SWINBURNE UNIVERSITY EMS

- LEGAL & OTHER REQUIREMENTS PROCEDURE-

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

Reference: February 2009
Purpose
This procedure details the process for:
· identifying and understanding the current legal and other requirements relevant to Swinburne’s activities,

· establishing a process to monitor, identify and understand new and amended legal and voluntary requirements relevant to Swinburne’s business activities, and
· identifying the control measures in place to ensure compliance with these requirements.
Background
The Legal Requirements Register identifies all of the legislative requirements, policies and formal agreements that relate to Swinburne’s environmental impacts.

The register summarises relevance of the legal and other requirements to Swinburne including objectives, standards, requirements or agreements, measures in place to ensure compliance with these requirements, personnel responsible and a web or file reference for more information.

Implementation

Identifying and Understanding Legal and Other Requirements

Based on the Environmental Aspects Register, identify any relevant legislative requirements or voluntary codes. 
For each identified requirement, determine the jurisdiction, it’s status (legal, potential or voluntary), requirements, control measures, personnel responsible and web or file references.  
NOTE: Only the major legal or other requirements which apply to Swinburne’s business activities need be included. There may be requirements not included that are of occasional relevance, and others that are related to environmental issues. This should be determined by the EMS Coordinator in consultation with other staff.
Review of the Legal Requirements Register

The Legal Requirements will be formally reviewed annually in line with this procedure to reflect changes to legislation and other requirements.

Responsibilities

	Position
	Responsibility 

	Executive Group 
	Approve the Legal Requirements Register

	EMS Coordinator
	Coordinate the development and review of the Legal Requirements Register 

Consult with and distribute the draft Legal Requirements Register to relevant employees for feedback.

Incorporate feedback and distribute the Executive Group for approval and signing.


Review of procedure

This procedure will be reviewed annually by the EMS Coordinator. 

Approval
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Appendix 1 – Example Legal Requirements Register
	Legislation, Standard or Program
	Jurisdiction
	Requirements
	Control Measure
	Responsible Personnel
	Reference

	General
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Energy
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Water 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Transport
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Purchasing
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Waste
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	Buildings and Grounds
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	V - Voluntary
	* - Potential
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