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1 Introduction 
This document is the Environmental Management System Manual of BoonBrown and for the purpose of this 
manual will be referred to as EMS. 

The EMS is the property of BoonBrown and is a controlled document.   

The purpose of the EMS is to provide an overview of BoonBrown, the activities it carries out and the environmental 
standards of operation it conforms to.   

It is not designed to act as a procedure’s manual, although it does carry information about where procedures 
information is located and the detailed information on documentation requirements for the procedures required by 
the respective standards. 

This EMS is designed to meet the requirements of ISO14001:2015. 

1.1 The Issue Status 
The issue status is indicated by the version number in the footer of this document.  It identifies the issue status of 
this EMS. 

When any part of this EMS is amended, a record is made in the Revision History shown on page 1. 

The EMS can be fully revised and re-issued at the discretion of the ISO Director. 

Please note that this EMS is only valid on day of printing. 

1.2 Plan-Do-Check-Act Model for ISO 14001:2015 

GENERAL 

1. Scope 
2. Normative references 
3. Terms and definitions 
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1.3 Environmental Policy 
It is the policy of BoonBrown to maintain an environmental management system designed to meet the 
requirements of ISO 14001:2015 (or any other standard in line with Annex SL Structure) in pursuit of its primary 
objectives, the purpose, and the context of the organisation. 

It is the policy of BoonBrown to: 

• strive to satisfy the requirements of all of our customers, stakeholders and interested parties whenever 
possible, meeting and exceeding their expectations; 

• comply with all compliance obligations, codes of practice and all other requirements applicable to our 
activities including the nature, scale and environmental impacts of its activities, products and services; 

• the reduction of hazards, prevention of injury, ill health, protection of the environment, including prevention 
of pollution, sustainable resource use, climate change mitigation and adaptation, the protection of 
biodiversity and ecosystems and any other specific commitments which are relevant to the context of the 
organisation; 

• provide all the resources of equipment, trained and competent staff and any other requirements to enable 
these objectives to be met; 

• ensure that all employees are made aware of their individual obligations in respect of this environmental 
policy; 

• maintain a system that will achieve these objectives and seek continual improvement in the effectiveness 
and performance of our management system based on “risk”. 

This environmental policy provides a framework for setting, monitoring, reviewing and achieving our objectives, 
programmes and targets. 

Customer service is an essential part of the environmental process and to ensure this is fulfilled, all employees 
receive training to ensure awareness and understanding of the environment and its impact of the products or 
service in which we provide. 

To ensure the company maintains its awareness for continuous improvement, the environmental management 
system is regularly reviewed by the ISO Representative to ensure it remains appropriate and suitable to our 
business.  The environmental management system is subject to both internal and external annual audits.   

 

Signed:     

 

 

 

Last reviewed   14 November 2025 
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2 Overview of the Organisation 
BoonBrown is a multi-disciplined Practice based in Yeovil, Somerset and Brixton, London. 

It was established in 1986 by Clive Brown and Richard Boon and has developed into one of the largest independent 
professional practices in the Southwest of England. 

Since its foundation the Company has been awarded commissions by many of the region’s most prestigious 
companies and largest employers in the southwest and London. As a Practice, BoonBrown has the resources, 
ability, and experience to enable it to provide a complete design service for all types of buildings. 

The practice provides a comprehensive ‘one-stop’ service including Architecture, Planning Consultancy, and 
Landscape Design to both public and private sectors. To complete the service, professionals are contracted to 
Principal Designer, Supply Quantity Surveying, Structural Engineering and Mechanical and Electrical Services 
Engineering. 

BoonBrown has the management skills, technical knowledge and financial stability to project manage contracts for 
its clients. This overall expertise, integrity and independence also allow the Practice to conduct Tenders, including 
selecting the most cost-effective solution, on behalf of the client. 

Our ethos is to deliver high quality building and landscape designs that are within budget and on schedule. 

The expertise of BoonBrown ensures that the client always has the best possible advice. 

The Practice is justifiably proud of its enviable track record in the Southwest and is looking to include the London 
region within this. 

2.1 Scope of Registration 
Provision of Architectural, Town Planning Consultancy and Landscape Design and Principal Designer services to 
both public and private sectors predominantly within the UK and Worldwide. 
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3 Environmental Objectives 
We aim to provide a professional and ethical service to our clients. To demonstrate our intentions, our Management 
Team will analyse internal performance data and business performance data to ensure that our Environmental 
Objectives are being met.  

We have identified the following Environmental Objectives.  

Continue to Increase staff awareness of the ISO 14001 system. 

• This will be carried out by ensuring bi-monthly communications. Targets will be summarised bi-annually 
to all staff from the ISO rep. This will be on-going with no set end date at this stage. 

We endeavour to stabilise our electricity usage and not see an increase over 5% from the previous year’s figures 
in kWh.  

• This is ongoing and will be monitored monthly by recording office usage and monitoring external 
temperatures, then analysed quarterly by the ISO rep. Increased staff awareness and prompts will be used 
to encourage all staff to make better decisions.  

We endeavour to recycle the same as we did in the previous year. 

• It will be monitored by recording waste transfer notes and collections and will be logged in kgs. It will be 
analysed quarterly by the ISO rep. Increased staff awareness and prompts will be used to encourage all 
staff to make better decisions.  

We endeavour to prevent our paper usage increase from the previous year.  

• This will be measured in kgs and by recording deliveries. It will be analysed quarterly by the ISO rep. 
Increased staff awareness and prompts will be used to encourage all staff to make better decisions.  

BoonBrown will endeavour to continue to; 

• Deliver our services to specification, on time and to the price quoted. 
• Comply with all compliance obligations, codes of practice and all other requirements applicable to our 

activities including the nature, scale and environmental impacts of its activities, products, and services. 
• Ensure that the reduction of hazards, prevention of injury, ill health, protection of the environment, 

including prevention of pollution, sustainable resource use, climate change mitigation and adaptation, the 
protection of biodiversity and ecosystems are measured and acted upon accordingly. 

• Monitor and study our environmental performance. 
• Take regular actions to improve our performance. 
• Measure the performance of our office activities. 

EMS.02 Audit Schedule 
EMS.08 Management Review Agenda 
EMS.03 Risk Matrix 

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.02%20Audit%20Schedule%20v2.xlsx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.08%20Management%20Review%20Agenda%20v3.docx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.03%20Risk%20Matrix%20v13.xlsx
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4 Context of the Organisation 

4.1 Understanding the organisation and its context 
The context of the organisation is demonstrated within this EMS and all associated processes connected with the 
services offered.  

The legal environmental legislation and regulatory compliance to the services offered are listed in the register 
below. 

List all Compliance Obligations connected with the business  Hyperlink to legislation 

Pollution  

Waste being sent to landfill must be pre-treated The Environmental Permitting (England and 
Wales) Regulations 2016 

Waste  

Ensure that waste is transferred to an authorised carrier 
Store waste in such a way so as it prevents it from escaping or 
causing pollution or harm to human health 
Ensure that, when waste is transferred, there is also 
transferred a written description of the waste 

Environmental Protection Act 1990; Part II: Waste 
on Land 

Waste transfer notes must be received by the company for all 
waste which is collected by external contractors. 
All waste transfer notes must be kept on file for 2 years. 

The Waste (England and Wales) Regulations 2012 

All hazardous waste must be segregated from other waste 
Hazardous waste consignment notes must be received for 
all hazardous waste removed off site 

The Hazardous Waste (England) Regulations 
2016 (as amended) 

WEEE must be segregated from other wastes 
Producers of equipment have a legal responsibility to take back 
waste equipment 
All WEEE must be sent to an authorised treatment facility 
approved by the Environment Agency for recovery 

Waste Electrical and Electronic Equipment 
Regulations 2013 

Water  

A trade effluent consent must be obtained from the local water and 
sewerage undertaker before any trade effluent can be discharged 
into a public sewer 

Water Industry Act 1991 

It is an offence to cause poisonous, noxious or polluting matter or 
any solid waste matter to enter surface water 
Nothing must be discharged to surface water without the consent 
of the Environment Agency 

Water Resources Act 1991 

Dangerous Substances  

http://www.legislation.gov.uk/uksi/2016/1154/contents/made
http://www.legislation.gov.uk/uksi/2016/1154/contents/made
http://www.legislation.gov.uk/ukpga/1990/43/part/II
http://www.legislation.gov.uk/ukpga/1990/43/part/II
http://www.legislation.gov.uk/uksi/2012/811/contents/made
http://www.legislation.gov.uk/uksi/2016/336/regulation/2/made
http://www.legislation.gov.uk/uksi/2016/336/regulation/2/made
http://www.legislation.gov.uk/uksi/2013/3113/made
http://www.legislation.gov.uk/uksi/2013/3113/made
http://www.legislation.gov.uk/ukpga/1991/56/contents
http://www.legislation.gov.uk/ukpga/1991/57/contents
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List all Compliance Obligations connected with the business  Hyperlink to legislation 

REACH is EU legislation which aims to make those who 
manufacture, market and use chemicals responsible for 
understanding and managing their associated risks Downstream 
users i.e. not manufacturers and importers also have certain rights 
and obligations under REACH, in particular in following advice 
recommended by their suppliers 

Registration, Evaluation, Authorisation and 
Restriction of Chemicals (REACH) 

Employers to carry out risk assessments, prevent or control 
exposure to hazardous substances and monitor the exposure of 
employees 

Control of Substances Hazardous to Health 
Regulations 2002 (COSHH) 

An asbestos management plan must be put together for 
workplaces where asbestos is present. 
Before any building maintenance or demolition work is carried out, 
an asbestos survey must be undertaken to identify any materials 
that contain asbestos. 
Training is mandatory for anyone liable to be exposed to asbestos 
fibres at work. 

Control of Asbestos Regulations 2012 

Contaminated Land  

There is a duty placed on local authorities to identify and remediate 
contaminated land 
Owners and occupiers of land can be prosecuted for causing land 
contamination 

Environmental Protection Act 1990; PART IIA: 
Contaminated Land Regime 

Taxies, Levies and Trading  

A levy is automatically charged on each unit of gas and electricity 
used by businesses 

Finance Act 2019; Part II: Climate Change Levy – 
Climate Change Agreement 

A tax is charged on all tonne of waste sent to landfill. 
A lower rate is charged for inert waste (currently £2.65/tonne) and a 
higher rate for active waste (currently £84.40/tonne) 

Landfill Tax Regulations 2013(as amended) 

Energy  

Energy Performance Certificates (EPCs) must be produced when 
buildings are constructed, sold or rented out. 
EPCs must be displayed in commercial buildings if all these apply: 
the total useful floor area is over 500 square meters; 
the building is frequently visited by the public; 
an EPC has already been produced for the building’s sale, rental, or 
construction. 
All air-conditioning systems over 12kW must be regularly inspected 
by an Energy Assessor 

Energy Performance of Buildings (Certificates and 
Inspections) (England and Wales) Regulations 
2012 

The Act introduces a framework for helping the UK to achieve its 
goals of reducing carbon dioxide emissions and tackling the 
impacts of climate change 

Climate Change Act 2008 

Nuisance  

https://www.legislation.gov.uk/eur/2006/1907/contents
https://www.legislation.gov.uk/eur/2006/1907/contents
http://www.legislation.gov.uk/uksi/2002/2677/pdfs/uksi_20022677_en.pdf
http://www.legislation.gov.uk/uksi/2002/2677/pdfs/uksi_20022677_en.pdf
http://www.hse.gov.uk/asbestos/training.htm
http://www.legislation.gov.uk/uksi/2012/632/contents/made
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/48325/4472-draft-statutory-guidance-covering-radioactive-cont.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/48325/4472-draft-statutory-guidance-covering-radioactive-cont.pdf
http://www.legislation.gov.uk/ukpga/2019/1/schedule/14/part/2/crossheading/amendments-to-part-2-of-caa-2001
http://www.legislation.gov.uk/ukpga/2019/1/schedule/14/part/2/crossheading/amendments-to-part-2-of-caa-2001
http://www.legislation.gov.uk/uksi/2013/658/made
http://www.legislation.gov.uk/uksi/2018/362/made
http://www.legislation.gov.uk/uksi/2018/362/made
http://www.legislation.gov.uk/uksi/2018/362/made
http://www.legislation.gov.uk/ukpga/2008/27/contents
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List all Compliance Obligations connected with the business  Hyperlink to legislation 

Statutory nuisances are defined as follows: 
Any premises in such a state as to be prejudicial to health or a 
nuisance. 
Smoke emitted from premises so as to be prejudicial to health or a 
nuisance. 
Any dust, steam, smell, or other effluvia being prejudicial to health 
or a nuisance. 
Any accumulation or deposit which is prejudicial to health or a 
nuisance. 
Noise emitted from premises so as to be prejudicial to health or a 
nuisance. 

Environmental Protection Act 1990; Part III: 
Statutory Nuisance 
 
Clean Neighbourhoods and Environment Act 
2005; Parts 7 & 9 

Air  

Dark smoke from industrial or trade premises (including from 
industrial bonfires) is prohibited. 

Clean Air Act 1993 

Only trained technicians can carry out work on equipment 
containing F gases. 
All equipment must be checked for leaks, for equipment that 
contains F gas above certain thresholds, check for leaks must be 
carried out at specific intervals. 
Records must be kept for handling of large quantities of the gases. 

EU Fluorinated Greenhouse Gas (F Gas) 
Regulation 2015 

Planning  

Planning permission to be obtained from the planning authority 
before any development can take place. 

Town and Country Planning Act 1990 

Environmental Agency 
Planning Inspectorate 

 

Architect  

Royal Institute of British Architects (RIBA) Code of conduct https://www.architecture.com/knowledge-and-
resources/resources-landing-page/code-of-
professional-conduct  

Architects Registration Board (ARB) Architects code: standards of 
conduct and practice 

http://www.arb.org.uk/wp-
content/uploads/2016/05/Architects-Code-
2017.pdf 

The Landscape Institute Professional Conduct https://www.landscapeinstitute.org/wp-
content/uploads/2016/08/LI-Code-of-Conduct-
May2012.pdf 

BoonBrown evaluates legal environmental compliance based on acceptance of proposals by all regulatory bodies in 
relation to projects that BoonBrown is involved in. 

The criteria are legal and regulatory environmental standards for any person or department involved in the 
evaluation of any project, criteria that is understood by all professionally qualified architects within the BoonBrown 
practice. 

The organisation shall determine whether climate change is a relevant issue. 

http://www.legislation.gov.uk/ukpga/1990/43/part/III
http://www.legislation.gov.uk/ukpga/1990/43/part/III
http://www.legislation.gov.uk/ukpga/2005/16/part/7
http://www.legislation.gov.uk/ukpga/2005/16/part/7
http://www.legislation.gov.uk/ukpga/1993/11/contents
https://www.legislation.gov.uk/uksi/2015/310
https://www.legislation.gov.uk/uksi/2015/310
http://www.legislation.gov.uk/ukpga/1990/8/contents
https://www.architecture.com/knowledge-and-resources/resources-landing-page/code-of-professional-conduct
https://www.architecture.com/knowledge-and-resources/resources-landing-page/code-of-professional-conduct
https://www.architecture.com/knowledge-and-resources/resources-landing-page/code-of-professional-conduct
http://www.arb.org.uk/wp-content/uploads/2016/05/Architects-Code-2017.pdf
http://www.arb.org.uk/wp-content/uploads/2016/05/Architects-Code-2017.pdf
http://www.arb.org.uk/wp-content/uploads/2016/05/Architects-Code-2017.pdf
https://www.landscapeinstitute.org/wp-content/uploads/2016/08/LI-Code-of-Conduct-May2012.pdf
https://www.landscapeinstitute.org/wp-content/uploads/2016/08/LI-Code-of-Conduct-May2012.pdf
https://www.landscapeinstitute.org/wp-content/uploads/2016/08/LI-Code-of-Conduct-May2012.pdf
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4.2 Understanding the needs and expectation of interested parties 

Interested Parties Information Requirements 

Directors Regular access to current financial and commercial information in order to make 
considered decisions in all areas of the practise. Thereby ensuring that the business 
continues to function in a sustainable profitable manner. 

Employees Information relating to terms and conditions of employment. 
Safe, clean, and comfortable working environment and welfare conditions. 
Training and support. 
Opportunities of advancement. 
Employment security. 

Clients Identifying specifically the client’s requirements. 
Adherence to contractual agreements. 
The delivery of the project that meets their expectations. 

Contractors Communicating detailed specifications in order that they may accurately evaluate 
the job in relation to costing of and timing of delivery. 
Adherence to contractual agreements. 
Adherence to payment terms. 

Suppliers Accurate information in order that they evaluate the job in relation to financial cost 
and timing of delivery. 
Adherence to payment terms. 

Banks/ other finance provider Good financial performance and integrity in all matters financial. 
Compliance with loan conditions. 

Solicitors Supply of accurate information to enable the production of contractual agreements 

Insurers Meeting policy requirements. 
Payment of premiums. 
Reporting change in circumstances. 

Accountants To supply timely financial records for them to produce annual financial statements. 
Integrity in all things financial and accounting. 

Trade bodies/ Associations Membership requirements. 
Meeting standards to which the organisation adheres i.e., RIBA, RTPI, SMAS. 

Governing and Regulatory 
Bodies 

Accurate and comprehensive information to achieve full compliance with all 
regulatory and governing bodies. 

Shareholders  To expect a consistent increase in share value and a return on capital. 

Neighbouring businesses Consideration to our neighbours in all shared facilities i.e., parking and WCs. 

Landowners Building maintained as per landlord’s contractual requirements. 

Emergency Services Accurate information on type of incident, location, and current situation to provide 
an efficient response to the situation. 

Media/ PR Accurate information on Environmental data, stories, or incidences to report 
accurately.  

 

NOTE Relevant interested parties can have requirements related to climate change. 
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4.3 Determining the scope of the Environmental Management System 
The scope of the EMS is to contribute to BoonBrown meetings it’s compliance obligations to all interested parties 
by ensuring it meets its legal, regulatory and contractual obligations and additionally BoonBrown will endeavour to 
influence all environmental elements within the delivery of our services to our clients by maintaining the standards 
and procedures within the EMS. 

4.4 Environmental Management System and its processes 
BoonBrown is responsible for the planning and delivery of its services.  We work closely with our partner suppliers 
and clients to satisfy mutual requirements.  We have a flow chart to illustrate the interaction of our EMS processes, 
as shown: 

 

 

 

  

 

Nature & environmental impacts 
Commitment to improve 

Legal aspects 
Identify environmental aspects 

Companies’ activities 
Products & services 
Procedure control 

Set measurable targets 
Establish a time frame 

Anti-pollution measures 
Legislation compliance 

Define responsibility 
Location 

Transportation 
Human Resources 

Competence 
Training 

Communication 

Internal 
External bodies 

Media 

Policy & Procedure 
Records 
Status 

Preservation Identify aspects & impacts 
Absence planning 
Operating criteria 

Companies’ environmental impacts 
 

Assessments 
Plans 

Prevention 
Testing 

Objectives 
KPI’s 

Calibration 
Verification cycles 

System compliance 

Records 
Corrective actions 
Preventive actions 

Action reviews 

Storage 
Preservation 

Disposal 
Data Protection 

Audit records 
Assess compliance 

Reports to management 
Opportunities for improvement 
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5 Leadership 

5.1 Leadership and Commitment 
The Directors are committed to the development and implementation of an Environmental Policy and the EMS 
which are both compatible with the strategic direction and the context of the organisation, the whole system is 
regularly reviewed to ensure conformance to the standard.  

Responsibility has been assigned to our ISO Representative to ensure that the EMS conforms to the requirements 
of the respective standard and the provision to report on performance to the Directors has been defined. 

The designated ISO Representative will ensure that BoonBrown staff are aware of the importance of meeting 
customer as well as statutory and regulatory requirements, and overall, to contribute to achieving BoonBrown’s 
Environmental Policy and Objectives. 

The ISO Representative is responsible for implementing the EMS and ensuring the system is understood and 
complied with at all levels of the organisation.   

• The ongoing activities of BoonBrown are reviewed regularly and that any required corrective action is 
adequately implemented and reviewed to establish an effective preventative process. 

• Measurement of our performance against our declared Environmental Objectives is undertaken. 
• Resources needed for the EMS are available and employees have the necessary direction and support, 

training, skills and equipment to effectively carry out their work. 
• Internal audits are conducted regularly to review progress and assist in the improvement of processes 

and procedures. 
• Objectives are reviewed and, if necessary amended, at regular review meetings and the performance 

communicated to all staff.  
• The EMS is integrated into the organisations business processes to ensure that the environmental 

management system achieves its intended outcomes. 
• Communication covering the importance of the EMS and conformance to the EMS requirements are in 

place. 
• Continual improvement is promoted.  
• The contribution of persons involved in the effectiveness of the EMS is achieved by engaging, directing 

and supporting persons within their area of responsibility. 

5.2 Environmental Policy 
The Environmental Policy of BoonBrown is located within section 1.3 of this EMS -   Environmental Policy. 

5.3 Organisational Roles, Responsibilities, and Authorities    
BoonBrown has an Organisation Chart in place, employee contracts together with job descriptions to ensure that 
the appropriate personnel are in place to cover the whole context of the organisation and strategy of the business. 

Please see below document as demonstration:  

QMS.24 Organisational Chart  

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%209001/QA%20Master%20Documents/BBF%2024%20Organisational%20Chart%20v43.docx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%209001/QA%20Master%20Documents/BBF%2024%20Organisational%20Chart%20v43.docx
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5.4 Roles and Responsibilities of Environmental Management System 
5.4.1 Roles of Director  

• To support the ISO Representative in the implementation of the EMS 
• To set up the environmental policy for the company 
• To set company objectives  

5.4.2 Roles of ISO Representative 

• To plan, disseminate, implement and continuously develop the EMS according to the policy 
• To monitor and assess the implementation of the environmental management system 
• To be informed and implement the policies from the Director 

5.4.3 Roles of BoonBrown Employees 

• To follow the environmental policy and be aware of environmental negative impacts 
• To operate within environmental compliance regulations 
• To give suggestions for improving the EMS and liaise with the ISO representative on any challenges they 

discover 
• To participate in any environmental training, projects and activitie 
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6 Planning  

6.1 Actions to address risk and opportunities 
We have identified the following process as a means of identifying and determining the risks and opportunities that 
are relevant to our EMS.  All Risk & Opportunities are captured within our ‘Risk Matrix’ which is separate to this EMS. 

Within each of the areas the risks (if any) are identified together with a rating as to the importance of the risk. The 
associated consequence, severity & mitigation of the risk is also noted together with the probable likelihood of the 
risk occurring. 

We use an Excel spreadsheet to collect and analyse the risks and opportunities contained within our Risk Matrix. 

The Risk Matrix is reviewed Quarterly by the ISO Representative, ISO Director and the Planning Director to ensure 
the effectiveness of the actions have been fulfilled. 

Please see below document as demonstration:  

EMS.03 Risk Matrix 

6.2 Environmental Aspects 
BoonBrown has conducted a review based on its services to identify and evaluate aspects, impacts and risk 
connected to its business operation.   

These include people, activities, buildings, services and the scope of the EMS. 

The review of the environmental aspects, contained within the Risk Matrix, is undertaken by the ISO Representative 
quarterly with the ISO Director and Planning Director to ensure they are valid. 

Please see below document as demonstration:  

EMS.03 Risk Matrix 

6.3 Compliance Obligations 
BoonBrown evaluates legal environmental compliance based on acceptance of proposals by all regulatory bodies in 
relation to projects that BoonBrown is involved in. 

The criteria are legal and regulatory environmental standards for any person or department involved in the 
evaluation of any project, criteria that is understood by all professionally qualified architects within the BoonBrown 
practise. 

BoonBrown has determined compliance obligations which are connected to the operation of our business please 
also refer to clause 4.1. 

Please see below document as demonstration: 

EMS.10 Compliance Obligations Yeovil 
EMS.11 Compliance Obligations London 

6.4 Planning Action 
BoonBrown takes actions to address its significant environmental aspects, compliance obligations and risks and 
opportunities.  

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.03%20Risk%20Matrix%20v13.xlsx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.03%20Risk%20Matrix%20v13.xlsx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.10%20Evaluation%20of%20Environmental%20Compliance%20Obligations%20v9%20-%20Yeovil.docx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.11%20Evaluation%20of%20Environmental%20Compliance%20Obligations%20v2%20-%20London.docx
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Please see the document below as demonstration:  

EMS.03 Risk Matrix (Formally Aspects & impacts Register) 

6.5 Environmental objectives and planning to achieve them 
The Director with the support of the ISO Representative will determine environmental objectives & targets based on 
the identified significant aspects.   

This will be carried out initially and then repeated each year as part of our Management Review.   

Objectives & targets will be measurable where possible and will be consistent with our commitment to prevent 
pollution, our commitment to comply with compliance obligations as necessary and to ensure we achieve 
continuous improvement.   

When determining objectives & targets, considerations will include, technological options, financial, operational & 
business requirements together with the views of interested parties.   

Currently recycling and power consumption is monitored and recorded by our ISO Representative with the intention 
to assemble current data and set quantitative goals to reduce consumption of both resources. 

Environmental Objectives and methods of achieving the objectives is located within section 3 of this EMS 

6.6 Planning actions to achieve environmental objectives 
The ISO Representative regularly reviews environmental objectives, which are contained within our objectives policy 
together with our Risk Matrix.   

Please see section 3 and section 6.2 of this EMS. 

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.03%20Risk%20Matrix%20v13.xlsx
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7 Support 

7.1 Resources 
BoonBrown determines and provides the resources needed for the establishment, implementation, maintenance 
and continual improvement of the environmental management system. 

We ensure that the below elements are considered when completing an evaluation:  

• The capabilities of, and constraints on, existing internal resources; 
• What needs to be obtain from external providers. 

7.2 Competence 
All employees have the training and skills needed to meet their job requirements. All employees are monitored on an 
ongoing basis to identify any training and development needs. Competences and training needs are identified / 
satisfied by using: 

BBF.37 New Employee Induction form 
Continual Professional Development 
Training Matrix  
Performance Review Form 

7.3 Awareness 
We ensure that all employees are aware of all policies and their contribution to the effectiveness of the 
Environmental Management System through: 

• Notice board 
• Awareness Training 
• Induction 
• CPD 

7.4 Communication 
For internal staff, the company server is a source of information and is updated regularly to ensure that all 
information is correct.  This is accessible by all staff.   

External communication, the company website and social media is a source of information and is updated regularly.  

7.5 Documented Information 
General 

BoonBrown demonstrates documented compliance to ISO 14001:2015 through this EMS (which includes processes 
& procedures) on an electronic system which is available on the company server accessible by all employees.  

 All information is read only and only accessible via the document owner for amendment. 

7.5.1 Creating and updating 

The creation of documentation to support the EMS is primarily the responsibility of the ISO Representative. 

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%209001/QA%20Master%20Documents/BBF%2037%20New%20Employee%20Induction%20Form%20v04.docx
file://bb-y-fs01/u%20drive$/06%20BoonBrown%20Human%20Resources/06%20Training/CPD/CPD%20Attendance%20Record.xlsx
file://bb-y-fs01/u%20drive$/06%20BoonBrown%20Human%20Resources/06%20Training/Training%20Records/BoonBrown%20-%20Training%20Matrix.xlsx
file://bb-y-fs01/u%20drive$/06%20BoonBrown%20Human%20Resources/07%20Reviews/Performance%20Review%20Form%20v2.docx
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Identification will be sought by document ref, date, and version. To aid the approval and suitability of documents, 
the Director authorises the release and delegates any training required to the ISO Representative. 

7.5.2 Control of documented information 

All documentation is controlled by version and date and is listed on a Master Document List.   

BoonBrown has antivirus software and password in place to avoid the loss of confidentiality, improper use or loss 
of integrity.  

A third-party IT company supplies a data and security protection service to BoonBrown.  

Control of documents can be seen on the Master Document List and encompasses the following elements:  

• Form Number  
• Document Title  
• Revision 
• Date 
• Format 

Documents can be retrieved by authorised personnel from the storage locations specified and / or from folders on 
the network. Customer records are identified by Job Number. 

On or after the retention period stated, the relevant records will be reviewed by the Director and will either remain in-
situ, be archived or destroyed.  

If records are to be destroyed, they will be disposed of in a controlled manner; sensitive hard copies will be shredded 
and soft copies will be deleted from the system. If records are to be archived, they will be identified and stored 
appropriately in line with GDPR regulations. 

Please see below document as demonstration of compliance: 

EMS.01 Master Document List 

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.01%20Master%20Document%20List%20v6.docx
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8 Operation 

8.1 Operational Planning and Control 
BoonBrown has determined the requirements and controls implemented for all processes detailed in section 4.4.   

We have processes in place to ensure that we mitigate any adverse effects within the products or services we 
provide. 

Using a life cycle perspective, internal office activities relating to procurement of resources, such as paper, printing 
inks/toners and the consumption power & water of to run the office operations include;  

8.1.1 Internal office activities 4 step cycle 

1. Purchase of materials, utilities’ and services. 
2. Use and consumption materials, utilities’ and services  
3. Waste management and disposal of materials (accredited waste disposal/ transfer notes on 

record) 
4. Review and monitoring of resources i.e. meter readings. 

8.1.2 Design projects 4 step cycle 

1. Assess brief from client and identify clients design requirements’ considering environmental 
elements. 

2. Quantify resources both expertise and materials to meet clients design requirements, considering 
environmental impact from sourcing and use of materials. The practise stipulates that materials 
should be responsibly sourced and in the case of specification stage projects more detail in 
product type can be stipulated. Consideration to the demolition of the building to reduce the 
environmental impact forms part of the project’s environmental considerations. 

3. Manage and use those resources in line with environmental considerations whilst still achieving 
commercial goal of delivery to the client. 

4. Review project documentation in order to improve on existing project management. 

8.2 Emergency Preparedness and Response 
BoonBrown have established, implemented and maintained processes to prepare for emergency situation and to 
respond if they occur.  The below are aspects of performing the organisations functions in an emergency: - 

• Maintain plans for preventing the emergency 
• Maintain plans for reducing, controlling or mitigating its effects 
• Maintain plan for taking other action in connection with the emergency 

Please see below document as demonstration of compliance 

EMS.06 Emergency Procedures Yeovil 
EMS.07 Emergency Procedures London 

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.06%20Emergency%20Procedures%20Yeovil%20v9.docx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.07%20Emergency%20Procedures%20London%20v3.docx
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9 Performance Evaluation 

9.1 Monitoring, Measurement, Analysis, and Evaluation 
Monitoring is based on risk. 

Please see below document: 

EMS.03 Risks Matrix 

9.1.1 General 

BoonBrown has deemed the following elements (9.1.2, 9.2 & 9.3) for monitoring, measuring, analysis & evaluation to 
ensure the environmental performance and the effectiveness of the environmental management system. 

9.1.2 Evaluation of compliance 

Please refer to compliance register clause 4.1 

9.2 Internal Audit 
An internal audit schedule is prepared on an annual basis year and covers the requirements of ISO 14001. 

The ISO Rep is required to complete all internal audits and must record appropriate evidence for completeness.  Any 
non-conforming areas must be dealt with (without any undue delay). Internal audit documentation must be kept and 
filed appropriately. 

Please see below document as demonstration of compliance: 

EMS.04 Internal Audit Report / Non-conformance Report 
EMS.02 Internal Audit Schedule 

9.3 Management Review 
Management reviews take place at least annually.  

The attendees present are the ISO Director and the ISO Representative and any other appropriate persons of the 
business. 

NB. If the Director is unavailable ISO Representative will conduct a management review. 

All inputs / outputs are full documented and minuted in line with the requirements of the specific ISO standard.   

Any actions arising from the meeting must be completed without any undue delay and appropriate evidence filed 
with the Management review documentation. 

Please see below document as demonstration of compliance: 

EMS.08 Management Review Agenda 

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.03%20Risk%20Matrix%20v13.xlsx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.04%20Internal%20Audit%20Report%20and%20Non-conformance%20Report%20v3.docx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.02%20Audit%20Schedule%20v2.xlsx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.08%20Management%20Review%20Agenda%20v3.docx
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10 Improvement 

10.1 General 
BoonBrown ensures that improvement processes are completed and actioned as necessary.  Analysis methods 
include various elements which include: 

EMS.04 Internal Audit Report / Non-conformance Report 
EMS.03 Risks Matrix 

10.2 Nonconformity and Corrective Action 
Should a nonconformity occur, including those arising from complaints, internal audits & external 3rd party 
assessment BoonBrown designate the ISO Representative to ensure that corrective action including root cause 
analysis is completed and implemented to avoid any further occurrences.   

This is then analysed and should the risk to the business pose to be “high” then this is then entered onto the “Risk 
Matrix’’ to assist in mitigating the risk to the business. 

Should any non-conformance occur then the internal audit report / non-conformance report must be completed to 
ensure that a full analysis of the problem is resolved.  Should any changes to the EMS or services be required then 
the “Planning for change” document shall also be completed. 

The corrective action plan summary must be completed, as this then forms part of the Management Review 
meeting. 

Please see below document(s) as demonstration of compliance: 

EMS.04 Internal Audit Report / Non-conformance Report 
EMS.05 Corrective Action Plan Log 
EMS. 09 Planning for change 

10.3 Continual Improvement 
Continual Improvement will be ongoing through various elements of the EMS which is encompassed within this 
document.  The list below is not exhaustive:  

• Risk & Opportunities  
• Environmental Policy / Objectives 
• Competency Review 
• Internal Audits 
• 3rd Party External Audits 
• Management Review 

file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.03%20Risk%20Matrix%20v13.xlsx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.04%20Internal%20Audit%20Report%20and%20Non-conformance%20Report%20v3.docx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.05%20Corrective%20And%20Preventative%20Action%20Log%20v02.xlsx
file://bb-y-fs01/u%20drive$/10%20ISO/ISO%2014001/EMS%20Master%20Documents/EMS.09%20Planning%20for%20Change%20v3.docx


info@boonbrown.com 
www.boonbrown.com 

Motivo | Alvington | Yeovil | BA20 2FG 
Tunstall Hall | Bernay's Grove | London | SW9 8DF 
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