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Environmental Management Manual
	Executive Summary


This manual outlines the general policy concerning the continuous improvement of its environmental performance at the UNU headquarters in Tokyo, the Institute of Advanced Studies (UNU/IAS) and the Global Environment Information Centre (GEIC). It contains the Environmental Policy Statement for the University. The manual also comprises a description of the environmental management system (EMS) as well as an explanation of the structure of the organization including who is in charge of the implementation and maintenance of the EMS. It explains how each requirement of ISO14001 will be handled in the UNU. 

Every effort has been taken to ensure that the EMS builds upon existing management structures while avoiding duplication. The objective is not to make more work for UNU personnel but to promote effective environmental management. This can be achieved through a simple system with both documentation and bureaucracy kept the minimum.

There are a lot of benefits for the UNU in preparing and implementing this manual, including:

· Clarification of responsibilities.

· Support tool for training of new employees.

· Easier approval of licenses from environmental protection authorities. 

· Useful for public relations purposes.

This EMS has top management commitment at the UNU in support of enhanced environmental protection practices. This commitment has been made clear for all UNU personnel and contractors through the publication of the first environmental policy statement in July 1999 and the revision of that statement in June 2000. 

Following on from the policy, an initial environmental review of all operations at the UNU in Tokyo was completed in September 1999 and training seminars were organized for all UNU personnel in October 1999 and in August 2000. A webpage has been developed which fully explains the UNU ISO14001 initiative and the progress to date.

Taking the findings of the initial environmental review, this manual provides detailed objectives and targets, explaining how they will be reached, with what resources and under whose responsibility. Under ISO14001, the UNU is required to measure results of implementation in order to evaluate the correct application of the Environmental Policy Statement. This manual provides the framework for both implementation and performance evaluation.

In preparing this manual, all mandatory regulations, standards and codes of practice have been identified (see the report entitled “Identification of Legal and Other Requirements.” This is the minimum that an EMS should attend. It is necessary to understand clearly the mandatory requirements and what must be done to comply with them. With the establishment of this EMS, the UNU is seeking to promote itself as a centre of excellence with respect to the conservation of the environment with regard to both its research activities and practical operations. This is an ambitious but worthy goal.
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Environmental Management Manual

	Authorization Statement


This Manual is a statement of the organizational responsibilities and systems that have been implemented to maintain conformance with the requirements of the ISO14001 standard as part of the UNU’s environmental management system. The UNU takes its environmental responsibilities seriously and expects all personnel to do the same. The Environmental Policy Statement, revised in June 2000, lays the foundation of our environmental philosophy. Each member of the UNU staff is expected to understand and comply with its provisions. 

The requirements of this Manual apply to all personnel of the UNU and its contractors who have been given responsibility for the implementation of the Environmental Management System (EMS) and all the procedures given or referenced in this manual. The relationship between the procedures and ISO14001 is explained in Section 7 of this manual. 

The contents of this manual have been reviewed and approved by Senior Officers Management (SOM) Group and the Rector’s Office. The contents of the manual are authorized and approved by the Vice-Rector for Environment and Sustainable Development who functions as the EMS Coordinator for the UNU. 

This Manual is the property of the UNU. The manual must not be copied in whole or in part without written authorization from the EMS Coordinator of the UNU. The manual must be returned to the UNU when requested. 

Signed this day, 8th January 2004
Professor  Itaru Yasui     

 




Vice-Rector for Environment and Sustainable Development

UNU EMS Coordinator

Environmental Management Manual

	Section 1: General Principles


	General
	ISO 14001 – Section 4.1


Scope 

In line with the requirements of ISO14001, this Manual identifies the environmental management procedures as well as the approach to identifying significant environmental aspects (direct and indirect, positive and negative) associated with activities at UNU Headquarters, the UNU/Institute of Advanced Studies (UNU/IAS) and the Global Environment Information Centre (GEIC).

This Manual applies to all parts of the UNU in Tokyo, its facilities and contractors (see page 13 for more details). The provisions of the EMS will be applied to administration, operations, transportation, storage and waste management.

Requirements of ISO14001

ISO14001 is a voluntary international standard developed by the International Organization for Standardization (ISO), based in Geneva, Switzerland. At its core, it sets the requirements for establishment of an environmental management system. The implementation of ISO14001 is a cyclical process requiring the development of a comprehensive environmental policy statement, a planning process to operationalise the policy, its implementation and operation, checking and implementing corrective action if needed, and management review – which feeds back to rewriting the environmental policy statement. A simplified representation of this process is shown in Figure 1 below.
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Figure 1: UNU Environmental Management System under ISO14001

Some of the procedures required in order to obtain ISO14001 certification include: 

· identification of significant environmental aspects 

· identification of legal and other requirements 

· internal and external communication and awareness building

· information collation and analysis

· operational control 

· emergency preparedness and response 

· monitoring and measurement of resource consumption

· equipment calibration 

· evaluating legal and regulatory compliance 

· maintaining records 

· audit and management review

The main elements of ISO14001 are listed in Figure 2 below.

Figure 2: Elements of ISO14001

	PRIVATE
ISO14001 

Clause 4.1
	An EMS is to be established and maintained according to the requirements of Clause 4 in whole.

	ISO14001 

Clause 4.2
	An effective EMS is driven by top management commitment to the ENVIRONMENTAL POLICY STATEMENT.

	ISO14001 

Clause 4.3
	The EMS is developed in a PLANNING exercise that identifies:

· Significant environmental impacts of the organizations; and 

· Legal and other requirements and generates: 

· Objectives and targets for environmental performance; and 

· Environmental management programs/plans for delivering the environmental policy.

	ISO14001 

Clause 4.4
	IMPLEMENTATION and OPERATION requires:

· Structure and responsibility; 

· Training, awareness, and competence; 

· External & internal communication; 

· EMS documentation; 

· Document control; 

· Operational control; and 

· Emergency preparedness and response.

	ISO14001 

Clause 4.5
	Total Environmental Performance is assured by setting measurable targets and through CHECKING & CORRECTIVE ACTION, including:

· Monitoring & measurement; 

· Correction of non-conformance, & preventative action; 

· Appropriate maintenance of records; and 

· EMS auditing.

	ISO14001 

Clause 4.6
	The ongoing relevance and continual improvement of the EMS is a function of the MANAGEMENT REVIEW.


Relationship to Other ISO Standards (ISO14004, ISO14010, ISO14011, ISO14012)

ISO14004, entitled Environmental management systems – General guidelines on principles, systems and supporting techniques, has been utilized as a reference document when preparing this manual. Other ISO14000 standards have also been considered include ISO14010, ISO14011 and ISO14012. Taken together these standards promote the “total reliability” approach to environmental management.

Environmental Management Manual

	Section 2: Environmental Policy Statement


	Environmental Policy Statement
	ISO 14001 – Section 4.2


The United Nations University is committed to the ideals and practices of environmental sustainability and has established four goals for the continual improvement of the University’s environmental performance and for the prevention of pollution. We consider that these goals are appropriate to the nature, scale and environmental impacts of the University. 

1. Greening Our Work Practices

· Comply with all applicable environmental laws and regulations, and with other requirements to which the UNU subscribes

· Include environmental considerations in the University’s procurement practices

· Reuse, reduce and recycle materials and goods purchased

· Save energy and reduce water consumption

2. Greening Our Work Place

· Improve the quality of the working environment within the UNU buildings in Tokyo (internal air quality, drinking water quality, waste, lighting, health and safety, etc.)

3. Contribute to the Global Community

· Engage in research, networking, knowledge transfer and capacity building projects contributing to environmental sustainability
4. Contribute to the Local Community

· Participate as a responsible neighbour in local initiatives to improve the quality of the environment
· Organize events to raise local awareness of environmental problems
Management and personnel of the UNU are expected to understand how their actions impact on the environment and to take measures to improve both environmental performance and quality so as to minimize the direct and indirect negative impacts of our activities, where ever possible.  We will also highlight the positive contribution made by the University to the solution of pressing environmental problems around the world.

The goals set out in this policy statement will be implemented through a comprehensive plan containing objectives and measurable targets and with monitoring, review, self-assessment and analysis of performance against the plan. We will also take corrective action, whenever appropriate, and encourage all personnel to participate in an open dialogue on how best to improve the environmental performance and environmental management system of the University. 

The University’s environmental management system will be fully documented, implemented, maintained and communicated to all employees. Information on the continual improvement of our environmental performance and environmental management system will be made available to the public.

Signed this day, 8th January 2004
Hans van Ginkel

Rector of the United Nations University
Environmental Management Manual

	Section 3: Purpose and Application of the EMS Manual


Purpose and Application

Although not specifically required by ISO14001, the UNU has chosen to develop this Environmental Management Manual.  The Manual describes in detail how the EMS works and introduces the documents that interact with it in order to ensure consistency and effectiveness.  A pictorial representation of how the manual interacts with the rest of the EMS is shown in Figure 3 below.  The operating procedures referred to in Figure 3 are included as presented in the document “EMS Procedures.”  The environmental records mentioned in Figure 3 are maintained in various locations around the UNU by the responsible personnel, and duplicate copies will be kept at the 11 Floor ISO14001 Info Corner where possible.
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Manual Control and Distribution

This Manual was prepared by the UNU ISO14001 Steering Group in collaboration with various units of the UNU, UNU/IAS and GEIC. The original copy is maintained by the Steering Group, on behalf of the EMS Coordinator (Vice-Rector for Environment and Sustainable Development). The latter is the final authority on the content of the Manual. Any and all revisions to this Manual are routed to, authorized by, and distributed from this the Steering Group. After the adoption of the Manual, a record of all revisions will be kept by the above.

A copy of this Manual is distributed to the following offices and units:

· UNU-HQ: Office of the Rector of the UNU

· UNU-HQ: Office of the Vice-Rector for Environment and Sustainable Development

· UNU-HQ: Office of the Vice-Rector for Peace and Governance

· UNU-HQ: Office of Advisor to the Rector for Training and Fellowships

· UNU-HQ: Public Affairs Unit

· UNU-HQ: UNU Library

· UNU-HQ: UNU Administration (which includes the units of Finance, Personnel, Procurement, Building Management, Travel, Registry and Reception)
· UNU-HQ: Information Technology Unit

· UNU-IAS: Office of the Director

· UNU-IAS: Administrative Officer/Assistant

· UNU-IAS: Network Operations Unit

· GEIC: Office of the GEIC Coordinator

· Tokyo Clear Center

· Sanko Inc.

· Cosmos Aoyama

· Biru Daiko Ltd.

· Yodosei

· ISO 14001 Steering Group

A copy of the Manual will be maintained at the 11 Floor ISO14001 Info Corner and on the UNU ISO14001 website in order to ensure that it is accessible to all UNU personnel.

Terms and Definitions related to Environmental Management
Certification 

The procedure by which third party gives written assurance that an activity, operation, product, process, or service conforms to specific requirements.   

Continuous Improvement 

The process of enhancing an environmental management system to achieve improvements in overall environmental performance in line with an organization's environmental policy.  

Environment 
Surroundings in which an organization operates, including air, water, land, natural resources, flora, fauna, humans, and their interrelations. This definition extends the view from a company focus to the global system. 

Environmental Aspects 

Elements of an organization's activities, products or services which can interact with the environment. A significant environmental aspect is an environmental aspect which has or can have a significant environmental impact. 

Environmental Effect 

Any direct or indirect impingement of activities, products and services of an organization upon the environment, whether adverse or beneficial. An environmental effect is the consequence of an environmental intervention in an environmental system. 

Environmental Impact 

Any change to the environment, whether adverse or beneficial, wholly or partially resulting from an organization's activities, products or services. An environmental impact addresses an environmental problem.  

Environmental Impact Assessment 

A documented evaluation of the environmental significance of the effect of an organization's activities, products and services (existing and planned) upon the environment.

Environmental Issue 

A point or matter of discussion, debate, or dispute of an organization's environmental aspects. 

Environmental Management 

Those aspects of an overall management function (including planning) that determine and lead to implementation of an environmental policy.

Environmental Management Audit 

A systematic evaluation to determine whether an environmental management system and environmental performance comply with planned arrangements, and whether a system is implemented effectively, and is suitable to fulfill an organization's environmental policy. 

Environmental Management Manual 

The documentation describing the procedures for implementing an organization's environmental management program. 

Environmental Management Programme
A description of the means of achieving environmental objectives and targets. 

Environmental Management Review 

A formal evaluation by management of the status and adequacy of systems and procedures in relation to environmental issues, policy and regulations as well as new objectives resulting from changing circumstances. 

Environmental Management System 

The part of an overall management system which includes structure, planning activities, responsibilities, practices, procurements, processes and resources for developing, implementing, achieving, reviewing and maintaining an environmental policy. 

Environmental Management System Audit 

A systematic and documented verification process to objectively obtain and evaluate evidence to determine whether an organization's environmental management system conforms to the environmental management system audit criteria set by the organization, and communication of the results of this process to management. 

Environmental Objectives
The overall environmental goal, arising from an environmental policy, that an organization sets itself to achieve, and which is quantified where practical. 

Environmental Performance 

Measurable results (see environmental performance indicators/index) of an environmental management system, related to the control of its environmental aspects. Assessment of environmental performance is based on environmental policy, environmental objectives and environmental targets.  

Environmental Performance Indicators 

Different parameters describing the potential impact of activities, products or services on the environment. These parameters are the result of characterizing classified environmental interventions/environmental aspects. 

Environmental Policy Statement 

A statement by an organization of its intentions and principles in relation to its overall environmental performance. Environmental policy provides a framework for action and for the setting of its environmental objectives and target 

Environmental Problem 

An environmental problem is a description of a known process within the environment or a state of the environment which has adverse effects on the sustainability of the environment including society. They include resource consumption and environmental impacts.  

Environmental Target
A detailed performance requirement, quantified where practical, applicable to the organization or parts or combination thereof, that arises from environmental objectives and that must be set and met in order to achieve those environmental objectives.

Environmental Strategy 

A plan of action intended to accomplish a specific environmental objective. 

Interested Party 
Individuals or groups concerned with or affected by the environmental performance of an organization. Interested groups include those exercising statutory environmental control over an organization, local residents, an organization's investors, insurers, employees, customers and consumers, environmental interest groups and the general public.  

Pollution 
Residual discharges of emissions to the air or water following application of emission control devices.  The product or service which is the strategic focus of an organization. 

Prevention of Pollution 

The use of processes, practices, methods or products that avoid, reduce or control pollution. These may include recycling, treatment, process changes, control mechanisms, efficient use of resources and material substitution.   

Verification Activities 

All inspection, test and monitoring work related to environmental management. 

Environmental Management Manual
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EMS Coordinator and the ISO14001 Steering Group will keep all UNU Personnel informed on the

Significant Environmental Aspects of UNU activities through regular annual reporting procedures. 

NOTE: Extraction of environmental aspects and registration, and environmental impact assessment is done

(a) when establishing the EMS;

(b) when the regular EMS review is undertaken;

(c) when new projects are implemented; and

(d) other situations if/when necessary

Figure 6: Development of EMS and Environmental Impact Assessment (EIA) Flowchart
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The United Nations University (UNU) is an international academic institution playing a unique role in world affairs and promoting the United Nations’ aims of peace, progress and sustainable human development. It provides a framework to bring together the world’s leading scholars to tackle pressing problems of today, and helps alleviate the isolation of researchers in developing countries.

The UNU has as its objective to undertake research, education and dissemination of knowledge with regard to global concerns of human survival, development and welfare. In 1969, at the 24th session of the General Assembly, the late Secretary-General, U Thant, called for the establishment of the UNU. In December 1973, at the 28th session of the General Assembly, the Charter of UNU was adopted and the greater Tokyo area was selected as the site for the University’s headquarters.

On 14 May 1976, an Agreement between the United Nations and Japan regarding the Headquarters of the United Nations University was signed, together with a Memorandum of Understanding concerning the interpretation and application of certain provisions of the Agreement.  UNU is the only institution established by the General Assembly that is headquartered in Japan.

On 27 February 1989, the Tokyo Metropolitan Government and the United Nations University jointly signed a contract concerning the free lease of TMG owned land for UNU headquarters’ use. The term of the lease runs from the date on which possession was taken by the UNU until 26 February 2009.  Under the provisions of the contract, the lease renewable indefinitely. Also, on 27 February 1989, a Memorandum Concerning the Permanent Headquarters Seat of the United Nations University was signed by the Ministry of Education, Science and Culture of the Government of Japan, TMG and UNU. The memorandum stipulated that the Ministry would construct and make available free of charge a building for the use of the University. 

With regard to UNU/IAS, Tokyo Metropolitan Government implemented a land-trusteeship arrangement (with the Mitsui Trust Bank) on a connecting parcel of land onto which it has constructed a building to house the research and training centre of UNU. On 21 July 1995, the Tokyo Metropolitan Government and UNU jointly signed a “Contract concerning the Free Lease of the Premises for the United Nations University Research and Training Centre” by which TMG leased free of charge the premises for the Centre. The term of the lease runs from 1 August 1995 to 31 March 1996.  Thereafter, the term of the lease will be renewed automatically from year to year.  The contract will terminate on 31 July 2015, which is the date of expiry of the period of the land trust. The building was turned over to UNU on 1 August 1995.  The Metropolitan Government has provided furnishings for the premises.   The costs of maintenance and security for UNU/IAS are covered by TMG.

The Global Environment Information Centre was jointly planned and established by UNU and the Environment Agency of Japan. The main objective of GEIC is to act as a centre for global projects, networking of social groups identified in the UN Agenda 21, and information access and dissemination on issues and activities related to the environment. GEIC commenced operation on 29 October 1996, and the initial term of operation was from 29 October 1996 to 31 March 1997.  Thereafter, the memorandum is renewed from year to year.  The electricity expenses, cleaning services and disposal charges are borne by the Environment Agency.  Expenses for such services are paid by the Environment Agency to the University.

Environmental Management Responsibilities

The UNU uses and maintains the Procedure for Documenting Roles, Responsibilities, and Authority to ensure that the structure and system of accountability for implementation of the EMS remains current and clear. Each individual knows what his or her responsibilities are and the authority they are empowered with to carry out those responsibilities. The breakdown of EMS responsibilities at the UNU is shown in Figures 4 and 5. 

Figure 4: Environmental Responsibilities at the UNU
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Figure 5: Detailed Specification of Environmental Responsibilities at UNU Tokyo

	Unit/Sub-Unit
	Responsible Person
	EMS Responsibility

	UNU (Governing) Council
	Chair of the Council
	Oversee all UNU activities and receive reports on progress made including those related to ISO14001 if appropriate. 

	Rector
	H. van Ginkel
	Overall responsibility for Environmental Policy Statement, EMS, Internal Auditing, Review and EMS resourcing.

	EMS Coordinator
	I.Yasui
	Develop and implement the EMS, as well s report on progress. 
Check for non-conformance and ensure continual improvement. 

	Senior Officers Meeting (SOM)
	M. Bond
	Management review of the EMS based on the Internal Audit results and recommendation

Review of corrective measure implementation. 

	ISO14001 Implementation Officer
	G. Brady
	Maintenance of EMS documentation and implementation.  Coordinate ISO14001 Steering Group.

Coordinate external liaisons, communication and marketing, Coordinate staff training and awareness programs. 
Coordinate internal and external audits.

Consolidate environmental data records and report on progress.

	UNU ISO14001 Steering Group
	G. Brady, 
M. Hoshino,

B. Barrett, 
Y. Oshige,  

L. Jansky, 
M. Yashiro,

N. Kawade, and 

G. Velasquez


	Develop and supervise EMS documentation and implementation. 
Coordinate the development and implementation of EMS targets and objectives, and procedures

Supervise documentation control for the EMS. 
Coordinate with all Units and Unit Leaders.

	Internal Audit Team
	As designated by the Rector
	In accordance with UNU-EMS Procedure 4.5.4, conduct an EMS audit at the request of the Rector to assess whether the system is properly implemented and fully maintained. 
The audit results will be submitted to the Office of the Rector for consideration and review in the SOM.

	Unit 1: UNU/IAS
	A.H. Zakri
	Overall responsibility for EMS Operational Control within the Unit.  

Coordinate with ISO14001 Implementation Officer and Steering Group. 

Coordinate implementation of unit specific objectives and targets. 

Authorise unit specific EMS procedures.   

Encourage participation and involvement in ISO14001 among unit staff.  

	Administration
	N. Kawade
	Monitor implementation of EMS Targets and Objectives.

Provide information to ISO14001 Steering Group on performance. 
Liaise with Biru Daiko, Cosmos Aoyama, and Yodosei on energy, waste and water management issues and emergency preparedness.

	Unit 2: UNU Centre
	M. Bond
	Overall responsibility for EMS Operational Control within the Unit.  

Coordinate with ISO14001 Implementation Officer and Steering Group. 

Coordinate implementation of unit specific objectives and targets. 

Authorise unit specific EMS procedures.   

Encourage participation and involvement in ISO14001 among unit staff.  

	Office of the Rector
	M. Bond
	Initiate management audit and review of EMS under direction of the Rector.

	Peace and Governance
	R. Thakur
	Comply with Environmental Policy Statement (particularly Goal No.3).

	Environment and Sustainable Development 
	I. Yasui
	Comply with Environmental Policy Statement (particularly Goal No.3).

	Capacity Building
	Y. Yokota
	Comply with Environmental Policy Statement (particularly Goal No.3).

	Global Environment Information Centre
	G. Velasquez
	Comply with Environmental Policy Statement (particularly Goal No.4).

	Unit 3: UNU Services
	S. McQuade
	Contact Point for EMS Operational Control.

Liaise with ISO14001 Implementation Officer and Steering Group. 

Liaise with intra-unit group leaders to implement objectives and targets and authorise EMS procedures that specific to each group and relevant to the Unit and to encourage participation and involvement among unit staff.

	C3 Information Technology
	Ng Chong
	Comply with Environmental Policy Statement (particularly Goals No.1 and 2).

	Library
	M. Matsuki
	Comply with Environmental Policy Statement (particularly Goal No.4).

	UNU Press
	S. McQuade
	Comply with Environmental Policy Statement (particularly Goal No.3).

	External & Internal Relations
	Vacant (M. Bond interim)
	Oversee External Communications on ISO14001 Related Matters.

	Unit 4: UNU Administration
	F. D’Artagnan
	Overall responsibility for EMS Operational Control within the Unit.  

Coordinate with ISO14001 Implementation Officer and Steering Group. 

Coordinate implementation of unit specific objectives and targets. 

Authorise unit specific EMS procedures.   

Encourage participation and involvement in ISO14001 among unit staff.  

	Personnel and General Services
	P. Button
	Initiate ISO14001 Related Training Activities and Maintain and Emergency Preparedness and Response Plan in Collaboration with Contractors.

	Finance, Budget and Travel
	S. Chan
	Comply with Environmental Policy Statement (particularly Goals No.1 and 2).

	Building Management
	Vacant  

(F.D’Artagnon interim)
	Oversee implementation of EMS and Report to UNU ISO14001 Steering Group on progress. 
Liaise closely with Sanko Inc. and the Tokyo Clear Centre. Check on the environmental monitoring and measuring undertaken by Sanko. 
Ensure that UNU complies with all legislative requirements.

	Procurement
	Y. Oshige
	Develop and implement a Green Procurement Policy.

	RTC/P Services
	Vacant 

(F.D’Artagnon interim)
	Inform RTC/Ps of UNU ISO14001 Initiative.

	Unit 5: UNU Building Tenants
	M. Hoshino 

(interim – UNICEF Tokyo)
	Contact Point for EMS Operational Control. 

Liaise with ISO14001 Implementation Officer and Steering Group. 

Liaise with “Heads of UN House” meeting

Liaise with building tenants of ISO14001 implications and to encourage building tenants to participate and involve staff in ISO14001 activities.


The Rector of UNU is responsible for ensuring top management, as UNU personnel, commitment to the Environmental Policy Statement within the UNU System, for resourcing the EMS and for auditing the progress made. 
The Vice-Rector for Environment and Sustainable Development programme has overall responsibility for the implementation of the UNU’s environmental management programme and is also responsible for the development, implementation, reporting on performance, and continual improvement of the EMS and for ensuring that all personnel adhere to all its requirements. 
Unit leaders are responsible for EMS Operational Control, implement objectives and targets, authorise EMS procedures and encouraging participation and involvement among staff specific to each unit.  
Interim Unit Leaders have slightly different responsibilities and merely act as a contact point for operational control.  Interim Unit Leaders should also liaise with the ISO14001 Steering Group, and other group leaders within the unit, to implement targets and objectives, and to encourage staff participation and awareness.
Each member of the UNU personnel and the contractors are responsible for carrying out his or her work in conformance with the policies, procedures, and instructions set out in the EMS. 

The UNU is responsible for the maintenance of the facility and hires outside contractors (Sanko Inc.) under supervision of UNU building management staff, under UNU Administration. The terms and conditions of the contractual relationship between UNU and Sanko Inc. are set out in the most recent contract.  Under this agreement, the contractor is required to maintain and operate machinery facilities (disaster-prevention equipment, water supply/sewerage, air-conditioning, and conveyance equipment). The contractor is also required to maintain records for all the facilities and ensure that periodical (mandatory and non-mandatory) inspections are undertaken. Under the agreement, the contractor is required to ensure a pleasant environment in the building and at the same time seek to reduce operational costs. With respect to environmental conditions, Sanko Inc. provides the following services:

· Internal atmosphere environment measurement (air quality check);

· Drinking water quality check;

· Sewage/miscellaneous drainage tank;

· Rats/insects control (repellent spray);

Measurement of residual chlorine in drinking water.

Records pertaining to this monitoring are kept by UNU Building Management Unit. 

Cosmos Aoyama is responsible for the management of services and facilities for UNU/IAS. Cosmos Aoyama, however, is not a contractor to the UNU/IAS and has no obligation under ISO14001, but is an advocate of UNU’s ISO14001 initiatives which they intend to assist as much as possible. Cosmos Aoyama maintains records of environmental monitoring and maintenance activities. Copies are provided to the Administration Unit of UNU/IAS. 

Environmental Management System

The UNU, through its ISO14001 Initiative, strives to achieve a reduced environmental impact of its activities. Its EMS aims to continuously find new ways to reduce quantities of materials, emissions, and energy required for its various activities. Using the slogan 'Going for Green' the UNU's EMS objectives are to achieve resource savings and streamline its activities through a detailed review process. Through this initiative, then UNU will seek to improve and enhance staff commitment to greening the University and effect operational efficiency and integration for that purpose.

Under ISO14001, the UNU is required to establish and maintain a programme to achieve these objectives.  The EMS is effectively an action plan for achieving the specified objectives and targets. It documents and delineates what, who, when, and how the work will be accomplished. It is a comprehensive designed to address all significant environmental aspects of UNU’s activities in Tokyo.

Even though it is anticipated that this EMS will save money for the UNU when fully implemented, it is clear that resources must be allocated at the start and in order to later enhance the programme. The UNU is fully committed to effectively resourcing the EMS in terms of technical and administrative staff support, input from staff throughout the UNU, data processing resources, supplies, and possibly contracts with external consultants.

In developing this EMS, the UNU has assigned responsibilities to key individuals (more specifically to a designated officer) and has identified time frames for the achievement of the objectives and targets. This requirement recognizes that some of the assigned responsibilities are to individuals outside of the ISO14001 Steering Group.

UNU makes this EMS Manual available in its entirety to those persons assigned specific implementation responsibilities as well as to all personnel, and publishes it externally for the public – both online and offline. The Manual has incorporated views, comments and suggestions made by UNU personnel (i.e., using a questionnaire) throughout its preparation and dissemination from the UNU Council, top management and administration officials, staff members (research and administrative), and others.

It is necessary to recognize that an efficient EMS does not happen overnight. To be successful the EMS must be effectively integrated with the UNU’s overall strategic management plan. The goal is to achieve excellence in environmental performance and it is appreciated that this will take time to achieve. However, the UNU will adopt a systematic approach that builds on existing components so as to increase the speed of implementation. Moreover, recognizing that there may be situations that require changes in the established EMS, the UNU will maintain a programme of regular review to ensure that the EMS remains appropriate, relevant and efficient.

Environmental Management Manual

	Section 5: Planning


	Identification of Significant Environmental Aspects
	ISO 14001 – Section 4.3.1


The UNU uses and maintains the Procedure for Identifying Environmental Aspects and Impacts (UNU-EMS 4.3.1) that ensures that all environmental aspects and impacts are identified for our activities, products and services that the UNU can control or influence. This include positive impacts associated with environment related training courses, capacity building, post-graduate education, research outputs (books, reports, webpages) and networking activities such as the Sustainable Global Futures Forum or the UNU Zero Emissions Forum. The ISO14001 Steering Group uses this procedure to perform a prioritization of environmental aspects and impacts so that management can decide how to apply environmental resources to achieve the most value. Information on the significant environmental aspects will be kept up-to-date. The steps taken are shown in Figure 6 below:
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In compiling this manual, the following steps were taken in order to identify the significant environmental aspects. 

· All activities at the UNU were reviewed and all environmental aspects were identified. This includes consideration of the actions of contractors.

· All potential and actual environmental impacts from these aspects: positive impacts, negative impacts and potential impacts were identified and associated with an aspect.

The aspects judged to be significant were identified.

This information was gathered through a scrutiny of records and procedure manuals, through specific interviews with key personnel, through a series of staff seminars, and through an online feedback system. A series of five seminars covering a total of 200 staff members (including maintenance, security and janitorial staff) was conducted in order to introduce the ISO 14001 to the staff and to glean comments and suggestions on the ISO Initiative. An online website and an email campaign covering all staff members were also used for this purpose. Staff members were also asked to fill out a questionnaire indicating their views and perceptions. The process of identifying the environmental impacts of UNU activities is on-going. The range of effects considered is based on those specified in ISO14001. Further information on the process for identifying significant environmental aspects can be found in the document “Identification of Significant Environmental Aspects.”
	Legal and Other Requirements
	ISO 14001 – Section 4.3.2


The UNU uses and maintains the Procedure for Identification of Legal and Other Requirements (UNU-EMS 4.3.2) to guarantee that we have current and correct knowledge of all requirements that we are obliged to meet. This procedure allows us to fulfil our commitment to regulatory compliance and to attainment of best practices. 

The UNU seeks to conform to all statutory requirements, UN regulations and relevant codes of practice and will take any additional measures it considers necessary. As mentioned previously, the compliance with existing regulations in many areas falls under the responsibilities of the contractors, Sanko Inc. and the leaseholders Cosmos Aoyama. These organizations then keep the UNU Building Management and UNU/IAS administration duly informed.

UNU has undertaken a brief review of the current legal requirements placed upon the university with respect to environmental matters (see the UNU ISO14001 Legal Requirements Register). Areas covered in this review include discharge consents and waste disposal arrangements. 

In compliance with each applicable law, periodical legal inspections are conducted within the UNU. These include inspection of the building (once every three years) and of building equipment (once a year), carried out in compliance with the Construction Standard Act, and smoke density measurement (twice a year), carried out in compliance with the Air Pollution Control Law. In addition, as required by the Building Environment and Hygiene Law, the following are inspections are undertaken:

· Internal atmosphere environment measurements (six times a year); 

· Drinking water quality checks (15 items check: twice a year, 5 items check: once year);

· Drinking water reservoirs cleaning (once a year); 

· Sewage and miscellaneous drainage tank cleaning (three times a year); 

· Rats and insects control (twice a year) and; 

Measurement of residual chlorine (as part of daily maintenance work). 

Furthermore, in compliance with the Fire Prevention Act, fire prevention equipment checks are conducted twice per annum.

	Objectives, Targets and Control Items
	ISO 14001 – Section 4.3.3


The UNU uses and maintains the Procedure for Developing and Achieving Objectives and Targets (UNU-EMS 4.3.3) to ensure that we identify and achieve objectives and targets that are consistent with the goals of the Environmental Policy Statement. At a minimum, our objectives and targets comply with the legal and other requirements, but we strive whenever possible to exceed these minimum requirements.  The objectives and targets taken into consideration the significant environmental aspects and will be relevant to the functions of each UNU Unit and level within the organization. Individual units will be assigned responsibility for consideration of their objectives and targets as well as approach to implementation and review. Where possible the UNU will take into account the views of interested parties when setting the objectives and targets.

The environmental objectives and targets for the 2002-2003 biennium are presented in the document entitled “Environment Programme (Implementation Plan) 2002-2003”, which is accessible via the UNU ISO14001 website.
	Environmental Management Programme
	ISO 14001 – Section 4.3.4


ISO14001 requires that UNU establish and maintain an environmental management programme in order to achieve the objectives and targets. As explained previously, this involves designation of responsibilities, time-frame and means to attain objectives relevant to each unit in the UNU. The Environmental Management Programme must be updated as new legislation, developments or modifications warrant. A flow chart explaining the UNU approach to the development of this programme is shown in Figure 7.
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EMS Coordinator and the ISO14001 Steering Group will keep all UNU Personnel informed on the

Significant Environmental Aspects of UNU activities through regular annual reporting procedures. 

NOTE: Extraction of environmental aspects and registration, and environmental impact assessment is done

(a) when establishing the EMS;

(b) when the regular EMS review is undertaken;

(c) when new projects are implemented; and

(d) other situations if/when necessary

Figure 6: Development of EMS and Environmental Impact Assessment (EIA) Flowchart
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Environmental Management Manual

	Section 6: Implementation and Operation


	Structure and Responsibility
	ISO 14001 – Section 4.4.1


The UNU maintains a Procedure for Identifying the Roles, Responsibilities and Authority (UNU-EMS 4.4.1) for the implementation of the EMS. Through this procedure the roles and responsibilities are defined, documented and communicated to all UNU personnel. The top management of the UNU is responsible to ensure that the necessary resources are available to support the implementation and control of the EMS. These resources include human resources, specialized skills, technology and finance.

The Vice Rector for Environment and Sustainable Development has been designated as EMS Coordinator with responsibility to that the EMS requirements are established, implemented and maintained in accordance with ISO14001. The EMS Coordinator will also report on performance of the EMS to top management mainly through the Senior Officers Meeting (See Figure 4). 

	Training, Awareness, and Competence
	ISO 14001 – Section 4.4.2


The UNU uses and maintains the Procedure for Environmental Training (UNU-EMS 4.4.2) and a basic training plan to ensure that all staff members are aware of environmental issues and have adequate (specialist and general) training and experience to deal with the responsibilities they are given. We are firmly committed to providing all necessary training to personnel and will regularly take steps (i.e. through best practice reviews and staff surveys) to identify training needs. The Procedure establishes roles, responsibilities and authorities to allow UNU staff at all levels to meet the goals established in its environmental policy and other objectives and targets. The training will ensure that the EMS requirements are established, implemented and maintained in accordance with ISO14001, and reports on the performance of the EMS for review by the management and administrative sections of UNU. The training activities will ensure that staff within each UNU unit are aware of:

· The importance of conformance with the UNU Environmental Policy Statement and the requirements of the EMS;
· The significant environmental aspects of their work activities and the benefits of improved environmental performance;
· Their roles and responsibilities in achieving conformance with the policy and procedures (Annex I); and
Potential consequences of deviations from the procedures presented in Annex I. 

	Communication
	ISO 14001 – Section 4.4.3


The UNU uses and maintains the Procedure for Internal and External Communication (UNU-EMS 4.4.3), which provides the mechanism whereby two-way communications are maintained between management, personnel, regulatory agencies, and the public. The system of communication supports the identification of the significant environmental aspects as well as the maintenance of the EMS.

We believe that maintaining a high level of effective communication is good for the UNU and the community. Communications is established through:

· Official memos issued by the appropriate authority;
· Email messages from the EMS Coordinator and the ISO 14001 Steering Group;
· The ISO 14001 Website on the UNU server (http://www.unu.edu/iso14001/);
· The EMS Manual;
· Seminars and brain-storming sessions;
· World Environment Day Events;
· Posters and brochures;
· Informal communications; and
· Other means.
Communication channels will be established for internal communication at all levels of staff within the UNU, and also to document and respond to queries and comments from external individuals and organizations. The emphasis will be on the utilization of digitally based electronic forms of information rather than paper based and the UNU ISO14001 website provides the organizing framework.

	Environmental Management System Documentation
	ISO 14001 – Section 4.4.4


The UNU uses and maintains the Procedure for Document and Record Maintenance and Control (UNU-EMS 4.4.5) to ensure that EMS documentation is adequate, updated, and controlled. In general, these documents are available for inspection by interested parties. Each of the UNU Unit reports to the EMS Coordinator and the ISO Steering Group regarding the implementation of the EMS requirements within their Unit.  The documents will be stored in electronic form where ever possible and accessible to all UNU personnel via the UNU ISO14001 Website.

	Documentation Control
	ISO 14001 – Section 4.4.5


The UNU uses and maintains a Procedure for Document and Record Maintenance Control (UNU-EMS 4.4.5) to guarantee that only current documents that have been approved by the authorized personnel circulate within the UNU. This procedure ensures the security of privileged information and archived documents. 

The Procedure outlines the responsible entity for document production, the location of the document for access, revision and periodical review, its revision number and date, the person/unit responsible for the revision.

The documentation should be legible, dated and readily identifiable. 

	Operational Control
	ISO 14001 – Section 4.4.6


The UNU uses and maintains the Procedure for Operational Control and Maintenance (UNU-EMS 4.4.6) to ensure that the UNU activities related to the significant environmental aspects do not cause undue environmental impacts, and that our environmental goals and targets are met.  The operational control procedures will seek to ensure that deviations in environmental performance that run counter to the environmental policy statement as well as the objectives and targets are quickly remedied within one PDCA cycle whenever possible. This refers to the Plan (P), Do (D), Check (C) and Act (A) cycle that form the basis of ISO14001. At the UNU, it is envisaged that a PDCA cycle will last roughly one year. 

In order to achieve this goal, a set of procedures has been established (Annex I) and maintained to:

· Identify activities, products and services which may have significant environmental impacts

· Address situations in which deviations from the environmental policy, targets or objectives occur

· Communicate relevant requirements to contractors and suppliers.

Operational control measures and criteria are designed into all new equipment and operations. Contractors are encouraged to implement operational controls to minimize their environmental impacts. 

	Emergency Preparedness and Response
	ISO 14001 – Section 4.4.7


The UNU uses and maintains the Procedure for Emergency Response Planning (UNU-EMS 4.4.7). This procedure requires regular updates of the Emergency Response Plan, training in excess of the legal minimums for all response staff, coordination with contractors, other response agencies and affected parties, and the use of proper equipment and control measures. The focus of the EMS system is to prevent emergency situations. When that is impossible, we will immediately respond to minimize or mitigate any impacts for personnel, the community, or the environment. In the event of an emergency situation at the UNU, the security/emergency centres located on the first basement floor of the UNU building and in the Cosmos Aoyama Building will be informed of the situation and will coordinate the response.  

After the occurrence of an accident or emergency situation, the UNU and its contractors will review and revise the Procedure for Emergency Response Planning (UNU-EMS 4.4.7). The UNU will also periodically test the procedures where practicable.

Environmental Management Manual

	Section 7: Checking and Corrective Action


	Monitoring and Measurement
	ISO 14001 – Section 4.5.1


The UNU has and maintains the Procedure for Monitoring and Measurement (UNU-EMS 4.5.1) to verify that operational control measures are effectively dealing with environmental impacts and are leading to progress toward environmental objectives and targets.  Monitoring and measurement will be undertaken on a regular basis (in the UNU quarterly and annual reports) to check conformance against the UNU’s environmental targets and objectives. An annual review of compliance with legislation and regulations will be undertaken in line with UNU EMS 4.3.2.

Monitoring equipment administered and operated by the contractors is periodically calibrated and maintained. Records of this process will be retained by the contractors. Moreover, the performance of the EMS is annually evaluated using the Procedure for Audit, Review, and Continual Improvement (UNU-EMS 4.5.4). The Internal Audit, which includes a non-conformance report, is implemented under direction of the Rector’s office and the findings are reported to the Senior Officers Meeting were a set of corrective measures are proposed. 
	Non-conformance and Corrective/Preventive Action
	ISO 14001 – Section 4.5.2


All procedures set out in this Environmental Manual (and specifically UNU-EMS 4.5.4) are used to prevent, identify, control, and correct EMS non-conformances. For the purposes of the UNU Environmental Management system non-conformance refers to the following:

· Significant deviation from the goals set out in the UNU Environmental Policy Statement;

· Failure to meet the targets and objectives for each UNU Unit in relation to the Significant Environmental Aspects;

· Failure to monitor the performance and maintain records of the EMS and to promptly remedy problems identified.
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Instances of non-conformance will mainly be identified through the audit and management review process as initiated by the Rector. The UNU ISO14001 Steering Group will coordinate the implementation of the audits and will report any non-conformances to the Rector. It is UNU’s policy to correct all non-conformances in an expeditious manner, including a 6 monthly programme of reporting. In situations where changes are required to the EMS procedures in order to remedy non-conformance, the UNU will record the corrective actions taken. A flow chart for the steps to deal with non-conformance are shown in Figure 8 below:

	Records
	ISO 14001 – Section 4.5.3


Under this section of ISO14001, records refers to evidence that something has been accomplished (i.e., inspections, equipment calibration, and training). The types of records that UNU and its contractors will maintain as part of the EMS include:

· Legal Requirements Register and information on other requirements;

· List of significant environmental aspects;

· Environmental permits (e.g. for water discharges);

· Environment related training records and presentation materials;

· External environmental reports (the UNU may in certain instances appoint external consultants to supplement the internal ISO14001 Steering Committee in order to undertake specific EMS related tasks);

· Inspection maintenance and calibration reports;

· Records of contractor activities on the premises;

· Incident and corrective action reports;

· Records of testing of emergency procedures;

· Record of compliance and EMS audit results;

· Records of management review.

The UNU will ensure that these records are (1) Legible, (2) Identifiable and traceable to the activity involved, (3) Easily retrievable and preferably in electronic form, (4) Protected against damage, deterioration, or loss, and (5) Retained per established and recorded retention times in line with UN regulations and in conformance with the ISO14001 standard. The UNU adopts a decentralized system for its recording system. The basic locations for ISO14001 related records are as follows:

Figure 9: Type and Location of ISO14001 Related Records

	Unit
	ISO14001 Topic
	Location/Type of Record

	ISO14001 EMS Coordinator, Implementation Officer and Steering Group
	Environmental Management Manual, Legal Requirements Register, Significant Environmental Aspects listing, any other ISO14001 related documentation such as training materials
	ISO14001 Info Corner, paper based documentation on the EMS. Also maintains the UNU ISO14001 website. Maintain records of EMS compliance and audits. Maintain copies of external environmental reports and also of training programmes

	UNU Centre
	Strategic Documents, Annual Reports, Research Outputs
	Rectors Office – Annual Reports, UNU Strategy

Academic Sections – Research Outputs, dissemination materials

	UNU/IAS
	Environmental monitoring data

Research materials
	UNU/IAS Administration maintains records on energy consumption, waste and procurement patterns 

	UNU Services
	Communications and Dissemination
	Public Affairs maintains press releases and other ISO14001 external communications

	UNU Administration
	Management of contractors, budgeting, procurement
	Maintain records of environmental monitoring in collaboration with Sanko Inc and of contractor activities on site. Maintains information on energy consumption, waste and procurement. Keeps copies of all permits. Maintain emergency procedure related records.

	UNU Building Tenants
	Voluntary participation
	No records kept


	Environmental Management System Audit
	ISO 14001 – Section 4.5.4


The UNU uses and maintains the Procedure for Audit, Review, and Continual Improvement (UNU-EMS 4.5.4) to ensure that thorough and timely audits are performed.  The procedure specifics the scope, frequency, method and responsibilities for the audit.  It is our policy to conduct internal audits once per annum to evaluate the performance of the EMS and to identify and correct non-conformances. The audits will seek to determine whether the EMS:

· Conforms with the planned arrangements for environmental management in line with ISO14001.

· Has been properly implemented and maintained.

The results of the audit will be submitted to the Rector and UNU top management (SOM). The auditing programme will be based on the importance of the environmental activities at the UNU and based on the results of previous audits. It is also our policy to conduct a third-party certification renewal every 3 years.  

Environmental Management Manual

	Section 8: Senior Management Review


	Management Review
	ISO 14001 – Section 4.6


Review Procedures

Management review of the UNU EMS will take place once per year (in September/October) and will be initiated by the UNU Rector (the Office of the Rector). This review is designed to monitor and evaluate the progress of this EMS's goals, objectives and targets. The review is to be carried out, and the opinions, suggestions and decisions properly documented to ensure that the implementation of the EMS is suitable, adequate and effective. 

The management review will be undertaken by the SOM and properly documented as a set of recommendations in the Minutes prepared by the Office of the Rector with the release of specific recommendations for corrective measures if required. The results of the Internal Audit will be the main documentation reviewed. The Internal Audit will be prepared by the Internal Audit Team as designated by the Rector.

Items reviewed by the SOM will include:

· Stability, adequacy and effectiveness of the EMS

· Need for policy changes

· Changes in work environment that may influence the environment and the EMS

· Incidents, non-compliance and non-conformance

Information to be considered by the SOM

· Corrective action and audit results

· Performance results for objectives and targets and the need for changes

· New or changed legislation, rules and regulations

· New or changed staff members, and management expectations

· New or changed technologies, materials and products

· Monitoring and measurement data

This information will be made available to the SOM by the EMS Coordinator and the ISO14001 Steering Group as required. The SOM may request any additional information relevant to the UNU EMS from the Coordinator and Steering Group. The results of the SOM Management Review will be documented by the Office of the Rector. The EMS Coordinator will oversee the implementation of any corrective measures to be implemented and will report to the SOM on the progress made within 6 months of the Management Review.

Relationship Between the EM Manual, Procedures and ISO14001 

The following list shows how the Environmental Management Manual and the procedures presented in document entitled “EMS Procedures” are related to the elements of ISO14001.

Figure 10: UNU EMS Procedures in context of ISO14001 Requirements

	ISO14001 Section
	Subject
	UNU EMS Latest Version
	UNU Procedure Reference

	4.2
	Environmental Policy
	Environmental Management Manual – February 2003
	

	4.3.1
	Environmental Aspects
	Procedure for the Identification of Significant Environmental Aspects – October  2000
	UNU-EMS 4.3.1

	4.3.2

	Legal and Other Requirements
	Procedure for Identifying Legal and Other Requirements   - October  2000
	UNU-EMS 4.3.2

	4.3.3
	Objectives and Targets
	Procedure for Developing and Achieving Environmental Targets and Objectives – October  2000
	UNU-EMS 4.3.3

	4.3.4
	Environmental Management Programme
	Environmental Management Manual – February 2003
	All procedures

	4.4.1
	Structure and Responsibility
	Procedure for Documenting Roles, Responsibilities and Authority – October  2000
	UNU-EMS 4.4.1

	4.4.2
	Training, Awareness, and Competence
	Environmental Training Procedure – October  2000
	UNU-EMS 4.4.2

	4.4.3
	Communication
	Procedure for Internal and External Communication – October  2000
	UNU-EMS 4.4.3

	4.4.4
	Environmental Management System Documentation
	Environmental Management Manual – February 2003
	All procedures

	4.4.5
	Document Control
	Procedure for Document and Record  Control – October  2000
	UNU-EMS 4.4.5

	4.4.6
	Operational Control
	Procedure for Operational Control – October  2000
	UNU-EMS 4.4.6/1

	4.4.6
	Waste Separation
	Procedure to Control the Separation of Waste – October  2000
	UNU-EMS 4.4.6/2

	4.4.7
	Emergency Preparedness and Response
	Procedure for Emergency Response Planning – October  2000
	UNU-EMS 4.4.7

	4.5.1
	Monitoring and Measurement
	Procedure for Monitoring and Measurement – October  2000
	UNU-EMS 4.5.1

	4.5.2
	Non-conformance and Corrective and Preventive Action
	Environmental Management Manual – October  2000
	

	4.5.3
	Records
	Procedure for Document and Record  Control – October  2000
	UNU-EMS 4.4.5

	4.5.4
	Environmental Management System Audit
	Procedure for Audit, Review and Continual Improvement – October  2000
	UNU-EMS 4.5.4

	4.6
	Management Review
	Environmental Management Manual – February 2003
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Figure 6: Development of EMS and Environmental Impact Assessment (EIA) Flowchart
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