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- DATA CONTROL PROCEDURE-

Responsible Manager: Associate Director, Operations and Services
Subject: EMS: Procedure

Reference: February 2009
Purpose
This procedure provides the detail for the monitoring and measurement of data within the Environmental Management System. 
Background
Monitoring and measuring Swinburne’s environmental performance data is important to ensure that the EMS is effective in achieving its desired outcomes. It is also important that these outcomes are communicated to both staff involved in implementing the EMS as well as other stakeholders such as current and potential students. 
Implementation

Identification of Environmental Key Data
Key data must be identified based on the Environmental Aspects and Objectives and Targets established for the EMS. The data items must be measurable and provide the basis for monitoring progress against targets as well as both internal and external communications.
It is important that other reporting requirements are taken into consideration when identifying the data in order to streamline monitoring and reporting requirements.
Determining Data Sources, Calculations and Assumptions
Establishing the data sources, measurement units, calculations and assumptions that accompany the data is a vital step to ensure that the process is documented and that year on year information can be presented confidently. This information should be included in the Data Control Register.
Recording Data
Following the establishment of key environmental data, the data will be recorded and stored in the Data Control Register (see Attachment 1 for example). 
Review of the Data Control Register

The Data Control Register will be updated and reviewed annually in line with this procedure.

Responsibilities

	Position
	Responsibility 

	Executive Group 
	Approve the Data Control Register

	EMS Coordinator
	Coordinate the development and review of the Data Control Register 

Consult with and distribute the draft Data Control Register to relevant employees for feedback.

Incorporate feedback and distribute  to the Executive Group. 


Review of procedure

This procedure will be reviewed annually by the EMS Coordinator. The EMS Coordinator is required to ensure that this procedure is current at all times.
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Appendix 1 – Example Data Control Register
	Environmental KPI
	Data Source
	Personnel Responsible
	Measurement Unit
	Calculations/ Assumptions
	Reference
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