
 

T & J IF PRINTED UNCONTROLLED. 
Environmental Management System Manual    Version 4 Page 1 of 19 

 

 

 

 

 

 
 

 

 

 

Environmental Management Systems 

Policy Manual 

 

AS/NZS ISO 14001:2015 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

T & J IF PRINTED UNCONTROLLED. 
Environmental Management System Manual    Version 4 Page 2 of 19 

 

 

 

 

Contents 

INTRODUCTION ............................................................................................................................ 3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

T & J IF PRINTED UNCONTROLLED. 
Environmental Management System Manual    Version 4 Page 3 of 19 

 

 

INTRODUCTION 

T & J Constructions  Pty Ltd has developed the Environmental Systems Manual (“EMS Manual”) to provide overall direction 

of environmental management by the company. The EMS Manual was established based on ISO 14001:2015 – 

Environmental management systems – requirements with guidance for use – as a structured and systematic tool to deliver 

its mandate to protect the environment on all T & J Constructions ’ projects. 

The EMS Manual describes the principles, practices and procedures, which shall be developed and maintained by T & J 

Constructions  to demonstrate its moral ascendancy to the interested parties on all projects. The EMS Manual shall become 

the guiding principle to establish, implement, maintain and continually improve its performance in management its 

environmental aspects and compliance obligations; controlling its risks of threats and opportunities and satisfying the needs 

of expectations of interested parties. 

The EMS Manual shall be subject to review, evaluation and improvement by the HSE Administrator and Top Management; 

to reflect changes in policies, management and procedures. This EMS Manual shall be the basis of T & J Constructions ’ 

effort for continual improvement of its EMS and related processes. 

This EMS Manual is defined as part of the EMS used to develop its environmental policy, to improve performance of its 

processes and manage its environmental aspects and control its risks. 

1. SCOPE 

The Environmental Management System assures that T & J Constructions  Pty Ltd projects are processed under the control 
of the system. The System is designed to adhere to ISO 14001:2015 standard. The system assures conformance to legal 
requirements and the company’s environmental policy and provides objective evidence of effective control.  
 
This Environmental Manual includes T & J Constructions  Pty Ltd’s Environmental Policy, identifies management 

responsibilities, and references the procedures of T & J Constructions  Pty Ltd, and supporting Environmental Management 

System documents and records. The system commits to continual improvement and ensures that interested parties are 

considered. We provide leadership to manage the system and communicate it throughout our organisation. The system 

complies with all regulatory requirements and is driven by the environmental objectives defined by management. The 

system is planned, implemented and reviewed while considering the context of our organisation and all significant aspects 

are reviewed. Effectiveness is measured through internal audits, external audits, and management review. 

 

2. REFERENCES 
In addition to ISO 14001:2015, we also make reference to other Australian Standards as well as our organisation 

management systems, plans and policies. 

Table 1 Associated Documents 

Ref Identifier Source Title Revision Date 

[1] CMS T & J Constructions  T & J Management System Current N/A 

[2] AS/NZS ISO 14001 
Standards Australia 

Publications 
Environmental Management Systems 4 2015 

[4] CMS P 1004 T & J Constructions  T & J Constructions  Environmental 

Policy 
3 July 2017 

[5] EMP T & J Constructions  Environmental Management Plan 4 July 2017 

[7] PMP T & J Constructions  Project Management Plan  Ongoing 
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[8] SMP T & J Constructions  Safety Management Plan 1 Jan 2012 

[8] QMP T & J Constructions  Quality Management Plan 1 2015 

 

3. TERMS & DEFINITIONS 

This document relies on the following: 

1. Definitions typically used by our customers, stakeholders or marketplace; 

2. Terms typically used in standards and regulations as they relate to our EMS or products; 

3. Standard business technology 

4. Terms and vocabulary commonly used in quality practices, including but not included to: 

Table 2 Acronyms Used in the Quality Management Plan 

Acronym Definition 

BCA Building Code of Australia 

CMS T & J Management System 

PMP Project Management Plan 

EMP Environmental Management Plan 

RFI Request For Information 

VINNI Form for reporting  

PM Project Manager 

AUDITOR  Person with the competence to conduct an audit  

CONTINUAL IMPROVEMENT  Recurring process of enhancing the environmental management system in 
order to achieve improvements in overall environmental performance 
consistent with the organisation’s environmental policy.  

CORRECTIVE ACTION  Action to eliminate the cause of a detected nonconformity.  

DOCUMENT  Information and its supporting media  

ENVIRONMENT  Surroundings in which an organisation operates, including air, water, land, 
natural resources, flora, fauna, humans, and their interrelation.  

ENVIRONMENTAL ASPECT 

(EA)  

Elements of an organisation’s activities or products or services that can 
interact with the environment.  

ENVIRONMENTAL IMPACT  Any change to the environment, whether adverse or beneficial, wholly or 
partially resulting from an organisation’s environmental aspects.  

ENVIRONMENTAL 

MANAGEMENT SYSTEM 

(EMS)  

Part of an organisation’s management system used to develop and 
implement its environmental policy and manage its environmental aspects.  

ENVIRONMENTAL 

MANAGEMENT SYSTEM 

MANUAL (EMS Manual)  

Part of an organisation’s management system used to develop and 
implement its environmental policy and manage its environmental aspects.  

ENVIRONMENTAL OBJECTIVE  Overall environmental goal, consistent with the environmental policy, that an 
organisation sets itself to achieve.  
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ENVIRONMENTAL 

PERFORMANCE  

Measurable results of an organisation’s management of its environmental 
aspects.  

ENVIRONMENTAL POLICY  Overall intentions and directions of an organisation related to its 
environmental performance as formally expressed by top management.  

ENVIRONMENTAL TARGET  Detailed performance requirement applicable to the organisation or parts 
thereof, that arises from the environmental objectives and that needs to be 
set and met in order to achieve those objectives.  

INTERESTED PARTY  Person or group concerned with or affected by the environmental 
performance of an organisation.  

INTERNAL AUDIT  Systematic, independent and documented process for obtaining audit 
evidence and evaluating it objectively to determine the extent to which the 
environmental management system audit criteria set by the organization are 
fulfilled.  

NONCONFORMITY  Non-fulfilment of a requirement.  

PREVENTIVE ACTION  Action to eliminate the cause of a potential nonconformity.  

PREVENTION OF POLLUTION  Use of processes, practices, techniques, materials, products, services or 
energy to avoid, reduce or control (separately or in combination) the 
creation, emission or discharge of any type of pollutants or waste, in order to 
reduce adverse environmental impacts.  

PROCEDURE  Specified way to carry out an activity or a process.  

RECORD  Document stating  

 

4. ABOUT OUR ORGANISATION 

4.1. Organisational Context 

T & J Constructions  Pty Ltd is committed to defining our position in the marketplace and understanding how relevant 

environmental factors arising from legal, political, economic, social and technological issues influence our strategic direction 

and our Organisational context. 

T & J Constructions  Pty Ltd identifies, analyses, monitors and reviews these environmental factors that may affect our 

ability to satisfy our customers and stakeholders, as well as; environmental factors that may adversely affect the stability of 

our process, or our management system’s integrity. 

To ensure that our EMS is aligned with our strategy, whilst taking account of relevant internal and external factors; we 

initially collate and analyse pertinent information in order to determine potential impact on our context and subsequent 

business strategy. 

T & J Constructions  Pty Ltd then monitors and reviews this information to ensure that a continual understanding of each 

group’s requirements is derived and maintained. To facilitate the understanding of our context, we regularly consider issues 

that influence our context during management review meetings and are conveyed via minutes and business planning 

documents. 

The output from this activity is evident as an input to the 

consideration of risks and opportunities, and the actions that we take 

to address them. Refer to Section 6.1 for more information about our 

risk and opportunity management framework. 
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Although we acknowledge that ISO 14001:2015 does not require our organisational context to be maintained as 

documented information, we maintain and retain; in addition to this document, the following documented information to 

describe our organisational context: 

1. Analysis of project requirements with regards to environmental statutory and regulatory commitments (Tender 

documentation & clarifications); 

2. Analysis of project requirements with regards to client and superintendent’s environmental commitments (Tender 

documentation & clarifications; contract negotiations; technical specifications). 

3. Technical reports from technical experts and consultants; 

4. Minutes of Meetings (site meetings, tender review meeting & management meetings). 

 

4.2. Relevant Interested Parties 

T & J Constructions  Pty Ltd recognises that we have a set of interested parties whose needs and expectations change and 
develop over time.  High level needs and expectations associated with the EMS are identified for each. These needs and 

expectations have been evaluated and associated compliance obligations have been identified for each. This broad‐level 
identification contributes to T&J Constructions’ understanding of its compliance obligations and is further detailed in section 
6.1.3 – Compliance Obligations. 

 
Such needs and expectations include those shown in the table below. 

 

To ensure that our products and processes continue to meet all relevant requirements, we identify and assess the potential 

impact of any relevant needs and expectations that may be elicited from the interested parties. 

Where appropriate, to ensure that our processes are aligned to deliver the requirements of our interested parties; we 

convert relevant needs and expectations into requirements which become inputs to our EMS and to our product and service 

designs. 

 

4.3. Determining the scope of the Environmental Management System 

Based on the analysis of the issues and requirements identified in Sections 4.1 and 4.2, T & J Constructions  Pty Ltd has 

established the scope of our environmental management system in order to implement our objectives and our policies that 

are relevant to our context, projects and any interested parties. 

The T & J Constructions ’ EMS delineates authorities, inter-relationships and responsibilities of process owners and 

personnel that operate within the system. The document also demonstrates the relationship between our QMP and the 

sequence and interaction of our key processes for identifying, recording, analysing, assessing, treating, prioritising, 

monitoring & reviewing project quality and details the responses required to rectify non-conformances, ensuring quality 

objective.  
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As AS/NS ISO 14001:2015 does not require a quality manual, T & J Constructions ’ management have decided to maintain 

our Environmental Manual, as it adds value to our operations.  

Conformance to ISO 14001:2015 has been verified utilising a formal assessment and review process by SGS Systems & 

Services Certification Pty Ltd   

Transition from ISO 14001:2004 to 2015 ‐ This manual has been updated in accordance with the ISO 14001:2015 
standard. T & J Constructions  Pty Ltd shall move to conformance and certification to the 2015 standard no later than 
September 14, 2018. Because our company maintain systems previously certified under the 2004 standard, in the interim 
timeframe leading up to September 14, 2018, project sites may maintain systems conformant to the 2004 standard. The 
standard being utilized (2004 or 2015) shall be specified in the local EMS programs and shall be converted to the 2015 
standard no later than the referenced date above.  

 

4.4. Environmental Management System 
T&J Constructions’ EMS is developed to manage significant environmental aspects so as to limit their impacts on 

the environment. The EMS will be established in accordance with ISO 14001:2015, and is described in this 

section.  

T & J Constructions ’ EMS has been developed according to the ISO 14001:2015 system model. The system uses the Plan, 
Do, Check, Act (PDCA) methodology as an iterative process that enables the organisation to establish, implement, and 
maintain the environmental policy and to continually improve the EMS in order to enhance environmental performance.  
 

 
 

5. LEADERSHIP 

5.1. Leadership & Commitment 
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T & J Constructions  Pty Ltd’s leadership is also responsible for implementing the EMS, which includes the development and 

deployment of the environmental policy, the environmental objectives, and project management plans that are customer 

focused. 

Top management provides the leadership and governance to all activities related to the lifecycle processes including 

defining the strategic direction, responsibility, authority, and communication to assure the safe and effective performance. 

T & J Constructions  Pty Ltd communicates our mission, vision, strategy, policies and processes to all employees in order to: 

 Is considered when strategic business decisions are made; 

 Is aligned with business objectives; 

 Benefits from the appropriate level of resources provided in a timely and efficient manner; 

 Receives the appropriate involvement from across the business; 

 Provides real value to the organisation; 

 Continually improves and remains successful in the long term. 
 
Top management demonstrates leadership and commitment to these EMS principles by: 

 Taking accountability for the effectiveness of the EMS; 

 Ensuring that the environmental policy and environmental objectives are established and are compatible with the 
strategic direction and the context of the organisation; 

 Ensuring the integration of the EMS requirements into T&J Constructions’ business processes; 

 Ensuring that the resources needed for the EMS are available locally; 

 Communicating the importance of effective environmental management and of conforming to the EMS 
requirements; 

 Ensuring that the EMS achieves its intended outcomes; 

 Directing and supporting persons to contribute to the effectiveness of the EMS; 

 Promoting continual improvement; 

 Supporting the other relevant management roles to demonstrate their leadership as it applies to their areas of 
responsibility. 

 

Regular management reviews ensure that our EMS is adequate and effective, and that any necessary adjustments are 

made as a result.  

Top management is committed to implementing and developing the EMS and this commitment is defined by environmental 

policies and objectives. 
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5.2. Environmental Policy 
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5.3. T & J Constructions  organisational roles, responsibilities and authorities 

Top Management shall ensure that the responsibilities and authorities for relevant roles are assigned and communicated 

within the company to facilitate an effective EMS. Top management have assigned these roles, responsibility and authority 

for: 

 Ensuring the EMS conforms to ISO 14001:2015; 

 Reporting the performance of the EMS, including environmental performance, to top management. 

 

The roles and responsibility are set out below, accompanied by the company organisation chart. 

 

HSE Administrator 

The HSE Administrator will oversee the development and implementation of T & J’s environmental initiatives. The aim is to 

integrate environmental responsibility into all aspects of the T & J Constructions  activities and to minimise our 

environmental footprint. 

 

General Manager and Construction Manager 

Top Management (General Manager & Construction Manager) have ultimate responsibility for, and is committed to, the 

effective implementation of T & J Constructions  Environmental Policy. 

 

Supervisors and Project Managers 

Project  Managers and Supervisors are required to implement EMS in the workplace on a day-to- day basis and 

ensure that all employees are following T & J Constructions ’ policy. 

 

Employees 

All employees are to uphold the policy and procedures of T & J Constructions  EMS on a day to day basis. 

 

6. PLANNING 

6.1. Addressing risks and opportunities 

6.1.1.  General 

T & J Constructions  establish and implement local processes within their established EMSs to meet the needs identified in 
Environmental Aspects (6.1.2), Compliance Obligations (6.1.3), and Planning Action (6.1.4). These planning processes 
consider the issues referenced in section 4.1 and the requirements identified in section 4.2. Risk and opportunities are 
identified to drive actions ensuring the EMS can achieve its intended outcomes, prevent or reduce undesired effects, and 
achieve continual improvement.  

 

6.1.2.  Environmental Aspects 

T & J Constructions  identify, assess and manage any environmental aspects and their impacts for our projects and 
activities that occur during the projects. Top management consider the aspects that we can control and those that we can 
influence, along with their associated impacts.  
 
The HSE Administrator is responsible for preparing and updating, as appropriate, the Environmental Aspects and Impacts 
Register.  Project Managers and Site Supervisors have an obligation to advise the HSE administrator of any activities 
which may have significant environmental impact. The HSE Administrator must review the Register and revise it during any 
system wide audit or as required. 
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Environmental impacts are evaluated to determine their priority for action, considering: 
Environmental risk: 

 The consequences of the impact occurring 

 The likelihood of the impact occurring 
Business concerns: 

 The difficulty in changing the impact 

 The cost/ benefit of changing the impact 

 The effect of change on other activities and processes 
 
The  priority  of  each  environmental impact  will  be  ranked  and  corresponding actions  developed  and implemented for 
those environmental impacts. 
 
Supporting Documentation: 

Ref. Title & Description 

WP 3020 Environmental Impacts and Aspects 

R 007 Environmental Impact and Aspects Register 

 

6.1.3.  Compliance Obligations 

T & J Constructions  establish and implement local processes to determine and have access to their compliance obligations 
related to their significant aspects (6.1.2). Top Management along with Project Managers and the HSE Administrator 
determine how these obligations apply and ensure they are taken into account when establishing, implementing, 
maintaining, and continually improving the EMS.  

 

The HSE Adminstrator is responsible for ensuring that all applicable legal information is kept current and up to date.  
 

The Register will: 

 Summarise the environmental legislation relevant to T & J Constructions   activities; 

 Summarise the implications of the legislation; and 

 Provide details of sources of further information to enable staff to gain a greater understanding of the legislation, if 
required. 
 

The Register should consider: 

 National Legislation; 

 State Legislation; 

 National Standards; 

 Codes of Practice; 

 Local Council requirements; and 

 Local licensing and permit requirements. 
 

6.1.4.  Planning to take action 

To address significant environmental aspects (6.1.2), compliance obligations (6.1.3), and risks and opportunities (6.1.1), T & 
J Constructions  establish local processes to integrate and implement actions into the EMS, and to evaluate the 
effectiveness of those actions. 

 

6.2. Environmental objectives and planning to achieve them 

6.2.1.  Environmental Objectives 
T & J Constructions  regularly establish environmental objectives for improvement, taking into account their significant 
environmental aspects (6.1.2) and associated compliance obligations (6.1.3), and considering their risks and opportunities 
(6.1.1). These objectives are established consistent with the environmental policy, and are measured (if practicable), 
monitored, communicated, and updated as appropriate. 
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Objectives and targets are derived from T & J’s Environmental Policy and from an analysis of environmental aspects and 
impacts.  Environmental objectives and targets set direction and benchmarks for achieving the goals of the Environmental 
Policy. Continual improvement in environmental performance is facilitated through measuring performance against the 
objectives and targets and making the necessary adjustments to environmental management plans or program 
 
Environmental objectives and targets are formulated with regard to the following: 

 Goals of the Environmental Policy 

 Aspects with identified significant environmental risks 

 Business concerns 

 Any legislative or other requirements applicable to T & J Constructions ’ activities 
 
Environmental objectives and targets are quantifiable where practicable to facilitate measurement of environmental 
performance. The HSE Administrator will develop and maintain the Environmental Objectives and Targets in the EMP. 
 
Annual review of the objectives and targets is also the responsibility of the HSE Administrator and should consider 
the following factors: 

 Progress made on meeting the objectives and targets 

 Changes to legal and other requirements 

 Technological options for meeting the targets 

 Views of all staff e.g. input from the Environmental Advisory Committee 

 Financial, operational and business requirements. 
 
It remains the responsibility of the HSE Administrator to initiate, facilitate and direct the process of formulation and, 
periodic review of the objectives and targets. Top Management has ultimate responsibility for endorsing the Objectives 
and Targets. 
 

6.2.2.  Planning actions to achieve environmental objectives 
When planning how to achieve environmental objectives, T & J Constructions ’ top management shall determine what will be 
done, what resources will be required, who will be responsible, when it will be completed, and how the results will be 
evaluated and monitored (9.1). 
 
T & J Constructions  have developed and implemented an environmental management plan which assists in achieving the 
company’s environmental objectives and targets.  The HSE Administrator together with top management develop of 
environmental management plans and may involve the participation of key stakeholders such as client or superintendent 
depending on the project. 
 
It remains the responsibility of the HSE Administrator to initiate, facilitate and direct the process of reviewing the 
implementation and outcome of environmental management plans. 
 
The review should consider the following factors: 

 Progress made on meeting the objectives and targets 

 Changes to legal and other requirements 

 Technological options for meeting the targets 

 Views of staff at all levels 

 Financial, operational and business requirements. 
 

Environmental Management Plan 
 
T & J Constructions  EMP focuses on the following 

 Sediment control   

 Dewatering of Work sites 

 Erosion and Dust control 

 Air Quality 

 Noise and Vibration 

 Construction Waste Management 

 Storage of Fuels and chemicals onsite 

 Dirty Roads 

 Management of Stockpiles 
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 Vegetation 

 Flora, Fauna and Existing Trees 

 Heritage and Archaeology 

 Water Quality / Control / Drainage Management 
 

7. SUPPORT 

7.1. Resources 
Top management commit to providing support and resources as needed for the establishment, implementation, 
maintenance and continual improvement of the EMS. Top Management commits to providing resources essential to the 
implementation and control of the EMS. Such resources include, but are not limited to human resources and specialized 
skills, plant & equipment, technology, and financial resources. 
 
In order to achieve effective environmental management and to meet the established objectives and targets it is 
considered essential that the roles, responsibilities and authorities of those charged with planning and implementing 
environmental management, are documented and communicated within the organisation. 
 
Responsibility for compliance with environmental management objectives and environmental improvement programs lies 
with the HSE Administrator and top management.   As such, responsibilities for environmental management are 
synonymous with business management and business compliance.  Likewise, authorities for implementation of 
environmental management rest at the same level as the corresponding responsibility.  
 
The HSE Administrator has responsibility to: 

 Oversee the implementation of the EMP 

 Audit the environmental performance of each site and to identify areas where additional action or revision of 
practices is necessary 
 

The essential obligation o f  Top Management is to provide leadership and resources necessary to the implement 
T & J’s Environmental Policy. 
 
 

7.2. Competence 

In support of the EMS and the environmental policy, T & J Constructions  determines the necessary competence of persons 
doing work under its control that affects its environmental performance and its ability to fulfil its compliance obligations. 
Competency is based on appropriate education, training or experience. Training needs associated with environmental aspects 
and the EMS are determined. Where applicable, actions are taken to acquire the necessary competence and to evaluate the 
effectiveness of the actions taken. 
 
The responsibility for identifying the training and awareness needs of staff for the performance of their duties lies with the 
Project Manager and the HSE Administrator.  Thus, training and awareness for staff in activities having a potential 
impact on the environment should be included in training programs relating to competence in the performance of specific 
duties. 
 
Relevant   Senior   Managers are   to   have   appropriate training/induction into T & J Constructions ’ EMS to 
ensure the organisation is able to fulfil its objectives and targets.  
 
Management will keep a record of staff training so that there is an auditable record of training or awareness in activities 
identified as having a potential significant impact on the environment or WHS risks. 
 
Supporting Documentation: 

Ref. Title & Description 

R 5002 Certification Register 

R 5001 Training Schedule 
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7.3. Awareness 
Awareness is critical to the success of the EMS and the objectives identified within. Persons doing work under T & J 
Constructions  control (including contractors working on behalf of T & J Constructions ) are made aware of: 

 The environmental policy; 

 The significant environmental aspects and related actual or potential impacts associated with the work of specific 
individuals or departments; 

 The contribution of specific individuals or departments to the effectiveness of the EMS, including the benefits of 
enhanced performance; 

 The implications of individuals or departments not conforming to the EMS requirements including not fulfilling 
associated compliance obligations. 

 Many methods of communication are utilised at T & J Constructions  ensuring the above requirements are met. 
 

Initiatives to promote awareness may include: 

 Tool box meetings  

 Supervisors meetings  

 Project Pre- Start Checklist. 

 New employee inductions 
 

7.4. Communication 

7.4.1.  General 
T & J Constructions utilises many methods and processes for communication of relevant information associated with the 
EMS both internally and externally.  
 
Relevant information is made available internally to T & J Constructions ’ employees via inductions, toolbox & pre-start 
meetings, site offices and head office.  
 
The HSE Administrator together with Top Management meet annually to review the EMS. At this meeting, elements of 
internal and external communication are reviewed, taking into account compliance obligations (6.1.3), and ensuring 
consistency with information generated within the EMS, including: 

 On what T & J Constructions will communicate; 

 When T & J Constructions will communicate; 

 With whom T & J Constructions will communicate; 

 And how T & J Constructions will communicate. 
 
T & J Constructions also develop local communication processes, conformant to these requirements.  T & J Constructions 
respond to relevant communication on the EMS from interested parties, and retains documented information as evidence of 
the communication, as appropriate.  
 

7.4.2.  Internal Communication 
T & J Constructions have established communication mechanisms ensuring information relevant to the EMS is 
communicated among various levels and functions. Relevant information is made available internally to T & J Constructions ’ 
employees via inductions, toolbox & pre-start meetings, site offices and head office.  
 

7.4.3.  External Communication 

Relevant information associated with the EMS is communicated externally via our external website. There, interested parties 

can access our sustainability and environmental page. T &J Constructions also communicate our external policy via our 

tender submissions and project management plans.  

7.5. Documented Information 

7.5.1.  General 
Where necessary to ensure conformance to the environmental policy and the requirements of the EMS, documented 

information is maintained.  

 

Key Environmental Management Documentation consists of the following: 
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 • Environmental Policy 

 • The Environmental Management Manual (this document) 

 • The Environmental Management Plan 

 • Related procedures, registers and forms. 

 

Environmental Management documentation shall be managed in accordance with Quality Assurance principles and 

adhere to Document Control Standards as stipulated in the manual 

 

7.5.2.  Creating and updating 

Documented information, across all locations as specified in section 4.3, is created and maintained according to a company 
level Document and Data Control procedure. This procedure ensures appropriate identification and description of 
documents, appropriate formats and media are used, and appropriate review and approval is in place for suitability and 
adequacy. 
 
Supporting Documentation: 

Ref. Title & Description 

WP 3017 Document and Data Control Procedure 

 
 

7.5.3.  Control of documented information 

Documented information required by the EMS is controlled to ensure its availability and suitability for use where and when it 
is needed, and it is adequately protected (eg: from loss of confidentiality, improper use, or loss of integrity). T&J 
Constructions utilises a company level Document and Data Control procedure to address the following activities as 
applicable: 

 Storage and preservation, including preservation of legibility; 

 Control of changes (e.g. version control); 

 Retention and disposition 

All new Plans, Manuals, Work Procedures, Work Instructions, Registers are recorded in the Document Control Register and 
a hard copy of any reporting forms is filed Electronically in the Project File. A hardcopy is kept in the Admin File and Project 
File. This is as per the Quality Management Systems. 
 
Quality documents are located online and are considered controlled documents, while hard copies are considered 

uncontrolled. 

 

Supporting Documentation: 

Ref. Title & Description 

WP 3017 Document and Data Control Procedure 

 

8. OPERATIONS 

8.1. Operation planning and control 

Ensuring operations and associated processes are conducted in a controlled way in order to fulfil the commitments of the 
environmental (Sustainability) policy, achieve environmental objectives, and manage significant environmental aspects, 
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compliance obligations and risks and opportunities that need to be addressed, appropriate operational controls 
are established, implemented, and maintained.  
 
When considering controls for adverse environmental impacts, T&J Constructions follows the following 
hierarchy: 

 Elimination (eg: banning the use of identified materials);  

 Substitution (eg: changing a cleaning operation from using solvent to using water);  

 Engineering controls (eg: emissions control or emissions abatement systems)  

 Administrative controls (eg: procedures, work instructions, visual checks) 
 
 

T & J Constructions has the following documentation in place to minimise Environmental Incidents: 

 

Ref. Title & Description 

PL 7003 Environmental Management Plan 

PL 7004 Emergency Response Plan 

R 5007 Environmental Impacts and Aspects Register 

WP 3008 Emergency Response Procedure 

WP 3020 Environmental Impacts and Aspects Procedure 

WP 3021 Environmental Management Procedure 

WP 3023 Work Instruction: Noise Control 

WP 3024  Work Instruction: Emergency Preparedness and Response 

WI 7070 Work Instruction: Noise Control 

WI 7017 Work Instruction: Wheely Bin Spill Kits 

WI 7018 Work Instruction: Completing EPA Waste Transport Certificates 

WI 7019 Work Instruction: Work in the Vicinity of Flora and Fauna 

WI 7020 Work Instruction: Noise and Vibration Management 

WI 7021 Work Instruction: Discharge of Water into Stormwater Drains 

WI 7022 Work Instruction: Soil Management 

 

8.2. Emergency preparedness and response 

Appropriate procedures are maintained to identify the potential for accidents, respond to emergency situations, and to 
prevent and mitigate environmental impacts that may be associated with them.  
 
It is the responsibility of the HSE Administrator together with top management to periodically review emergency procedures 
to ensure they adequately addresses emergencies and other incidents that may relate to environmental aspects and 
impacts. 
 
Emergency procedures are managed by the Site Supervisor in conjunction with the Construction Manager and the 
HSE Administrator. These procedures are periodically tested where practicable to ensure their effectiveness. On-site 
awareness training is provided to employees in relation to emergency preparedness and response. 
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The below table identifies events that have a potential impact on T & J Constructions operations and the surrounding 
environment wellbeing. 
 

Environmental Risks 

Spill on Land 

Volatile Chemical Spill 

Land Base Contamination of Water 

Fire 

Natural Disaster / Storm 

Gaseous Release 

Hazarous Substances / Dangerous Goods 

 

Supporting Documentation: 

Ref. Title & Description 

PL 7004 Emergency Response Plan 

 

 
9. PERFORMANCE EVALUATION 

9.1. Monitoring, measurement, analysis and evaluation 

9.1.1.  General 
T&J Constructions employs a systematic approach for monitoring, measurement, analysis, and evaluation of its 
environmental performance on a regular basis. Defined within our processes are specific categories regularly monitored and 
which are used to assess the overall performance of the EMS. Examples includes Noise & Vibration Control, Erosion & Dust 
Control, Dewatering of worksites & Sedimentation Controls, Construction Waste, Dangerous Goods.  
 
Records of environmental management are to be kept so as to allow objective reviews of the effectiveness of efforts made 
to manage and protect the environment. 
 
Records are to be kept on at least the following: 

 Monitoring of performance indicators such as water use, waste volumes, recycling and transport 
figures 

 Records of annual and other periodic audits 

 Any penalty notice for breach of license or environmental regulations.  
 
Company performance is made up of the contributions across all projects and the HSE Administrator together 
with top management evaluate these contributions and look for continual improvement of controls. These 
results are communicated through toolbox meetings and management meetings.  

 

9.1.2.  Evaluation of compliance 

9.2.  Internal Audit 

9.2.1.  General 
T&J Constructions regularly conducts internal audits, at planned intervals, providing information on whether 
the EMS: 

 Conforms to T&J Constructions own requirements for the EMS as contained within this manual and 
the associated local EMSs identified in sec. 4.3;  

 Conforms to the requirements of the latest ISO 14001 standard; 

 Is effectively implemented and maintained. 

Environmental Audits are carried out by the HSE Administrator and the Project Manager .  

Supporting Documentation: 
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Ref. Title & Description 

F 006 Internal Audit Report Form 

F 061 Site Environmental Inspection Checklist 

 

9.2.2.  Internal Audit programme 
In order to effectively perform internal audits within the company, T&J Constructions has an established internal audit 
program specifying frequency, methods, responsibilities, planning requirements, and reporting of results. Audits shall take 
into consideration the environmental importance of the processes concerned, changes affecting the organization, and 
results of previous audits. Audit reports are retained as documented evidence of implementation of the audit program and 
audit results. 

 

9.3.  Management Review 

Top Management associated with the T&J Constructions identified in section 4.3 shall review the associated EMS, at 
planned intervals, ensuring its continuing suitability and effectiveness. The objective of a review of T & J’s Environmental 
Management by Top Management is to ensure continuing suitability, adequacy, effectiveness & improvement.  Reviews 
may include assessing opportunities for improvement and the need for changes to the management practices, including 
changes to the environmental policy, objectives and targets. 
 
A high level review of the Environmental Management shall be conducted on a triennial basis.   The HSE Administrator is 
responsible for advising Top management of a proposed schedule for review, for providing recommended objectives and 
facilitating availability of documentation and staff. 
 
Management reviews are documented along with outputs from the review process including but not limited to conclusions 
about the EMS, decisions regarding continuous improvement, decisions related to any need for changes to the EMS, 
actions taken or needed, opportunities to improve integration of the EMS with other business processes, and any 
implications regarding T&J Constructions’ strategic direction. 
 

10.  IMPROVEMENT 

10.1. General 

Through monitoring and measurement (9.1), internal audit (9.2), and management review (9.3), opportunities to improve the 
EMS and its intended outcomes are determined. 

 

10.2. Non-conformances and corrective action 

T&J Constructions operates a company level corrective and preventative action process by which nonconformities to the 
EMS or the ISO 14001 standard can be effectively and systematically addressed through the issuance of corrective or 
preventative action requests. Documented information is retained as evidence of the nature of the nonconformities and any 
subsequent actions taken, as well as the results of those actions. The project manager, site supervisors and top 
management are responsible for the completions of the non-conformances. These non-conformances are to be recorded in 
the VINNI book. The HSE Administrator is responsible for updating the VINNI register for evaluation at management 
meetings. 
 
If required a Site Supervisors, Toolbox meeting will be held and a corresponding SWMS or Work procedure will be 
developed to ensure there isn’t a repeat of the incident or non-conformance. 

 
Supporting Documentation: 

Ref. Title & Description 

 VINNI book 
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R 5014 VINNI and Non-conformance Register 

 

10.3. Continual Improvement 

T&J Constructions shall take actions to continuously improve the suitability, adequacy, and effectiveness of the EMS to 
enhance environmental performance. Top management periodically meet to assess the performance of the EMS and to 
drive continuous improvement. Evaluation of project information is provided by the HSE Administration to help identify 
opportunities for improvement. The environmental performance results of the sites are aggregated to determine the 
environmental performance at the company level.  
 
Additionally, T&J Constructions utilizes information from the following sources: 

 Results of internal and external audits; 

 Views of interested parties including employees, customers, suppliers, and the communities in which we operate; 

 Results from monitoring and measuring (9.1). 

 

 

 

 

 


