records pertaining to the work performed in accordance with
environmental regulatory requirements, including record retention requirements.

Contractors shall ensure protection of the natural environment surrounding the work area.
Contractor shall ensure that all employees are properly trained on such things as the proper handling of material and

equipment, proper response to incidents involving their material and general information relating to the City of
Portage’s Environmental Management System.

Certification: [review and sign]

I have reviewed and understand the information contained in this document. I also understand that the City of
Portage staff have the right to audit our activities and those of our Suppliers/Contractors with regards to our on-site
activities. 1 further understand that activities pertaining to service and/or maintenance contracts may require
submission of this form on an annual basis. The City of Portage Project Manager should be contacted to make this
determination.

COMPANY
Name
Name

Title

Signature

Date

All completed contractor training forms should be signed and returned to the appropriate department responsible
for training the contractors. The Department of Public Works will also receive a copy of the form.

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-004-04 Revision Date: Sept. 4, 2009
Name: Contractor Env. Awareness Information Revision Number: 0 Page 2 of 2
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 005 Communication

1.0 PURPOSE
1.1.  The purpose of this procedure is to establish methods of communication within
the City of Portage and to external interested parties.
2.0 SCOPE
2.1.  Only the information regarding the City of Portage Environmental Management
System (EMS) issues will be required to be transmitted, using this procedure.
3.0 RESPONSIBILITY
3.1. It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that
all requirements of this procedure are carried out.
40 DEFINITIONS
None
5.0 PROCEDURE
5.1.  The SCL will ensure at least one of the following methods to communicate
relevant information both internally and to the public:
e Environmental alerts
e Meetings (record to be created)
e Notices; Memos
e Procedures
e E-mail, mail, fax
e Phone (record to be created)
e Monthly City of Portage Newsletter (Internal e-mail)
e Web site
e One Man’s Trash
e Sewer bills
e PSAs & Newspaper articles
e Mayor’s Night Out
City of Portage Document No. EMP-005 Revision Date: Sept. 4, 2009
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Potential Topics

e Environmental Policy

e Objectives, Targets and Performance

e Roles, Qualifications and Training Requirements

o Significant Environmental Aspects

e System Procedures and Operational Procedures

e Scheduled Environmental Training Classes

e Actual and Potential Environmental Emergency Situations
o Other relevant environmental information

Internal Communication

5.2

5.3.

5.4.

The SCL will ensure that the City of Portage Environmental Policy is
communicated to all personnel.

Department Heads or Supervisors will communicate relevant environmental
management system information to personnel under their direction.

All personnel are responsible for reporting environmental concerns to their
Supervisor. In the event of an emergency and the Supervisor is not available,
personnel should report to other on-site supervisors.

External Communication

5.5.

5.6.

5.7.

All external communications relating to the environmental management system
will be handled by the SCL.

Any external communication received by personnel relating to the environmental
management system will be forwarded to the SCL.

The SCL will document in an external communication log all relevant incoming
communications from external interested parties and respond in a manner
appropriate to the topic.

Community and Business Qutreach

5.8.

The SCL will communicate important issues related to the City of Portage’s
environmental performance and environmental issues in general to the community
and businesses. Topics may include: recycling opportunities, water conservation
tips, household hazardous waste collection event opportunities, drinking water
testing results, Tree City participation, emergency procedures, etc.

City of Portage
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5.9. The SCL will communicate progress toward achieving the objectives and targets
(the five CLEAN activities or projects) to the community and businesses. This
would include the results of the CLEAN Annual Performance Report.

5.10. The SCL will prepare and submit the CLEAN Annual Performance Report to
IDEM and the City of Portage via the Mayor while maintaining CLEAN
membership. Annual Performance Reports are due 2 months after completion of
each year in the program. (For example, if the City is designated September 1,
2009, the reports are due November 1 of each year starting in 2010.)

5.11. The SCL will schedule an annual audit with IDEM while maintaining CLEAN

membership.

5.12. The SCL will renew, if desired, the CLEAN membership every three years.

6.0 REF.DOCUMENTS

External Communication Log (EMP-005-01)
7.0 RECORDS
External Communications Log (EMP-005-01)

8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-005 Revision Date: Sept. 4, 2009
Name: Communication Revision Number: 0 Page 3 of 3
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External EMS Communication Log

Item
(letter,
email, etc.) From Date Subject Assigned to: Response
City of Portage Document No. EMP-005-01 Revision Date: Sept. 4, 2009

Name: External QLP Communication Log

Revision Number: 0

Page 1 of 2
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External EMS Communication Log

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-005-01 Revision Date: Sept. 4, 2009

Name: External QLP Communication Log

Revision Number: 0

Page 2 of 2
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 006 Document Control

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish methods for the control of documents

required by this EMS.
2.0 SCOPE

2.1.  Only those documents required by the EMS will be required to be controlled.
Records generated as part of the EMS are controlled in accordance with the EMS
Procedure titled Records.

3.0 RESPONSIBILITY
3.1. Tt is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that
all requirements of this procedure are carried out.
4.0 DEFINITIONS
None
5.0 PROCEDURE

5.1. Any city employee or stakeholder can author or request revision to an EMS
document and submit it to the SCL.

5.2.  Any changes to a controlled document will be documented in the Revision
History section of that document. Revised documents will be resubmitted to the
SCL.

5.3.  All EMS documents will be reviewed for content and legibility then approved for
adequacy by the SCL prior to issue.

5.4. The SCL will provide the changes to the City Planner. It is the responsibility of
the City Planner to make the changes to the requested documents. Evidence of
approval will be the availability of the document in the appropriate database on
the Main Server, website, and backup.

City of Portage Document No. EMP-006 Revision Date: Sept. 4, 2009
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5.5.  Once a document has been approved, it will be dated and issued by posting on the
Main Server and website in read only format.

5.6.  Non controlled copies will be available at needed locations.

5.7.  All issued documents will be reviewed and reissued at least annually by the SCL.

5.8.  Any documents no longer valid will be obsolete.

5.9. All hard copies of controlled documents of external origin will be identified and
distribution will be controlled. (For example — permits and letters from regulatory
agencies.)

6.0 REF. DOCUMENTS

External Document Control Log (EMP-006-01)
EMS Master List (EMP-006-02)

7.0 RECORDS

8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-006 Revision Date: Sept. 4, 2009
Name: Document Control Revision Number: 1 Page 2 of 2
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ENVIRONMENTAL MANAGEMENT SYSTEM

MASTER LIST OF DOCUMENTS

Item Version / Date
Documents
Mission Statement/Environmental Policy Sept. 4, 2009
Environmental Manual Sept. 4, 2009
Procedures and Forms
EMP-001 Identification of Aspects Sept. 4, 2009
e EMP-001-01 Aspects Identification Sept. 4, 2009
e EMP-001-02 Current Environmental Aspects with Sept. 4, 2009
Applicability of Legal and Other Requirements
EMP-001-03 Basis for Objective & Target Selection Sept. 4, 2009
e EMP-001-04 Objective & Target Program Sept. 4, 2009
EMP-002 Legal and Other Requirements Sept. 4, 2009
EMP-003 Resources, Roles, Responsibility and Authority Sept. 4, 2009
e EMP-003-01 Environmental Stakeholder Group Quarterl
Meeting Agenda and Minutes PY ’ Sept. 4, 2009
e EMP-003-02 Stakeholder Group Members May 5, 2014
EMP-004 Environmental Training, Awareness, and Competence Sept. 4, 2009
EMP-004-01 Training Requirements Sept. 4, 2009
e EMP-004-02 Environmental Awareness Training Record Sept. 4, 2009
° EMP-OO4-O3 List of Contractors Re.quired to have May 5, 2014
Environmental Awareness Information
° EMP-OOfl-04 Contractor Environmental Awareness Sept. 4, 2009
Information
EMP-005 Communication Sept. 4, 2009
e EMP-005-01 External Communication Log Sept. 4, 2009
EMP-006 Document Control Sept. 4, 2009
e EMP-006-01 External Document Control Log May 5, 2014
e EMP-006-02 Master List of Documents May 5, 2014
EMP-007 Emergency Preparedness and Response Sept. 4, 2009
e EMP-007-01 Environmental Response Plan Sept. 4, 2009
EMP-008 Monitoring of Operations Sept. 4, 2009
EMP-009 Operational Controls Sept. 4, 2009
e EMP-009-01-WI Standard Laboratory Methods Conventional
City of Portage Document No. EMP-006-02 Master List Revision Date: May 5, 2014
Name: Master List Revision Number: 1 Page 1 of 2
of Documents
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ENVIRONMENTAL MANAGEMENT SYSTEM

MASTER LIST OF DOCUMENTS

Item

Version / Date

Pollutants(for significant aspects of WWTP Sludge, effluent,
influent)

EMP-009-02-WI Operation and Maintenance Manuals WWTP

EMP-009-03-WI WWTP Operator Certification

EMP-009-04-WI WWTP In-House Training Manual

EMP-009-05-WI SOPs for Transport and Agronomy

EMP-009-06-WI Tree Inventory

EMP-009-07-WI Composting

EMP-009-08-WI Energy Consumption

EMP-009-09-WI Recycling (Information Sheet w/bins)

EMP-009-10-WI Paper Use (SOPs for purchasing paper and
printing)

EMP-010 Compliance Evaluation Sept. 4, 2009
EMP-011 Corrective and Preventive Action Sept. 4, 2009

° EMP-QI 1-01 Corrective or Preventive Action Request and Sept. 4, 2009

Tracking Form

EMP-012 Records Sept. 4, 2009

e EMP-012-01 Record Retention Table Sept. 4, 2009
EMP-013 Audits Sept. 4, 2009
EMP-014 Management Review N/A

e EMP-014-01 Management Review Agenda and Minutes Sept. 4, 2009

Review and

Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue

City of Portage Document No. EMP-006-02 Master List Revision Date: May 5, 2014

Name: Master List Revision Number: 1 Page 2 of 2

of Documents
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 007 Emergency Preparedness & Response

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish methods to identify the potential for
and to respond to environmental accidents and emergency situations, and for
preventing and mitigating the environmental impacts that may be associated with

them.

20 SCOPE

2.1.  This procedure covers those situations where accidents or emergencies may cause
an environmental impact such as:

e Fires and explosions
e Releases and spills (including spills from highway and rail traffic)
e Severe Weather (including heat, winter storms, tornados, and flooding)

3.0 RESPONSIBILITY

3.1. It is the responsibility of the Mayor to ensure that all requirements of this

procedure are carried out.

4.0 DEFINITIONS

4.1. Environmental Aspect - An element of Portage’s activities, operations or services
that can interact with the environment.

4.2.  Environmental Impact — Any change to the environment, whether adverse or
beneficial, wholly or partially resulting from Portage’s aspects.

City of Portage

Document No. EMP-007

Revision Date: Sept. 4, 2009

Name: Emergency Preparedness & Response

Revision Number: 0
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5.0 PROCEDURE

5.1. The City of Portage convenes a team (stormwater board, environmental
stakeholder group, City council, etc.) to identify any potential environmental
accident or emergency situation. The current list of identified potential
environmental accidents or emergency situations is included attached to this
procedure.

5.2. Once a potential accident and/or emergency situation has been identified, plans
will be established to respond to these potential situations. The plans will also
include prevention and mitigation measures to minimize environmental impacts
arising from any identified accident or emergency that does occur.

5.3.  These developed plans may include:

e Key members of response teams

e Communication and coordination mechanisms for working with other
municipalities, federal agencies, and state agencies

e Descriptions of emergency response equipment

e Community Maps showing locations of response equipment

e Identification of any response service

e Emergency response procedures

5.4.  All emergency procedures and plans will be tested if it is possible to do so, at least
annually.

5.5. The team will then review their plan(s) at least annually or after any
environmental accident or emergency has occurred.

5.6. The City of Portage may use the following methods to communicate emergency
situations to its residents

¢ Emergency sirens

e Loud speakers on emergency vehicles

e Local radio stations

e Local television stations

e Website

6.0 REF.DOCUMENTS
City of Portage Emergency Management Plan - located on the city website, in
the Mayor’s Office, and with every department head.
Porter County Emergency Management Plan - This plan is kept in the Porter
County Commissioner’s office and in the County Emergency Management Dept.
City of Portage Document No. EMP-007 Revision Date: Sept. 4, 2009

Name: Emergency Preparedness & Response

Revision Number: 0
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County Emergency Management Plan - City Hall
Emergency Flood Response Plan - Porter County Emergency Management
Office

National Incident Management System Guide - The NIMS document is on the
city website and a copy of it is kept in Fire Station # 1 in the Chief's office.

Spill Prevention Control & Countermeasures Plan - Porter County
Stormwater Quality Management Plan - Original is kept at the Waste Water
Treatment Plant.

70 RECORDS

Annual test records
Annual review records

8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-007 Revision Date: Sept. 4, 2009
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City of Portage
Environmental Response Plan

In the event of a FIRE:

Employees properly trained in fire extinguisher use shall extinguish and/or contain small
fires
If necessary, supervisors will call 911
Supervisor will initiate a shutdown process including:
o Turning off all appropriate equipment
o Close natural gas valves
o Shutdown air compressors
o Removing other ignition sources

Attempt to contain contaminated water within the facility boundaries
If necessary, supervisors will initiate evacuation procedures utilizing the paging system

In event of severe WEATHER:

Upon a severe weather warning, conduct a facility tour and cover or protect potential
sources of environmental contamination
If necessary, supervisor will notify employees of precautionary steps to be taken

In the event of a REPORTABLE SPILL:

e Attempt to stop the flow of material
e Attempt to contain the material with absorbents
e Isolate the area if necessary to avoid contact and migration
o Notify the Fire Department for further action and to determine proper agency notification
e Properly dispose of materials used to clean up the spill
City of Portage Document No. EMP-007-01 Revision Date: Sept. 4, 2009

Name: Environmental Response Plan

Revision Number: 0
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City of Portage
Mitigation

The Mayor will evaluate the extent of the environmental impact and implement appropriate
mitigation and notification measures. Measures may include:

e Calling outside contractors or other professionals
e Notify County LEPC coordinator
¢ Notify other regulatory agencies, as appropriate
e File any required reports
City of Portage Document No. EMP-007-01 Revision Date: Sept. 4, 2009

Name: Environmental Response Plan

Revision Number: 0
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City of Portage
Preventive Actions

In order to prevent FIRES the City will:

Provide necessary training on fire prevention and control
Insure that flammable materials are properly stored
Minimize volume of flammable materials stored
Maintain good housekeeping

Use of safety cans, if necessary

Inspect for natural gas leaks, periodically

Annual inspection of electrical equipment

In order to prevent adverse effects of SEVERE WEATHER the SCL will:

e Provide training on response to severe weather warnings

In order to prevent SPILLS the SCL will:

Provide training on spill prevention

Minimize number of open containers

Provide secondary containment when appropriate
Maintain any water separator systems

Inspection of hydraulic systems

Revision History of Information Listed

Revision Date

Nature of Change

Review and
Approval

Sept. 4, 2009

Original Issue

City of Portage

Document No. EMP-007-01

Revision Date: Sept. 4, 2009

Name: Environmental Response Plan

Revision Number: 0
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 008 Monitoring of Operations

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish methods to monitor and measure the
key characteristics of City of Portage processes that can have or cause a
significant impact on the environment.

2.0 SCOPE

2.1.  Processes that can or do create significant aspects will be considered when
establishing operational controls.

2.2.  Key characteristics of processes that create aspects associated with objectives and
targets will be monitored.

3.0 RESPONSIBILITY

3.1. It is the responsibility of the Stakeholder Committee Leader to ensure that all

requirements of this procedure are carried out.
4.0 DEFINITIONS

4.1.  Significant Environmental Aspect - An aspect that has a significant environmental
impact on the environment.

4.2.  Significant Environmental Impact — Any change to the environment, whether
adverse or beneficial, wholly or partially resulting from City of Portage’s aspects
and that has been evaluated by the City of Portage and found to be significant by
City of Portage criteria.

5.0 PROCEDURE
5.1.  City of Portage will convene a Stakeholder Group and complete the following
steps, to monitor specific characteristics of our processes.
1. Review the aspects that can have a significant impact on the environment.
2. Identify the processes (operations and activities) that are associated with
these significant environmental impacts.
3. Determine what operational controls are necessary to manage these
processes.
City of Portage Document No. EMP-008 Revision Date: Sept. 4, 2009
Name: Monitoring of Operations Revision Number: 0 Page 1 of 2

UNCONTROLLED COPY WHEN PRINTED




4,
the appropriate processes in order to achieve City of Portage’s
environmental objectives and targets.

5. Monitor and record, following an established schedule, the key
characteristics of the processes and the corresponding performance metrics
in City of Portage programs to facilitate the achievement of City of
Portage’s Environmental Policy, Objectives and Targets.

a. Items determined to be necessary to be monitored include:
Volume of recyclables, amount of electricity used, amount of
natural gas used, volume of paper purchased and volume of paper
inventory, counting trees, laboratory results of sludge, number of
households and departments participating in recycling and cubic
yards of compostable material entering and product leaving the
site, volume of sludge, lab analysis of effluent, water quality
parameters of effluent (state permit issued parameters), average
daily flow of effluent, average daily flow of sanitary entry to
WWTP, and water pollutants entering the WWTP. This list may
be revised as new objectives and/or significant aspects are selected.

b. Any devices that are required to measure key characteristics of the
identified processes will be calibrated. Records of calibration will
be maintained.

6.0 REF.DOCUMENTS

Aspect scoring criteria (attached to EMP-001)
70 RECORDS

Identified Processes

Identified Aspects

Significant Aspects

Selected Objectives and Targets
Calibration records

Process evaluation metrics

8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-008 Revision Date: Sept. 4, 2009
Name: Monitoring of Operations Revision Number: 0 Page 2 of 2

UNCONTROLLED COPY WHEN PRINTED




ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 009 OPerational Controls

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish methods and identify required work
instructions to be established to cover situations where their absence could lead
to:

e deviations from the environmental policy,

e loss of control of significant aspects, or

e the failure to achieve environmental objectives and targets.
2.0 SCOPE

2.1.  Processes that can or do create significant aspects will be considered when
establishing operational controls.

2.2. Processes that create aspects associated with objectives and targets will be
considered when establishing operational controls.

3.0 RESPONSIBILITY

3.1. It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that

all requirements of this procedure are carried out.
4.0 DEFINITIONS

4.1.  Significant Environmental Aspect - An aspect that has a significant environmental
impact on the environment.

42.  Significant Environmental Impact — Any change to the environment, whether
adverse or beneficial, wholly or partially resulting from City of Portage’s aspects
and that has been evaluated by City of Portage and found to be significant by the
City of Portage’s criteria.
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5.0 PROCEDURE

5.1.  The City of Portage will convene a Stakeholder Group and complete the following
steps, in order to identify the need for individual work instructions to control the
operations where their absence could lead to deviations from the environmental
policy, control of identified significant aspects, or the objectives and targets.

e Review the Aspects that can have a significant impact on the environment.

o Identify the associated processes (operations and activities) for those
aspects.

e Determine what operational controls and/or criteria, are necessary to
manage these processes.

e In addition, determine what operational controls/criteria are necessary to
manage the appropriate processes in order to achieve the City of Portage’s
Environmental Policy, and Objectives and Targets.

e Create appropriate work instructions if required, to achieve the desired
result.

5.2. Communicate and train personnel on the use of appropriate work instructions.

5.3. Communicate with contractors on relevant areas of our Environmental
Management System. Potential methods to communicate are:

Signage

Sign-in Sheets/Logs (Specific)

Letters or Notification sent out (Generic)

Inclusion of boilerplate statements on Purchase Orders. (Generic)
Other

5.4. Records of communications will be maintained.

6.0 REF.DOCUMENTS

Significant Aspects (EMP-001-02)
Objectives and Targets (EMP-001-04)
Environmental Policy

Identified Departments

7.0 RECORDS

Employee Communication and Training

City of Portage Document No. EMP-009 Revision Date: Sept. 4, 2009

Name: Operational Controls Revision Number: 0 Page 2 of 3

UNCONTROLLED COPY WHEN PRINTED




8.0 REVISION HISTORY

Revision Date

Nature of Change

Review and
Approval

Sept. 4, 2009

Original Issue

City of Portage

Document No. EMP-009

Revision Date: Sept. 4, 2009

Name: Operational Controls

Revision Number: 0

Pagg 3 0of3

UNCONTROLLED COPY WHEN PRINTED




ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 010 Compliance Evaluation

1.0 PURPOSE
1.1.  The purpose of this procedure is to establish methods to periodically evaluate the
City of Portage’s compliance with its relevant environmental legislation and
regulations and other requirements to which City of Portage subscribes.
2.0 SCOPE
2.1.  Compliance will be evaluated only to those laws and regulations or other
requirements that govern the aspects that City of Portage has or can create as a
result of its operations.
3.0 RESPONSIBILITY
3.1. It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that
all requirements of this procedure are carried out.
4.0 DEFINITIONS
4.1.  Other requirements — Examples of other requirements covered by this procedure
are agreements and programs that the City of Portage has elected to participate in
such as IDEM’s CLEAN Community Challenge Program and Clean Marinas.
50 PROCEDURE
5.1.  The SCL will establish a compliance evaluation schedule.
5.2.  To determine compliance, one of the following methods will be used:

1. Hire a compliance consultant to perform a comprehensive compliance
evaluation.

2. Using qualified internal personnel, conduct a comprehensive compliance
evaluation following an audit plan.

3. Using qualified internal personnel evaluate all the appropriate legislation
and regulations and evaluate City of Portage’s compliance by reviewing its
performance as compared with the specified legal or other requirements
using an evaluation plan.
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4. Review status on compliance to the requirements of the City of Portage
environmental permits or other requirements.
5. Any combination of the above.

5.3. Environmental Management System corrective actions shall be created to address
any issues / deficiencies identified during the compliance evaluation.

5.4. Records of the compliance status will be created and maintained.

6.0 REF. DOCUMENTS

Corrective and Preventive Action (EMP-011)
7.0 RECORDS

Compliance Evaluation Schedule

Compliance Status

Corrective Actions

8.0 REVISION HISTORY

Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-010 Revision Date: Sept. 4, 2009
Name: Compliance Evaluation Revision Number: 0 Page 2 of 2

UNCONTROLLED COPY WHEN PRINTED




ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP -011 Corrective and Preventive Action

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish methods to identify responsibility and
authority for handling and investigating actual and potential deficiencies, taking
actions to mitigate impacts, and handling corrective and preventive actions.

2.0 SCOPE
2.1.  This procedure covers the resolution of deficiencies related to the EMS.

3.0 RESPONSIBILITY

3.1,

3.2.

It is the responsibility of Code-Enforcement and Department Heads to ensure that
all service requests/complaints that have an environmental component are
communicated to the SCL.

It is the responsibility of the SCL to determine if complaints relate to the CLEAN
Community Challenge Objectives & Targets and/or Significant Aspects to ensure
that the deficiencies are addressed. The SCL will include these issues at the
subsequent quarterly Stakeholder Group meetings and determine if they have been
effectively closed out.

4.0 DEFINITIONS

None

5.0 PROCEDURE

5.1.  Any city employee or resident can identify an EMS deficiency or a potential need
for a preventive action from audits, management review meetings, external
information, service requests, and observations.

52  In the event that a deficiency is observed that may have an impact on the
environment, appropriate mitigation will be assigned and conducted according to
the severity of the impact.

53 Deficiencies or preventive action requests that are submitted to the Code
Enforcement or Department Heads that may be related to the environmental
management system will be communicated with the SCL to validate, document,
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and track as appropriate. The Code Enforcement or Department Heads shall
assign the work request to the appropriate personnel for investigation, mitigation
and completion.

5.4  Deficiencies and preventive actions are documented on an appropriate form or
electronically via database (Streets Department) or an equivalent system and made

available to the SCL upon request.

6 REF. DOCUMENTS

Blank Work Request Forms
Service Requests
Corrective or Preventive Action Request and Tracking Form (EMP-011-01)

7 RECORDS

Issued Work Requests
Issued Service Requests
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Corrective or Preventive Action
Request and Tracking Form

Originator:
Signature:

Issued to:

Problem Description:

Found During: [] Internal audit. [JProduction [JRegulatory Review L1 Other

Request Reviewed by:

Signature:

Root Cause:

Short term Action Plan:

Long term Action Plan:

Developed by:

Signature:
Plan Accepted By:

Signature:

Response Plan

SEE NEXT PAGE FOR VERIFICATION AND CLOSE OUT

City of Portage

Document No. EMP-011-01
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Corrective Preventive Action

Request and Tracking Form
(Continued)

Completion Verification

Short Term Actions:

[1 Satisfactory ] Unsatisfactory [1Attach additional information if required
Verified By: Date:

Signature:

Long Term Actions:

[ Satisfactory ~ [] Unsatisfactory [JAttach additional information if required
Verified By: Date:

Signature:

Completion Close Out:
Approved by:

Signature:

REVISION HISTORY
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP -012 Records

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish methods to identify, maintain and
dispose of EMS related records.
20 SCOPE
2.1.  This procedure is applicable for all EMS related records.

3.0 RESPONSIBILITY

3.1

It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that

all requirements of this procedure are carried out.

4.0 DEFINITIONS

None

5.0 PROCEDURE

5.1

5.2.

5.3.

5.4.

All City of Portage EMS related records will be identified by title and/or form

number.

Personnel will use the appropriate forms when specified, to legibly record

information.

All EMS related records will be maintained as indicated by the records retention
table and be readily retrievable. Records pertaining to regulatory compliance will

be maintained according to applicable regulations.

EMS related records may be destroyed at any time after their retention period.

6.0 REF.DOCUMENTS

Record Retention Table (EMP-012-01)

7.0 RECORDS

8.0 REVISION HISTORY

City of Portage

Document No. EMP-012

Revision Date: Sept. 4, 2009

Name: Records

Revision Number: 0

Page 1 of 2

UNCONTROLLED COPY WHEN PRINTED




Review and
Revision Date Nature of Change Approval
Sept. 4, 2009 Original Issue
City of Portage Document No. EMP-012 Revision Date: Sept. 4, 2009

Name: Records

Revision Number: 0

Page 2 of 2

UNCONTROLLED COPY WHEN PRINTED




Environmental Management System
i RECORD RETENTION TABLE
Record Type | Retention Time Period / Storage Location
WATER

NPDES Permits 10 years / WWTP
NPDES Records 10 years / WWTP
Annual Stormwater Analytical Results 5 years / Stormwater Director
MS4 Permit / Stormwater Quality Management Plan 5 years
Stormwater Records 5 years

Spill Pollution Control Countermeasures Plan (SPCC) 5 years

SPCC Records 5 years
_ WASTE

Sludge Disposal Permits or Approvals 10 years / WWTP
Sludge Records 3 years/ WWTP
MISCELLANOUS REPORTS

Annual Tier II Reports and Documentation 5 years

Annual Form R Reports and Documentation 5 years

Spill Reports 5 years

ENVIRONMENTAL MANAGEMENT SYSTEM

CLEAN Audit Reports 5 years / SCL

EMS Training / Communication Records 5 years / By Department
Aspect Identification and Scoring Records 5 years / SCL
Objective and Targets Records 5 years / SCL
Stakeholder Committee Meeting Records 5 years / SCL
Corrective and Preventive Action Records 5 years / SCL
Environmental Public Outreach Records 5 years / SCL
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ENVIRONMENTAL MANAGEMENT SYSTEM PROCEDURE

EMP - 013 Audits

1.0 PURPOSE

1.1.  The purpose of this procedure is to establish methods to audit the EMS to
determine if the EMS conforms to established procedures and its requirements,
plus to determine if the EMS has been properly implemented and maintained, then
to provide appropriate information to management.

2.0 SCOPE
2.1.  This procedure is applicable for EMS audits.
3.0 RESPONSIBILITY

3.1. It is the responsibility of the Stakeholder Committee Leader (SCL) to ensure that

all requirements of this procedure are carried out.
4.0 DEFINITIONS

None
5.0 PROCEDURE

5.1.  The SCL will schedule an audit of the environmental management system at least
annually. The Stakeholder Committee will participate in the audit.

5.2. The SCL will develop an audit program that will include:

e An audit schedule based on the importance of activities and previous audit
results

e Audit methodology, including audit criteria

e Responsibilities, including objectivity and impartiality

e Audit goals

e A documented scope

Audit program may be based on the CLEAN audit checklist.

53. All auditors will have completed sufficient training to understand the
requirements of the EMS. Either through on-the-job training by an existing
auditor or attending a formal training class.
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5.4.  Prior to each audit the auditors will create an audit check list or use an existing
checklist such as the CLEAN audit checklist.

5.5.  Audit results will be documented and provided to the Mayor and IDEM (during
tenure of CLEAN Community membership) for review. The audit results may
also be shared with: City Council, City Department Heads, and other stakeholders,
as appropriate.

5.6.  Corrective actions shall be initiated for deficiencies identified in the audit.

6.0 REF.DOCUMENTS

7.0 RECORDS

Audit Schedule
Audit Methodology
Audit Checklist
Audit Report
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Environmental Management System
Review Annual Agenda and Checklist

Topics

All to be
Reviewed (V)

Notes / Action to be taken

Follow-up Items from Previous Management
Review

Review Environmental Policy

Potential Changes required

Review progress on Objectives and Targets

Should we select new Objectives?
Targets?

Any significant new processes incorporated
on site?

Developments in Legal and other
requirements related to the environmental
aspects?

Will continue as the EMS SCL for
the next year?

Do we have adequate resources needed or
required to implement and maintain the EMS
and continually improve its effectiveness?

Audit Results

Review corrective actions and preventive
actions

Communications from external parties

Were our public outreach efforts successful?

Recommendations for Improvements

Mayor Name:
Signature: Date:
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