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EXECUTIVE SUMMARY 

In the framework of the GREENTU Project, funded by the European Commission under the 

Switch Africa Green Programme, three training sessions have been carried out in order to train 

the representatives of the selected accommodations in the ISO 14001 standard, its 

requirements, the implementation process, the certification, etc.  

Different training materials have been specifically prepared by GreenTU team, in order to 

make the standard and its requirements understandable to everyone, and to put into practice 

what the accommodations should do to meet and show evidence of the compliance of these 

requirements.  

During the training sessions, a brief theoretical explanation has been provided, however most 

of the activities have been focused on the practical implementation. Special emphasis has 

been laid on working in groups, in order to maximize the exchange of knowledge and 

experience.  
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1 GREENTU PROJECT 

The GREENTU Project (Greening the Tourism Sector in Uganda), funded by the European 

Commission under the Switch Africa Green Programme, is being implemented by Fundación 

GAIKER (GAIKER, Spain, Project Coordinator), Uganda Tourism Association (UTA, Uganda, 

Partner) and Uganda Community Tourism Association (UCOTA, Uganda, Partner). 

The action has an overall duration of 36 months and aims at boosting the transformation of 

Uganda towards an inclusive green economy by enhancing the sustainability and 

competitiveness of a key sector for the country, as it is the Tourism Sector. To attain this, the 

action aims at equipping MSMES of the Tourist Accommodation Sector in Uganda to 

implement Best SCP practices and Environmental Management Systems (ISO 14001). At the 

same time, the action will foster sustainable consumption by consumer awareness raising 

campaigns and supporting MSMEs of the Tourism Sector on ecolabelling scheme 

implementation.  

This deliverable “D 1.7 Training and awareness raising material” is a compilation of the training 

materials (presentation, practical exercises, group dynamics, etc.) prepared for the 3 training 

sessions carried out in the framework of “Output 1 – Improved sustainability and resource 

efficiency of the Tourist Accommodation Sector in Uganda and compliance with internationally 

recognized EMS ISO14001”. 
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2 TRAINING SESSION 1 

The first training session was conducted in November 28th, 2018. Representatives of 17 

accommodations attended this event (see attendance sheet in Annex II). The structure of this 

session was divided in three different parts: 

1. Introduction to GreenTU project and working plan 

2. Introduction to ISO 14001, and its requirements 

3. Group dynamic 

Introduction to GreenTU project 

During this fist part of the training session, GreenTU team introduced the project, and its 

objectives, the partners as well as the main target groups and beneficiaries. 

Moreover the working procedure, which included not only tools but also technical assistance, 

was discussed. Among the tools provided it is worth mentioning the practical guide developed, 

the training sessions themselves and the material specifically prepared (procedures, records, 

etc.). With regards to the technical assistance, the 2 methods to be implemented were 

presented: visits in situ and technical assistance via platform. In this sense, the 3 platforms and 

their use was explained: 

- Helpdesk platform 

- Document repository platform 

- Knowledge base platform 

Finally, the work planning for the coming months was agreed.  

Introduction to ISO 14001,and its requirements 

During the second part of the training sessions, an introduction to Environmental Management 

Systems and ISO 14001 was carried out, in order attendees to understand what the 

implementation of an Environmental Management System means, and what are expected.  

Afterwards, some basic and simple requirements were theoretically explained: 
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- Environmental policy 

- Environmental aspects: identification and evaluation of environmental aspects and 

impacts.  

- Compliance obligations 

- Environmental objectives and planning action 

- Environmental performance 

  

  

Figure 1 – Pictures of the first training session (November 28th, 2018) 

Group dynamic 

Taking into account the explanations previously provided, some practical exercises were 

carried out. For the development of these exercises some basic information of a non-existent- 

hotel was given to the attendees: description of the hotel and data related to its 

environmental performance.  

According to this information, the participants worked on the following activities: 
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- Definition of environmental objectives and planning action 

- Definition of an environmental policy 

- Identification and evaluation of environmental aspects 

The participants worked in groups, and afterwards, each group presented the environmental 

objectives and the environmental policy defined, as well as the results of the evaluation of the 

environmental aspects carried out.  

All the presentations and training materials used are included in the Annex I of this deliverable.   
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3 TRAINING SESSION 2 

The second training session was conducted in May 22nd, 2019. Representatives of 26 

accommodations attended this event (see attendance sheet in Annex II). The structure of this 

session was divided in two different parts: 

1. ISO 14001 - Requirements 

2. Group dynamic 

ISO 14001 requirements 

During the first part of this second training session, a brief review of the ISO 14001 standard, 

and the requirements explained during the first training session in November, was conducted.  

Afterwards, some additional requirements were theoretically explained: 

- Environmental Management System – Description and definitions 

- Risks and opportunities 

- Identification of resources: maintenance programme Vs. maintenance monitoring 

record. 

- Competence, training and awareness: personnel form Vs personnel profile. 

- Communication 

- Documented information: master list of forms, distribution list and master list of 

external documents. 

- Emergency preparedness and response: emergency report, emergency drill record, 

and other emergency documentation. 
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Figure 2 - Pictures of the second training session (May 22nd, 2019) 

Group dynamic 

Taking into account the explanations previously provided, some practical exercises were 

carried out. For the development of these exercises, each participant thought about the 

situation of his own accommodation, and afterwards discussed and exchange ideas in small 

groups.  

The participants worked on the following activities: 

- Identification and evaluation of risks and opportunities 

- Definition of the maintenance programme 

- Filling in the personnel forms 

- Filling in the emergency report 

Finally, after working in groups, each group presented the risks and opportunities identified, 

the maintenance programme defined, as well as the emergency situations addressed.  

All the presentations and training materials used are included in the Annex I of this deliverable.   
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4 TRAINING SESSION 3 

The third training session was conducted in May 23rd, 2019. Representatives of 27 

accommodations attended this event (see attendance sheet in Annex II). The structure of this 

session was divided in two different parts: 

1. ISO 14001 - Requirements 

2. Group dynamic 

ISO 14001 requirements 

During the first part of this third training session, the last requirements of the ISO 14001 

standard were explained: 

- Environmental objectives and planning action 

- Training and awareness planning 

- Control of suppliers and contractors: first evaluation form and performance 

assessment form 

- Operational control 

- Internal audit: audit planning, checklist and report. 

- Management review 

- Non-conformity and corrective action 
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Figure 3 - Pictures of the third training session (May 23rd, 2019) 

Group dynamic 

Taking into account the explanations previously provided, some practical exercises were 

carried out. For the development of these exercises, each participant thought about the 

situation of his own accommodation, and afterwards discussed and exchange ideas in small 

groups.  

The participants worked on the following activities: 

- Definition of environmental objectives and planning action 

- Supplier evaluation form 

- Service provider/supplier performance assessment form 

- Non-conformity and corrective action report 

Finally, after working in groups, each group presented the environmental objectives defined, 

the suppliers evaluated, as well as the non-conformities identified.  

All the presentations and training materials used are included in the Annex I of this deliverable. 
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5 ANNEX I: PRESENTATIONS AND TRAINING MATERIALS 

All the presentations and training materials specially prepared for the training sessions are 

listed in the table below have been attached in this Annex I. 

SESSION DATE NAME MATERIAL 

1 28/11/2018 

Introduction to GreenTU PowerPoint presentation 

Introduction to ISO 14001. 

Requirements related to Environmental Policy, 

Environmental Aspects, Compliance obligation, 

Environmental objectives and planning action, 

and Environmental Performance 

PowerPoint presentation 

Group Dynamic 

PowerPoint presentation, description hotel, 

environmental performance data, and 

templates for the definition of 

environmental objectives, environmental 

policy, identification and evaluation of 

environmental aspects, etc.   

2 22/05/2019 

ISO 14001 – Requirements related to risks and 

opportunities, identification of resources, 

communication, documented information and 

emergency preparedness and response 

PowerPoint presentation 

Group Dynamic 

PowerPoint presentation and templates for 

the definition of risks and opportunities, 

maintenance programme, personnel form, 

and emergency/accident report. 

3 23/05/2019 

ISO 14001 – Requirements related to the 

definition of environmental objectives and 

planning actions, control of suppliers, 

operational control, internal audit, management 

review and non-conformity and corrective 

action. 

PowerPoint presentation 

Group Dynamic 

PowerPoint presentation and templates for 

the definition of environmental objectives, 

evaluation of suppliers and non-conformity 

report.  
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GREENING THE TOURISM SECTOR IN UGANDA

SWITCH Africa Green

Duration

3

01/02/2018‐31/01/2021

PARTNERS

COORDINATOR PARTNERS

FUNDACIÓN GAIKER 
Spanish Technological 
Centre specialized in

UGANDA TOURISM 
ASSOCIATION (UTA) 
Umbrella organization 
that brings together

UGANDA COMMUNITY 
TOURISM ASSOCIATION 

(UCOTA) 
Convenes Community

4

Centre specialized in 
Sustainable 
Development

that brings together 
all tourism trade 

associations in Uganda

Convenes Community 
Tourism Groups in all 
regions of Uganda
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OBJECTIVE: GREENTU PROJECT

The overall objective of this action is to boost the transformation of Uganda
towards an inclusive green economy by enhancing the sustainability and

f hcompetitiveness of the Tourism Sector.

To attain this, the action aims at:

• equipping MSMEs of the Tourist Accommodation Sector in Uganda to implement
Best Sustainable Consumption and Production (SCP) Practices and Environmental
Management Systems (EMS ISO14001)

• fostering sustainable consumption by consumer awareness raising campaigns and
supporting MSMEs of the Tourism Sector on eco‐labelling scheme

5

supporting MSMEs of the Tourism Sector on eco‐labelling scheme
implementation

• enabling policy environments for SCP and linking MSMEs to financial institutions

TARGET GROUPS 

MSMEs of the Tourist 
Accommodation Sector in 

Uganda                 Tourists travelling to

Tour Operators and 
Travel Agencies in 

Uganda                     
(implementation of Best 
SCP Practices and EMS ISO 

14001, public image 
improved, market 

penetration increased)

Tourists travelling to 
Uganda               

(driving force for 
switching to sustainable 

consumption)

(will count with certified 
products (ISO 14001, 

eco‐labelling) to enter in 
international markets)

Tourism Associations in 
Governmental 

institutions and local 

6

Uganda (UTA, UCOTA, 
AUTO, TUGATA, USAGA, 

etc.)                        
(will improve their skills 
to make the Tourism 

Sector more sustainable)

authorities                    
(will be sensitized on the 
necessity of increasing 

budget to Tourism Sector 
and on SCP Practices)

Financial institutions
(will be sensitized on the 
importance of Green 

Financing)
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BENEFICIARIES

Rural Communities 
(provided with knowledge and 
tools to exploit in a sustainable 

manner their economic activities)

Citizens of Uganda                
(benefit from reduced 

environmental impacts, increase 
in climate resilience, a more 

equality society)

7

OUTPUTS OF THE PROJECT

O.1. Improved the sustainability and resource efficiency of the Tourist Accommodation
Sector in Uganda

• Practical Guideline for the implementation of EMS ISO 14001
• Implementation and internal audits of ISO 14001 in MSMEs
• Training to staff members of MSMEs

8
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ISO 14001 IN MSMEs

‐ Tools

‐ Practical guide

‐ Trainings

Implementation of ISO 
14001

Trainings

‐Materials (templates, documents)

‐ Visits in situ

9

‐ Technical 
assistance

‐ Visits in situ

‐ Platform

SUPPORT AND HELPDESK IT PLATFORM

http://support.greentu.eu
•You will have the chance to make requests and questions
•GREENTU team will communicate with you and send information and documents related to your 
request or question. q q

https://kb.greentu.eu
•Frequently Asked Questions – You will find a lot of and useful information here. These section will be 
completed with the questions and requests we receive.

http://docs.greentu.eu
•Repository system to share documents within the project team.
•We can also give you an account, so you can store your documents there.

10

KB

Support

Repository

Participant
request
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TIME FRAMES

l l k d h f

ISO 14001 IN MSMEs

‐ Analytical work to study each MSME from Nov 2018

‐ Trainings 2 day‐ training course May 2019

‐ Implementation from April 2019 (After carrying out analytical work)

‐ Audits from Oct 2019

‐ Next visits Every six months

11

‐ Next visits Every six months

THANKS!
info@greentu.eu
www.greentu.eu

12

Funded by
European
Union
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Training:
Environmental management system ISO 14001

1

Funded by
European
Union

INDEX

‐ Environmental management systems
‐ ISO 14001
‐ Benefits and barriers
‐Main requirements

‐ Environmental policy
‐ Environmental aspects
‐ Compliance obligations
‐ Environmental objectives and planning action
Environmental performance

2

‐ Environmental performance
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ENVIRONMENTAL MANAGEMENT SYSTEM (EMS)

Environmental management refers to the set of activities that the company /
project carries out to protect the environment.

An Environmental Management Systems (EMS) is a framework that helps an
organisation to achieve its environmental goals through consistent review,
evaluation and improvement of its environmental performance.

It is a systematic approach to finding practical
ways for saving water, energy and materials and
reducing negative environmental impacts.

3

EMS is a system which integrates procedures and
processes for training of personnel, monitoring,
summarizing and reporting environmental
performance information to internal and external
stakeholders of a firm.

ISO 14001 is an internationally agreed standard that sets out the
requirements for an environmental management system.

ISO 14001

ISO 14001 i ISO 14001 i

It helps organisations to improve their environmental
performance through more efficient use of resources and
reduction of waste, gaining a competitive advantage and
the trust of stakeholders.

It helps organisations identify, manage, monitor and
control their environmental issues.

4

ISO 14001 is…  ISO 14001 is not…
• Management of environmental aspects
• Applicable to any organisation
•Tool to help you think GREEN and be
proactive
• Management standard

• Regulation or law that must be followed
• Requiring you to reach zero emissions
• Product standard
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ISO 14001

4. Context of the 

0. Introduction
1.Scope
2. Normative reference
3. Terms& Definitions

ACT PLAN

organization

5. Leadership

6. Planning

10. Improvement

5

DOCHECK 7. Support

8. Operation

9. Performance 
evaluation

ISO 14001

Based on Deming cycle or PDCA cycle, it is a continuous improvement cycle:

l id if i ifi i l d fi i l• Plan: identify significant environmental aspects, define environmental
policy, allocate responsibilities, set objectives and goals , prepare action
plans, etc.

• Do: implement the procedures and fill in records.

• Check: monitor results, evaluate
performance against objectives,
assess non‐conformities, audit, etc.

6

, ,

• Act: corrective actions, improvement
opportunities, management review,
etc.
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BENEFITS AND BARRIERS

7

BENEFITS

BENEFITS AND BARRIERS OF THE EMS

I bliO ti i R l t I itImproves public 
image

Optimizes resources 
and processes

Regulatory 
compliance

Improves community 
regulations

8

Reduces costsContinual 
improvement

Prevents 
environmental risks
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BENEFITS AND BARRIERS OF THE EMS

BARRIERS

• Lack of the top management commitment• Lack of the top management commitment

• Frequent changes of personnel and top management

• Common perception that the cost is higher than the benefits

• Insufficient training

9

• Lack of responsibility and involvement

MAIN REQUIREMENTS

10
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MAIN REQUIREMENTS

• Environmental Policy (Leadership)

• Environmental Aspects (Planning)

• Compliance Obligations (Planning)

• Environmental Objectives and Planning Action(Planning)

11

• Environmental Performance (Performance evaluation)

ENVIRONMENTAL 
POLICY

12
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ENVIRONMENTAL POLICY

An environmental policy is the declaration of commitment to the
environment. It provides a vision of environmental principles which guide the
actions of employees and managementactions of employees and management.

Top Management shall establish, implement and maintain an environmental
policy that:

1. Is appropriate to the purpose and context of the organisation

2. Provides a framework for setting environmental objectives

3. Includes a commitment to the protection of the environment, including

13

prevention of pollution and other specific commitments relevant to the
organisation

4. Includes a commitment to fulfil its compliance obligations

5. Includes a commitment to continual improvement of the Environmental
Management System to enhance environmental performance.

ENVIRONMENTAL POLICY

The environmental policy shall:

• be maintained as documented informationbe maintained as documented information

• be communicated within the organisation

• be available to interested parties

Tips for a good policy:

Short, simple, direct, concise and realistic

14

Short, simple, direct, concise and realistic

Avoid technical words and make it clear and easy to understand

Related to accommodation’s activities

Compatible with other policies and integrated with the business strategy
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ENVIRONMENTAL POLICY

15

TEMPLATES FOR THE DEFINITION OF THE ENVIRONMENTAL POLICY

16
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ENVIRONMENTAL 
ASPECTS

17

IDENTIFICATION OF ENVIRONMENTAL ASPECTS

The accommodation shall determine the environmental aspects of its activities and
services that it can control and those that it can influence, and their associated
environmental impacts, considering a life cycle perspective.

Environmental aspect: is defined as an element of an organisation’s activities,
products or services that can interact with the environment:

Environmental impact: is any change to the environment, whether adverse or
beneficial, wholly or partially resulting from and organisation’s activities, products
or services

F th il ti th d ti d t t k i t t

18

For the compilation the accommodation needs to take into account:
• Direct activities: the hotel has control
• Indirect activities: the hotel has no control but can influence
• Normal situation: refers to normal operation
• Abnormal situation: refers to start up operations and planned maintenance
• Emergency situation: refers to accidents and emergency cases
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ENVIRONMENTAL ASPECTS & ENVIRONMENTAL IMPACTS

ENVIRONMENTAL ASPECT ENVIRONMENTAL IMPACTS

AIR EMISSIONS
AIR POLLUTION

OZONE DEPLETION
GREENHOUSE GAS CONTRIBUTION

ENERGY CONSUMPTION GREENHOUSE GAS CONTRIBUTION
AIR POLLUTION

FUEL CONSUMPTION GREENHOUSE GAS CONTRIBUTION
AIR POLLUTION

HAZARDOUS MATERIALS RELEASE
HUMAN HEALTH IMPACT
SOIL CONTAMINATION

HAZARDOUS MATERIAL DISPERSAL
NATURAL RESOURCES CONSUMPTION RESOURCE DEPLETION

NOISE EMISSIONS NOISE DAMAGE
VIBRATION DAMAGE

NON HAZARDOUS WASTE GENERATION SOLID MATERIAL DISPERSAL

HAZARDOUS WASTE GENERATION HAZARDOUS MATERIAL DISPERSAL

19

HAZARDOUS WASTE GENERATION HUMAN HEALTH IMPACT

OIL SPILLS/RELEASES ECOLOGICAL DAMAGE
HAZARDOUS MATERIAL DISPERSAL

TOXIC SUBSTANCES RELEASES HUMAN HEALTH IMPACT
TOXICS CONTAMINATION OR ADDITION TO AIR, LAND AND WATER

CULTURAL DISTURBANCES DAMAGE TO NATIVE RESOURCES
LOSS OF PUBLIC ACCESS TO RECREATIONAL RESOURCES

WASTEWATER DISCHARGE GROUNDWATER CONTAMINATION
SEDIMENTATION OF WATER COURSES

WATER CONSUMPTION RESOURCE DEPLETION

The accommodation has to determine those aspects that have or can have a
significant environmental impact by using established criteria significant
environmental aspects

EVALUATION OF ENVIRONMENTAL ASPECTS

environmental aspects

Although the standard does not establish any method for evaluating
significance, some guidelines have been proposed related to environmental
concerns:

• Scale of the impact
• Severity of the impact
• Frequency of the impact

20

• Legislative concern
• Interested parties concern
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CRITERIA FOR THE EVALUATION OF ENVIRONMENTAL ASPECTS

SCALE
IMPACT IS CONTAINED WITHIN THE WORK AREA (ISOLATED) 2
IMPACT IS RESTRICTED TO /CONTAINED WITHIN THE HOTEL PREMISES (CONFINED) 4
IMPACT MIGRATES OUTSIDE THE SITE OF HOTEL INTO LOCAL COMMUNITY (REGIONAL) 7( )
IMPACT MIGRATES OUTSIDE THE REGION IN WHICH THE HOTEL IS LOCATED (GLOBAL) 10

SEVERITY

HARMLESS, NEGLIGIBLE IMPACT 2
MINOR EFFECTS THAT ARE EASILY REMEDIED 4
MODERATE, COULD BE REPAIRED 6
SERIOUS, HARD TO REPAIR 8
CATASTROPHIC, VERY DANGEROUS, MUST      
BE REPAIRED OR REGENERATED 10

FREQUENCY
RARE ‐ LESS THAN ONE TIME A YEAR 2
INTERMITTENT ‐ UP TO 3‐4 TIMES PER YEAR 4
REGULAR ‐ IT HAPPENS ONCE A MONTH 6
VERY OFTEN ‐ 1‐2 TIMES PER WEEK 8
CONTINUOUS ‐MORE THAN 3 TIMES PER WEEK 10

21

LEGAL AND OTHER REQUIREMENTS

COMPLIES WITH LEGISLATION AND REGULATIONS 1
MINOR VIOLATION 5
MAJOR VIOLATION OR FREQUENT MINOR VIOLATIONS 10

INTERESTED PARTIES
INTERESTED PARTIES HAVE NEVER EXPRESSED 
CONCERN ABOUT THE ASPECT 1

INTERESTED PARTIES HAVE SOMETIMES EXPRESSED 
CONCERN ABOUT THE ASPECT 5

INTERESTED PARTIES HAVE OFTEN EXPRESSED 
CONCERN ABOUT THE ASPECT 10

TEMPLATE FOR THE IDENTIFICATION AN EVALUATION OF ENVIRONMENTAL 
ASPECTS

22
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TEMPLATE FOR THE IDENTIFICATION AN EVALUATION OF ENVIRONMENTAL 
ASPECTS

IDENTIFICATION TYPE CONDITIONS EVALUATION CRITERIA

ENVIRONMENTAL 
ASPECT

PROCESS/ 
DEPARTMENT ENVIRONMENTAL IMPACT DIRECT INDIRECT NORMAL ABNORMAL EMERGENCY SCALE SEVERITY FREQUENCY LEGISLATIVE 

CONCERN

INTERESTED 
PARTIES 
CONCERN

RESULT

WATER 
CONSUMPTION

ACCOMMODATION 
OTHER SERVICES      
RESTAURANT 
HOUSEKEEPING
MANAGEMENT

WATER DEPLETION X X 10 6 10 1 1 28

ACCOMMODATION

ELECTRICITY  
CONSUMPTION

ACCOMMODATION 
OTHER SERVICES  
RESTAURANT 
HOUSEKEEPING
MANAGEMENT

CLIMATE CHANGE
AIR POLLUTION X X 10 8 10 1 10 39

FUEL 
CONSUMPTION

ACCOMMODATION 
OTHER SERVICES  
RESTAURANT 
HOUSEKEEPING
MANAGEMENT
TRANSPORTATION

CLIMATE CHANGE
AIR POLLUTION
RESOURCE DEPLETION

X X 10 8 10 1 1 30

CHEMICALS 
CONSUMPTION

HOUSEKEEPING AIR EMISSIONS X X 4 6 10 1 1 22
VEHICLES 
MAINTENANCE

EXTERNAL VECHILES  
MAINTENANCE

AIR POLLUTION
WASTE
WASTE WATER

X X 7 6 4 1 1 19

ORGANIC WASTE RESTAURANT SOLID MATERIAL DISPOSAL X X 7 4 10 1 1 23

PLASTIC WASTE

ACCOMMODATION 
OTHER SERVICES  
RESTAURANT 
HOUSEKEEPING
MANAGEMENT

SOLID MATERIAL DISPOSAL X X 7 6 10 1 1 25

23

PAPER WASTE

ACCOMMODATION 
OTHER SERVICES  
RESTAURANT 
HOUSEKEEPING
MANAGEMENT

SOLID MATERIAL DISPOSAL X X 7 6 10 1 1 25

HAZARDOUS 
WASTE

HOUSEKEEPING SOIL AND WATER CONTAMINATION X X 7 8 8 1 1 25

WASTEWATER  
DISCHARGE

ACCOMMODATION 
OTHER SERVICES  
RESTAURANT 
HOUSEKEEPING
MANAGEMENT

GROUNDWATER CONTAMINATION
SEDIMENTATION OF WATER  
COURSES

X X 7 6 10 1 1 25

HAZARDOUS  
SPILLS/RELEASES

HOUSEKEEPING HUMAN HEALTH IMPACT
SOIL AND WATER CONTAMINATION X X 7 8 2 1 1 19

FIRE GENERAL
AIR POLLUTION
WASTE X X 10 10 2 1 1 24

FLOOD GENERAL
WASTE
WASTE WATER X X 10 10 2 1 1 24

The accommodation has to communicate its significant environmental aspects
among the organisation.

EVALUATION OF ENVIRONMENTAL ASPECTS

The accommodation shall maintain documented information of its:

• environmental aspects and associated environmental impacts

• criteria used to determine its significant environmental aspects

• significant environmental aspects

24
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COMPLIANCE 
OBLIGATIONS

25

COMPLIANCE OBLIGATIONS

The standard requires the hotel to:
• Determine and have access to the compliance obligations related to its environmental
aspects
• Determine how these compliance obligation apply to the organisation
• Take these compliance obligations into account when establishing, implementing,
maintaining and continually improving the Environmental Management System

The accommodation shall maintain documented information of its compliance
obligation.

It is helpful to start by identifying regulatory requirements by preparing a list of the
known regulations in a record, which must be periodically updated.

26

There are many ways for obtaining information about the applicable regulations:
• Regulatory agencies
• Industrial associations
• Seminars and workshops
• Publications
• Newsletters/magazines
• Ministry entities (e.g. NEMA)
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COMPLIANCE OBLIGATIONS

27

COMPLIANCE OBLIGATIONS

28
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COMPLIANCE OBLIGATIONS

29

ENVIRONMENTAL 
OBJECTIVES AND 
PLANNING ACTION

30

PLANNING ACTION
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ENVIRONMENTAL OBJECTIVES

The accommodation has to establish environmental objectives at relevant
functions and levels taking into account the organisation’s significantfunctions and levels, taking into account the organisation s significant
environmental aspects and associated compliance obligations, and
considering its risks and opportunities.

The environmental objectives will be:
•Consistent with the environmental policy
• Measurable (if practicable)
• Monitored

31

• Communicated
• Updated as appropriate

The accommodation will maintain documented information on the
environmental objectives.

ENVIRONMENTAL OBJECTIVES

When planning how to achieve its environmental objectives, the
accommodation shall define:accommodation shall define:

• what will be done,

• what resources will be required,

• who will be responsible,

• when it will be completed,

• how the results will be evaluated, including

32

indicators for monitoring progress towards
achievement.

The accommodation will consider how actions to achieve its environmental
objectives can be integrated into the organisation's business processes.
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ENVIRONMENTAL OBJECTIVES

33

ENVIRONMENTAL OBJECTIVES & PLANNING ACTION

34
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ENVIRONMENTAL 
PERFORMANCE

35

PERFORMANCE EVALUATION: MONITORING, MEASUREMENT, ANALYSIS AND 
EVALUATION

Environmental performance is how an organisation manages the environmental
aspects of its activities and services and the impact they have on the environment.
The organisation's environmental performance can be improved by reducing negativeThe organisation s environmental performance can be improved by reducing negative
environmental impact or increasing positive environmental impact.

The accommodation shall monitor, measure, analyse and evaluate its environmental
performance. The organisation shall determine:

• what needs to be monitored and measured,

• the methods for monitoring, measurement, analysis an evaluation, as
applicable, to ensure valid resuts,

36

• the criteria against which the organisation will evaluate its environmental
performance, and approapiate indicators,

• when the monitoring and measuring shall be performed,

• when the results from monitoring and measurements shall be analysed and
evaluated
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PERFORMANCE EVALUATION: MONITORING, MEASUREMENT, ANALYSIS AND 
EVALUATION

The accommodation shall ensure that calibrated or verified monitoring and
measurement equipment is used and maintained, as appropiated.

The accommodation will evaluate its environmental performance and the
effectiveness of the Environmental Management System, and will communicate
relevant environmental performance information, both internally and externally.

The accommodation will retain appropriate documented information as evidence of
the monitoring, measurement, analysis and evaluation results.

Monitoring is required to analyse and evaluate if the management system is
performing in line with the expectations and enables an organisation to:

• Evaluate environmental performance

37

• Evaluate environmental performance
• Analyse causes of problems
• Asses compliance with legal requirements
• Identify areas requiring corrective action
• Improve performance and increase efficiency

PERFORMANCE EVALUATION: MONITORING, MEASUREMENT, ANALYSIS AND 
EVALUATION

Associated document:
D6.6‐1
REV 0

ENVIRONMENTAL PERFORMANCE

Category Indicator Unit Performance criteria Jan Feb Mar Abr May Jun Jul Aug Sep Oct Nov Dec
TOTAL

ABSOLUTE 
VALUE

RELATIVE 
VALUE

TOTAL
ABSOLUTE 
VALUE

RELATIVE 
VALUE

Evaluation

Management
Training hours in 
environmental issues hours #¡DIV/0! 0 #¡DIV/0!

Management
Percentage of green 
procurement % #¡DIV/0! 0 #¡DIV/0!

Management

Investment in SCP 
practices, green 
technology… UGX #¡DIV/0! 0 #¡DIV/0!

Management
Meetings with 
interested parties number #¡DIV/0! 0 #¡DIV/0!

Operation Water consumption m3 #¡DIV/0! 0 #¡DIV/0!

PREVIOUS YEAR
2017

CURRENT YEAR
2018

Overnight stays current year (2018)
Overnight stays current year (2017) CURRENT YEAR ‐ 2018

SEMESTER 2SEMESTER 1

ENVIRONMENTAL PERFORMANCE

TRIMESTER 1 TRIMESTER 2 TRIMESTER 3 TRIMESTER 4

38

Operation Electricity consumption kWh #¡DIV/0! 0 #¡DIV/0!
Operation Fuel consumption l #¡DIV/0! 0 #¡DIV/0!

Operation
Natural gas 
consumption m3 #¡DIV/0! 0 #¡DIV/0!

Operation Wood consumption kg #¡DIV/0! 0 #¡DIV/0!
Operation Charcoal consumption kg #¡DIV/0! 0 #¡DIV/0!
Operation Paper consumption kg #¡DIV/0! 0 #¡DIV/0!
Operation Plastic waste kg #¡DIV/0! 0 #¡DIV/0!
Operation Glass waste kg #¡DIV/0! 0 #¡DIV/0!
Operation Organic waste kg #¡DIV/0! 0 #¡DIV/0!
Operation Waste water kg #¡DIV/0! 0 #¡DIV/0!

Date: Name:
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DESCRIPTION OF THE DYNAMIC

1. Groups of participants 

d h d ff l2. Provide groups with different materials

3. In each group all participants have to make at least one contribution to each 
exercise so no one monopolize the time

4. The solution for each exercise should be agreed by simple majority (51%) taking 
into account that each participant has a vote

5 The last two minutes of each exercise will be employed in agreeing the solution

3

5. The last two minutes of each exercise will be employed in agreeing the solution

6. A representative of each group should be elected, so he/she present the final 
results of the group to the attendees 

DEFINITION  OF THE EXERCICIES AND TIME

EXERCISE TIME

Definition of the environmental policy 15 minsDefinition of the environmental policy 15 mins

Identification of aspect 15 mins

Identification of impacts 15 mins

Evaluation of aspects and impacts 15 mins

Presentation of results by each group (environmental 
aspects) 

15 mins

4

Definition of objectives and actions  15 mins

Presentation of results by each group  15 mins
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MATERIALS

1. Templates
2. A2 and A4 papers

d ff l3. Post‐its different colours

5

THANKS!
info@greentu.eu
www.greentu.eu
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The hotel GreenTU has open its doors 4 years ago with the aim of offering quality  luxury 
services at an affordable price to its clients in a natural environment near some of the main 
touristic attractions in Uganda. Its offer of additional services includes a complete SPA with 
different beauty and massage treatments, guided tours to see some of the natural attractions 
in the surroundings, visits and activities with some local traditional communities, a restaurant 
service with local and international cuisine and a lobby bar. 

Their clients are tourists from Uganda and mainly, from surrounding countries like Kenya and 
Rwanda, although the number of visitors from Europe and USA has increased in the last year. 

As the hotel owners are very interested in promoting their hotel in european and america 
markets, they have made an study about the profile of their European and American clients 
and they have concluded that these clients look for luxury services, as those they offer, but at 
the same time, they are very aware of the importance of sustainability so when deciding in 
which hotel to stay they value much if the hotel has any sustainability certificate or 
environmental management system. For this reason, the hotel manager has been 
commissioned to get the ISO 14001:2015 certification. 

The hotel is located in a place with high yearly rainfall, and it is near to a lake and 12 km from a 
natural reserve. Although it is in the middle of a village and next to some households, it is 
surrounded by green areas and gardens and it has an outdoor swimming pool. 

The water consumed by GreenTU hotel comes from the water supply network. The hotel has 
its own treatment plant for the waste water and it has a septic tank (5m3

Regarding energy consumption, electricity is consumed mainly from the electricity grid 
although the hotel has its own diesel power unit to guarantee supplying when power cuts 
occur. Other fuels consumed are natural gas and charcoal that are used mainly for heating and 
in the kitchens. 

) which is emptied 
periodically.  

The wastes generated by the hotel are collected together; so periodically a truck carries the 
wastes to a landfill. 

Although the hotel offers many services, the main activities are:  

- Restaurant (we are going to focus 
on breakfast) 

- Housekeeping 

- Laundry 
- Administration 
- Maintenance operations 

The hotel opened with all required licences ready and is very concerned about environmental 
issues and sustainability but they have identified that their personnel is not very much aware 
of sustainability and sustainable practices. 

In the following table you can find the consumption for the years 2017 and 2018 
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Category Indicator Unit Performance criteria Jan Feb Mar Abr May Jun Jul Aug Sep Oct Nov Dec
TOTAL

ABSOLUTE 
VALUE

RELATIVE 
VALUE

TOTAL
ABSOLUTE 

VALUE

RELATIVE 
VALUE

Evaluation

Management
Training hours in 
environmental issues hours

0 0,00 0 0,00

Management
Percentage of green 
procurement %

0 0,00 0 0,00

Management

Investment in SCP 
practices, green 
technology… UGX

0 0,00 0 0,00

Management
Meetings with interested 
parties number

0 0,00 0 0,00

Operation Water consumption m3 364 358 340 329 274 268 281 276 325 339 388 395 3741 0,67 3937 0,68
Operation Paper consumption kg 634 0,11 724 0,13
Operation Electricity consumption kWh 58340 54616 53138 50498 48214 43786 44785 49701 51954 54814 57310 59785 600477 107,69 626941 108,28
Operation Fuel consumption l 1788 1603 1542 1404 1212 1186 1090 1122 1324 1510 1590 1767 16255 2,92 17138 2,96

Operation Natural gas consumption m3
10 0,00 11 0,00

Operation Charcoal consumption kg 1560 0,28 1621 0,28
Operation Waste generation kg 6478 6392 6348 6305 6240 6155 6120 6044 6088 6192 6345 6482 71840 12,88 75189 12,99
Operation Waste water kg 264 252 242 237 231 221 214 226 237 248 252 271 2770 0,50 2895 0,50

Date: Name:

PREVIOUS YEAR
2017

CURRENT YEAR
2018

Overnight stays current year (2018)

277 256 248 252 276 312

195 160 165 204

2,6 2,33 3,12

SEMESTER 2SEMESTER 1

Associated document:
D6.6-1
REV 0

ENVIRONMENTAL PERFORMANCE

TRIMESTER 1 TRIMESTER 2 TRIMESTER 3 TRIMESTER 4

Overnight stays current year (2017) CURRENT YEAR - 2018

The list of indicators is an example. Each hotel can modify the list and delete or include some, mainly with regards to "Management indicators". The list of "Operation indicators" can also be modified, for example because wood is not consumed in the hotel.
The hotel has to define a performance criteria for each indicator, and these criteria are usually related with a performance improvement. Example: increase the number of green products purchased, participation in local and regional environmental forums, decrease the amount of waste 
generated, increase the percentage of waste reused and recycled, etc.
Each hotel has to decide how often will monitor each indicator. Our suggestion is to monitor the "Management indicators" every 3 or 6 months, and to monitor "Operation indicators" monthly. 
At the end of the year, the results should be evaluated. Has the result achieved comply with the performance criteria? Short explainations should be provided: results achieved, main reasons/causes, identification of potential risks and opportunities...

2,95



 

Associated document: 
D3.5-1 

REV 0 
 

ENVIRONMENTAL OBJECTIVES AND PLANNING ACTION 

Nº Objective: Target: Concerned area: 

1 
 
 
 

  

Derived from… 
(Significant environmental aspect, compliance 

obligations, risk and opportunities…) 
Deadline Current value Target value Responsible 

 
 
 

    

Environmental programme Responsible Resources Deadline Completion date 

1 Activity or step 1 
     

2 Activity or step 2 
     

3 Activity or step 3 
     

4 Activity or step 4 
     

 

Date: 
 
 
 

Name: 
 
 
 

 



 

Associated document: 
D2.2-1 

REV 0 
 

ENVIRONMENTAL POLICY 

 

 

Date: 
 
 
 

Name: 
 
 
 

 



 

Associated document: 
D2.2-1 

REV 0 
 

ENVIRONMENTAL POLICY 

• Brief description of the accommodation: profile, processes, scope of the EMS… 
 

• Respect the local Environment and to be committed to and responsible for the 
Environmental performance of the accommodation 

 
• Communication of the policy 

 
• Continual improvement 

 
• Prevention of pollution 

 
• Waste prevention and minimisation 

 
• Comply with legal and other requirements 

 
• Educate, train and motivate employees  

 
• Implement and establish environmental objectives 

 
• Revision of the environmental performance 

 

 

Date: 
 
 
 

Name: 
 
 
 

 



Example of environmental aspects and potential environmental impacts
2
4

7

10

2

4

6

8

10

2
4
6
8

10

1
5

10

1
5

10

INTERESTED PARTIES
Interested parties have never expressed concern about the aspect
Interested parties have sometimes expressed concern about the aspect
Interested parties have often expressed concern about the aspect

FREQUENCY

Complies with legislation and regulations
Minor violation
Major violation or frequent minor violations

Rare - less than one time a year
Intermittent - up to 3-4 times per year
Regular - it happens once a month
Very often - 1-2 times per week
Continuous - More than 3 times per week

LEGAL AND OTHER REQUIREMENTS

Impact migrates outside the region in which the hotel is located (Global)

Impact migrates outside the site of hotel into local community (Regional)

Impact is restricted to /contained within the hotel premises (Confined)
Impact is contained within the work area (Isolated)

Serious, hard to repair

SEVERITY

Harmless, negligible impact

Minor effects that are easily remedied

Moderate, could be repaired

Catastrophic, very dangerous, must be repaired or regenerated

Human health impact
Toxics contamination or addition to 

air, land and water
Damage to native resources

Loss of public access to recreational 
resources

Groundwater contamination
Sedimentation of water courses

Resource depletion

Human health impact
Soil contamination

Hazardous material dispersal
Resource depletion

Noise damage
Vibration damage

Solid material dispersal
Hazardous material dispersal

Human health impact
Ecological damage

Hazardous material dispersal

Water consumption

Environmental aspect

Non hazardous waste generation

Hazardous waste generation

Oil spills/releases

Toxic substances releases

Cultural disturbances

Wastewater discharge

Air emissions

Energy consumption

Fuel consumption

Hazardous materials release

Natural resources consumption

Noise emissions

Environmental impacts
Air pollution

Ozone depletion
Greenhouse gas contribution
Greenhouse gas contribution

Air pollution
Greenhouse gas contribution

Air pollution

SCALE



Environmental 
aspect

Process/ 
Department

Environmental 
impact

Direct Indirect Normal Abnormal Emergency Scale Severity Frequency
Legislative 

concern

Interested 
parties 

concern
RESULT

0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Green <20
>20 Yellow <35

Red >35

Associated document:
D3.2-1
REV 0

Evaluation criteriaIdentification

IDENTIFICATION AND EVALUATION OF ENVIRONMENTAL ASPECTS

ConditionsType

Date: Name:



IDENTIFICATION OF ENVIRONMENTAL ASPECTS



Environmental aspect Process/ Department Environmental impact Direct Indirect Normal Abnormal Emergency

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

IDENTIFICATION OF ENVIRONMENTAL IMPACTS

Identification Type Conditions
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ISO 14001 is an internationally agreed standard that sets out the
requirements for an Environmental Management System.

ISO 14001

It helps organizations to improve their environmental performance through
more efficient use of resources and reduction
of waste, gaining a competitive advantage and the trust of stakeholders.

It helps organizations identify, manage, monitor and control their
environmental issues.

3

ISO 14001

4. Context of the 

0. Introduction
1.Scope
2. Normative reference
3. Terms& Definitions

ACT PLAN

organization

5. Leadership

6. Planning

10. Improvement

4

DOCHECK 7. Support

8. Operation

9. Performance 
evaluation
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REQUIREMENTS STAGE 1
March – May 2019

5

REQUIREMENTS STAGE 1

SECTION CHAPTER PROCEDURE TITLE ASSOCIATED DOCUMENTS

1 D1.1‐1 SWOT analysis
CONTEXT OF THE 
ORGANIZATION

P1.1 Context of the organization
y

D1.1‐2 Record of needs and 
expectations of interested parties

2
LEADERSHIP

P2.1 Leadership and commitment D2.1‐1 Environmental policy

P2.2
Organizational roles, 
responsibilities and 
authorities

D2.2‐1 Personnel profiles

P3.2
Identification of 
environmental aspects and 

D3.2‐1 Identification and evaluation of 
i t l t

6

3
PLANNING

p
impacts

environmental aspects

P3.2 Compliance obligation D3.3‐1 Compliance obligations record

4
SUPPORT

P4.2
Competence, training and 
awareness

D4.2‐2 Training attendance sheet

6
OPPERATION

P6.1 Environmental performance D6.1‐1 Environmental performance
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REQUIREMENTS STAGE 2
June – August 2019

7

REQUIREMENTS STAGE 2

SECTION CHAPTER PROCEDURE TITLE ASSOCIATED DOCUMENT

1. CONTEXT OF THE 
ORGANIZATION P1.2 EMS’s description and 

definitionsORGANIZATION definitions

3. PLANNING P3.1 Risk and opportunities D3.1‐1 Risk and opportunities

4. SUPPORT

P4.1 Identification of resources 

D4.4‐1 Maintenance 
programme and planning
D4.1‐2 Maintenance 
monitoring record

D4.2‐3 Personnel form

P4.3 Communication D4.3‐1 Communication record

8

P4.4 Documented information

D4.4‐1 Master list of forms
D4.4‐2 Distribution list
D4.4‐3 Master list of external 
documents

5. OPERATION P5.3 Emergency preparedness and 
response

D5.3‐1 Emergency plan
D5.3‐2 Emergency report & 
accident report
D5.3‐3 Emergency drill record
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EMS’S DESCRIPTION AND 
DEFINITIONS

9

P1.2 EMS’S DESCRIPTION AND DEFINITIONS PROCEDURE

The aim of this procedure is to make a brief introduction of the hotel and describe

EMS’S DESCRIPTION AND DEFINITIONS

The aim of this procedure is to make a brief introduction of the hotel and describe
the object and scope of the Environmental Management System.

Description of the hotel: name, where it is located, since when, main facilities, size,
address, description of the surrounding area (urban, national park), etc.

Scope of the EMS: includes all the activities, products and services offered. The EMS
includes:

• The Environmental Policy
• The Statements of responsibility and authority

10

• The environmental procedures and records
• The identification of the resources and training allocated to

management performance of work and verification activities including
internal audit

• The appointment of the Environmental Management Responsible
• The arrangement for periodic management reviews
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RISK AND 
OPPORTUNITIES

11

RISK AND OPPORTUNITIES

The aim of the process is to ensure that the organization can achieve the
intended outcomes of its EMS, to prevent or reduce undesired effects and
to achieve continual improvement.

Risks and opportunities can be related to environment aspects, compliance
obligations, other issuer or other needs and expectations of interested
parties

RISKS OPPORTUNITIES

Will be managed with a focus on 
decreasing their likelihood and

Will be managed to increase their 
likelihood and to maximize their benefit

12

decreasing their likelihood and 
minimizing their impact if they should 
occur

likelihood and to maximize their benefit 
if they should occur
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RISK AND OPPORTUNITIES

P3.1 RISK AND OPPORTUNITIES PROCEDURE
The aim of this procedure is to define the required processes to manage risk andThe aim of this procedure is to define the required processes to manage risk and
opportunities within the hotel

D3.1‐1 RISKS AND OPPORTUNITIES RECORD

13

IDENTIFICATION OF 
RESOURCES

14
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IDENTIFICATION OF RESOURCES

Resources are needed for the effective functioning and improvement of the
EMS.

The resources can include: human resources, natural resources,
infrastructure, technology and financial resources, etc.

P4.1 IDENTIFICATION OF
RESOURCES PROCEDURE

This procedure is aimed to

15

This procedure is aimed to
implement a
maintenance monitoring
programme designed to support
the EMS.

IDENTIFICATION OF RESOURCES

D4.4‐1 MAINTENANCE PROGRAMME AND PLANNING RECORD

D4‐1‐2 MAINTENANCE MONITORING AND RECORD

16
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COMPETENCE, TRAINING 
AND AWARENESS

17

COMPETENCE, TRAINING AND SUPPORT

It is established the process of ensuring the training, competence and awareness of
any person performing any tasks in the hotel or in its behalf for the EMS related
activities.

D4.2‐3 PERSONNEL FORM RECORD

Academic training: training / centre / year
Other training: training / centre / year
Professional experience: company / position / period
Current situation and position: department / position / start date
Other skills and competences

18

p
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COMMUNICATION

19

COMMUNICATION

Communication allows the organization to provide and obtain information relevant
to its EMS.

Two way process

External communication

Internal communication

20
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COMMUNICATION

P4.3 COMMUNICATION PROCEDURE
The aim of this procedure is to ensure an effective and timely communication of
environmentally related information within the organization and to external
stakeholders

D4.3‐1 COMMUNICATION RECORD

21

DOCUMENTED 
INFORMATION

22
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DOCUMENTED INFORMATION

The hotel should create and maintain documented information in a manner
sufficient to ensure a suitable, adequate and effective EMS.

P4.4 DOCUMENTED INFORMATION PROCEDURE

The aim of this procedure is to establish a process for the review,
distribution and implementation of documents that describe and control
the EMS.

23

DOCUMENTED INFORMATION

D4.4‐1 MASTER LIST OF FORMS RECORD

24
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DOCUMENTED INFORMATION

D4.4‐2 DISTRIBUTION LIST RECORD

D4.4‐3 MASTER LIST OF EXTERNAL DOCUMENTS RECORD

25

EMERGENCY 
PREPAREDNESS AND 

RESPONSE

26

RESPONSE
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EMERGENCY PREPAREDNESS AND RESPONSE

It is the responsibility of each organization to be prepared and to respond to
emergency situations in a manner appropriate to its particular needs.

P5.3 EMERGENCY PREPAREDNESS AND RESPONSE PROCEDURE

The purpose of this procedure is to describe the hotel’s methodology for:
‐ The identification and assessment of potential emergencies
‐ Its preparedness and response procedure for potential accidents and

emergency situations that give rise to significant environmental impacts
‐ The documentation and communication of emergency procedures

27

EMERGENCY PREPAREDNESS AND RESPONSE

D5.3‐1 EMERGENCY PLAN
Each hotel must have its emergency plan

5 3 2 EMERGENCY REPORT & ACCIDENT REPORT RECORD5.3‐2 EMERGENCY REPORT & ACCIDENT REPORT RECORD
When an emergency or accident occurs, the hotel must complete a report.
‐ Detailed description of the accident
‐ Response/corrective actions
‐ Causes of the accident
‐ Suggested preventive measures

D5.3‐3 EMERGENCY DRILL RECORD
‐ Date and type of the emergency drill

28

Date and type of the emergency drill
‐ Department/section
‐ Starting and completion time
‐ Number of participants
‐ Suggestion items
‐ Action plan
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EMERGENCY PREPAREDNESS AND RESPONSE

D5.3‐3 EMERGENCY DRILL RECORD

29
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ISO 14001
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DESCRIPTION OF THE DYNAMIC

1. Groups of participants 

d h d ff l2. Provide groups with different materials

3. In each group all participants have to make at least one contribution to each 
exercise so no one monopolize the time

4. The solution for each exercise should be agreed by simple majority (51%) taking 
into account that each participant has a vote

5 The last two minutes of each exercise will be employed in agreeing the solution

2

5. The last two minutes of each exercise will be employed in agreeing the solution

6. A representative of each group should be elected, so he/she present the final 
results of the group to the attendees 



2

DEFINITION  OF THE EXERCICIES AND TIME

EXERCISE TIME

Definition of the scope 15 minsDefinition of the scope  15 mins

Identification of risk and opportunities 45 mins

Identification of resources: Maintenance programme, 
planning and monitoring record

20 mins

Communication record 20 mins

Documented information  20 mins

3

Emergency preparedness and response  40 mins

Personnel form 15 mins

Presentation of results by each group  45 mins

THANKS!
info@greentu.eu
www.greentu.eu

4
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Associated document: 
D3.3‐1 
REV 0 

 

RISKS AND OPPORTUNITIES RECORD 

CODE  IDENTIFICATION  ROOT OR CAUSE  PROBABILITY  IMPACT  LEVEL  CLASSIFICATION ACTION REQUIRED 

Risks:  R1,  R2, 
R3… 
 

Opportunities: 
O1, O2, O3… 

Risk  and  opportunities  could  come 
from: 

• SWOT analysis 
• Interested parties  
• Audit reports 
• Complaints and suggestions 
• Environmental aspects 

 

Exceptional =1 
 

Rare =2 
 

Possible =3 
 

Probable =4 
 

Sure =5 

Trivial=1 
 

Low = 2 
 

Moderate =3 
 

High =4 
 

Catastrophic =5 

Level  = 
Probability  X 
Impact 

22‐30  =  Not 
acceptable  or 
Highly profitable 
 

10‐21 = Moderate 
 

0‐9  =  Acceptable 
or Not profitable 

Not  acceptable  or  Highly 
Profitable  →  An  objective  or 
planning action must be defined 
 

Moderate  →  An  objective  or 
planning action may be defined. 
 

Acceptable or Not Profitable → 
No objective or planning action 
will be defined. 

               

               

               

               

               

               

 

Date: Name: 
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MAINTENANCE PROGRAMME AND PLANNING

Task number
Area or equipment to be 

checked 
Check to be done How often Responsible

MAINTENANCE PROGRAMME AND PLANNING

Date: Name:
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D4.2‐3
REV 0 

 

PERSONNEL FORM 

FIRST NAME:  

………………………………………………… 

FAMILY NAME:  

………………………………………………… 

 

ACADEMIC TRAINING: 

TRAINING CENTRE YEAR 
   
   
 

OTHER TRAINING 

TRAINING CENTRE YEAR 
   
   
 

PROFESSIONAL EXPERIENCE 

COMPANY POSITION PERIOD 
   
   
 

CURRENT SITUATION AND POSITION 

DEPARTMENT POSITION START DATE 
   
 

OTHER SKILLS AND COMPETENCES (TECHNOLOGIES, LANGUAGES, ETC.) 

 
 

 



 

Associated document:
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ACCIDENT REPORT 

 

Date of the accident:               Time:            

Location:                        

Type of accident:                      

Detailed Description of the Accident:  

                         

                         

                         

Responses / Corrective Actions: 

                         

                         

                         

Possible Causes of the Accident: 

                         

                         

                         

Suggested Preventive Measures: 

                         

                         

                         

Submitted by:    Position:   

Signature:    Date:   
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Training:
Environmental management system ISO 14001

1

Funded by
European
Union

REQUIREMENTS STAGE 3
September – November 

2

2019



2

REQUIREMENTS STAGE 2

SECTION CHAPTER PROCEDURE TITLE ASSOCIATED DOCUMENT

3. PLANNING P3.4 Environmental objectives and 
planning actions

D3.4‐1 Environmental objectives 
and planning action record

4. SUPPORT D4.2‐1 Trainign and awareness 
planing and evaluation

5. OPPERATION
P5.1 Control of suppliers and contractors

D5.1‐1 Supplier evaluation form
D5.1‐2 Service provider/supplier 
performance assessment form

P5.2 Operational control D5.2‐1 Operational control 
instructions

6. PERFORMANCE P6.2 Internal audit
D6.2‐1 Audit planning
D6.2‐2 Internal audit checklist

3

6. PERFORMANCE 
EVALUATION D6.2‐3 Internal audit report

P6.3 Management review D6.3‐1 Top Management 

7. IMPROVEMENT P7.1 Non‐conformity and corrective 
action

D7.1‐1 Non‐conformities record
D7.1‐2 Non conformity and 
corrective action

ENVIRONMENTAL 
OBJECTIVES AND 

PLANNING ACTIONS

4

PLANNING ACTIONS



3

ENVIRONMENTAL OBJECTIVES

The hotel has to establish environmental objectives at relevant functions
and levels, taking into account the organization’s significant environmental
aspects and associated compliance obligations, and considering its risk and
opportunities.

The environmental objectives will be:
• Consistent with the environmental policy
• Measurable (if practicable)
• Monitored
• Communicated
• Updated as appropriate

5

• Updated as appropriate

The accommodation will maintain documented information on the
environmental objectives.

ENVIRONMENTAL OBJECTIVES

When planning how to achieve its environmental objectives, the
accommodation shall define:accommodation shall define:

• what will be done,

• what resources will be required,

• who will be responsible,

• when it will be completed,

• how the results will be evaluated, including

6

indicators for monitoring progress towards
achievement.

The accommodation will consider how actions to achieve its environmental
objectives can be integrated into the organisation's business processes.



4

ENVIRONMENTAL OBJECTIVES & PLANNING ACTION

D3.4‐1 ENVIRONMENAL OBJECTIVES AND PLANNING ACTION RECORD

7

COMPETENCE, TRAINING 
AND AWARENESS

8



5

COMPETENCE, TRAINING AND SUPPORT

D4.2‐1 TRAINING AND AWARENESS PLANNING AND EVALUATION

9

CONTROL OF SUPPLIERS 
AND CONTRACTORS

10



6

CONTROL OF SUPPLIERS AND CONTRACTORS 

The hotel decides the extent of control needed within its own business
process to control or influence (a) provider(s) of products and servicesprocess to control or influence (a) provider(s) of products and services.

P5.1 CONTROL OF SUPPLIERS AND CONTRACTORS PROCEDURE
The aim of this procedure is to describe the process for the evaluation,
selection and monitoring suppliers and the processes and controls for the
purchase and verification of good and services that may affect the
environment

11

CONTROL OF SUPPLIERS AND CONTRACTORS 

D5.1‐1 SUPPLIER EVALUATION FORM
It is an inital evaluation form The suppliers must complete his/her part andIt is an inital evaluation form. The suppliers must complete his/her part and
the EMR will conduct the overall evaluation

D5.1‐2 SERVICE PROVIDER/SUPPLIER PERFORMANCE ASSESSMENT FORM
It is an assesment of the performance of the supplier

12



7

OPERATIONAL CONTROL

13

OPERATIONAL CONTROL

The type and extent of operational control depend on the nature of the
operations the risks and opportunities significant environmenal aspectsoperations, the risks and opportunities, significant environmenal aspects
and compliance obligations. The hotel has the flexibility to select the type of
the operational control methods

P5.2 OPERATIONAL CONTROL PROCEDURE
The purpose of this procedure is to establish and describe the process for
determining, documenting and implementing operational control procedure
associated with the hotel

14



8

INTERNAL AUDIT

15

INTERNAL AUDIT

The role of the internal audit is to provide independent assurance that the
hotel risk management governance and internal control processes arehotel risk management, governance and internal control processes are
operating effectively.

P6.2 INTERNAL AUDIT
The aim is to describe the procedure for planning, performing and documenting 
periodic internal audits to verify that hotel’s activities are in compliance with its EMS 
to determine if the EMS has been implemented properly

16



9

INTERNAL AUDIT

D6.2‐1 AUDIT PLANNING

D6.2‐2 AUDIT CHECK LIST
This internal assessment will evaluate the compliance of the Environmental
Management system with the ISO 14001:2015

17

D6.2‐3 INTERNAL AUDIT REPORT
It must be defined:
‐ Scope of the audit
‐ Audit findings
‐ Non‐conformances
‐ Observation and opportunities for improvement

MANAGEMENT REVIEW

18



10

MANAGEMENT REVIEW

P6.3 MANAGEMENT REVIEW PROCEDURE

The aim of this procedure is to establish, implement & maintain a procedure for
conducting the Management Review of the Environmental Management system
established in line with ISO 14001:2015

19

MANAGEMENT REVIEW

D6.3‐1 TOP MANAGEMENT ANNUAL REVIEW

20



11

NON‐CONFORMITY AND 
CORRECTIVE ACTION

21

NON CONFORMITY AND CORRECTIVE ACTION

One of the key purposes of an EMS is to act as a preventive tool.

Non‐conformity: it is the non‐fulfilment of a requirement of the EnvironmentalNon conformity: it is the non fulfilment of a requirement of the Environmental
Management System (EMS)

Corrective action: it is a reactive process used to address problems after they have
occurred

P7.1 NON‐CONFORMITY AND CORRECTIVE ACTION PROCEDURE
The aim of this procedure is to establish the process to identify, track, investigate
and correct non‐conformities.

22



12

NON CONFORMITY AND CORRECTIVE ACTION

D7.1 NON‐CONFORMITIES RECORD

D7.1‐2 NON‐CONFORMITY AND CORRECTIVE ACTIONS REPORT

‐ Where does the conformity come from
‐ Description of a non‐conformity

23

‐ Cause of the non‐conformity
‐ Corrective action
‐ Follow up of implementation corrective action taken
‐ Verification of effectiveness of implemented corrective action

24
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THANKS!
info@greentu.eu
www.greentu.eu

25

Funded by
European
Union
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ISO 14001
DYNAMIC GROUPS_STAGE 3

1

Funded by
European
Union

DESCRIPTION OF THE DYNAMIC

1. Groups of participants

d h d ff l2. Provide groups with different materials

3. In each group all participants have to make at least one contribution to each 
exercise so no one monopolize the time

4. The solution for each exercise should be agreed by simple majority (51%) taking 
into account that each participant has a vote

5 The last two minutes of each exercise will be employed in agreeing the solution

2

5. The last two minutes of each exercise will be employed in agreeing the solution

6. A representative of each group should be elected, so he/she present the final 
results of the group to the attendees 



2

DEFINITION  OF THE EXERCICIES AND TIME

EXERCISE TIME

Definition of environmental objectives and planning 30 minsDefinition of environmental objectives and planning 
actions

30 mins

Training and awareness planning and evaluation 15 mins

Control of suppliers and contractors: evaluation form and 
performance assessment form

30 mins

Internal audit 45 mins

Non‐conformity and corrective action 45 mins 

3

Management review 10 mins

Presentation of results by each group 30 mins

MN1

MN3

THANKS!
info@greentu.eu
www.greentu.eu

4

Funded by
European
Union



Diapositiva 3

MN1 See the template and issues that are review
Maitane Nuñez; 09/04/2019

MN3 Audit planning: 10 mins    Internal audit check list: 30 mins   Internal audit report: 10 mins
Maitane Nuñez; 09/04/2019
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ENVIRONMENTAL OBJECTIVES AND PLANNING ACTION 

Nº  Objective:  Target:  Concerned area: 

1 

 
 
 
 

   

Derived from… 
(Significant environmental aspect, compliance 

obligations, risk and opportunities…) 
Deadline  Current value  Target value  Responsible 

 
 
 

       

Environmental programme  Responsible  Resources  Deadline  Completion date 

1  Activity or step 1 
         

2  Activity or step 2 
         

3  Activity or step 3 
         

4  Activity or step 4 
         

 

Date: Name: 
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SUPPLIER EVALUATION FORM 

 

 

PART 2: CONTRACTORS MANAGEMENT SYSTEM 

Contracts Management  Yes  No  Comments 
Are interface mechanisms between the hotel and the 
supplier clear? 

     

Are terms and definitions clearly defined? (incl. 
payments terms and any unusual conditions) 

     

Does the supplier ensure that serving meets 
contractual requirements?  

     

 

 

 

PART 1: SUPPLIER INFORMATION 

Company name:   

Contact person:   

Place of Business / Address:   

Phone:    Fax:    Email:  

Details of the organization’s scope of activity / products / services: 

 

Does the company belong to any Group of Companies? 

 No                          
 Yes: ________________________________________ 
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PART 3: ENVIRONMENTAL MANAGEMENT SYSTEM 

Contracts Management  Yes  No  Comments 
Does  the  supplier’s  organization  have  a  recognized 
and  independently  certified  Environmental 
Management System (i.e. ISO 14001)? 

     

Certification No.   Expiry Date: 
If NO, does the organization have a documented 
Environmental Policy? 

     

Does  the  organization  have  a  documented  work 
instructions  /  production  /  manufacturing 
procedures? 

     

Does  the  organization  monitor  and  measure 
environmental  performance  (water  consumption, 
energy consumption…)? 

     

Does  the organization have a  training programme  to 
ensure  competence  and  progression  for  the 
personnel? 

     

Does  the  organization  meet  the  applicable 
environmental legal requirements? 

     

Does  the organization  segregate  the different waste 
stream? 

     

Has  the organization  implemented any action aimed 
at  reducing  its  environmental  impacts:  reducing 
electricity  consumption,  reducing  other  resource 
consumption, avoiding accidents such as spillages, etc 

     

Name of Person 
completing this 
form: 

  Signature:   

Position held in 
Company: 

  Date:   
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OVERALL EVALUATION 

  Accredited  supplier  (directly  if  the  supplier  has  a  certified  Environmental 
Management System) 

 Conditional  accredited  supplier  (if  the  answer  to  the questions  above  is  “yes”  at 
least in 2 of them) 

 Non‐accredited supplier (there is only one “yes” or the answers to all the questions 
above is “no”). 

 

 

Signature of the 
EMR 

  Date   
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SERVICE PROVIDER/SUPPLIER PERFORMANCE 
ASSESMENT FORM 

 

 

DEFINITONS OF PERFORMANCE RATINGS 
EXCEPTIONAL 

 
 
Exceeds 
contractual 
requirements. The 
action taken by 
the 
provider/supplier 
met the 
contractual 
requirement and 
the scopes of 
services were 
accomplished  

SATISFACTORY 
 
 
Meets contractual 
requirements. The 
actions taken by 
the 
provider/supplier 
were Satisfactory 

UNSATISFACTORY 
 

 
Does not meet 
contractual 
requirements, and 
recovery is not likely 
in a timely manner. 
The 
provider/supplier’s 
corrective actions 
appear or were 
ineffective 

N/A 
 

 
Not Applicable 

INSUFFICIENT 
INFORMATION 

TO RATE 
There is not 
sufficient 
information to 
rate performance 

 

   

Provider/Supplier name:    



 

Associated document:
D5.1‐2
REV 0

 
 

PERFORMANCE RATING  COMMENTS 
Work performed in 
compliance with contract 
terms 

 Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

 

Materials, supplies, 
products and equipment 
provided as required? 

 Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

 

Timeliness of work   Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

 

Customer service   Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

 

Quality of work   Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

 

Communication and 
Accessibility 

 Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

 

Prompt and effective 
correction of situations 
and conditions 

 Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

 

Documentation records, 
receipts, invoices and 
computer generated 
reports received in a 
timely manner in 
compliance with contract 
specifications  

 Exceptional                         
 Satisfactory 
 Unsatisfactory 
 N/A                          
 Insufficient info. to rate 

 

Environmental 
performance 

 Exceptional                         
 Satisfactory 
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 Unsatisfactory
 N/A                          
 Insufficient info. to rate 

 
 

OVERALL PERFORMANCE 

     Exceptional                          

 Satisfactory 

 Unsatisfactory 

 

 

Responsible  Date  Signature 
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NON‐CONFORMITY AND CORRECTIVE ACTIONS REPORT 

Non conformity nº 
 
 

Date of detection: 
 

Department where NC is found: 
 
 

Detected by: 
 
 

1. Non‐conformity raised as a result of: 
 Internal Audit                          
 Process non‐conformity 
 Customer complaint 
 Suggestion (improvement) 
 Others:                                                                    
2. Description of the non‐conformity

 

3. Cause of the non‐conformity (the investigation shall be conducted by the 
department or area where the non‐conformity was found)
 

Investigated by: 
 

Date: 
 

4. Corrective action 
 

Proposed by:  Date: 
 

Implementation date: 

5. Follow up of implementation corrective action taken 
The corrective action is: 
  Implemented 
  Not implemented 
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Remarks:   

Signature: 
 
 

Date: 

6. Verification of effectiveness of implemented corrective action 
The corrective action is: 
  Effective 
  Not effective 

 
Remarks:   

Signature: 
 
 

Date: 
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6 ANNEX II: ATTENDANCE SHEETS 

The  attendance  sheets  of  the  three  training  sessions  organized  have  been  attached  in  this 

Annex II. 
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TRAINING SESSION 1 – ATTENDANCE SHEET 

 

28/11/2018 
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TRAINING SESSION 2 – ATTENDANCE SHEET 

 

22/05/2019 
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TRAINING SESSION 3 – ATTENDANCE SHEET 

 

23/05/2019 
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