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	DATE or Timeline
	DIRECTOR

GROUP
	DESCRIPTION 
	MEANS
	AUDIENCE
	OBJECTIVE
	RESPONSIBLE

TEAM

MEMBER

	Major Communication Initiatives for CY 2007 are:

1. Meet with Targetted DLC Heads re: EHS Performance for DLC
2. Meet with DLC Heads regarding Emergency Response Planning with specific emphasis on Avian Flu Pandemic Planning

3. Participation in Cambridge Science Festival in April, 2007

4. EHS Open House in October, 2007.



	Item A

Bi-weekly


	EPO/EHS 
	Working Committee meetings.  Meeting dates posted (See events calendar on EHSNET for meeting dates)
	Meeting
	Working committee consisting of EHS Coordinators and Representatives
	Solicit input from DLC representatives in developing EHS-MS, and support systems for the EHS-MS.
	Laurie Veal

Bill V.

	Item B

Bi-Monthly 


	EHS Office
	Communication on EHS Issues
	email
	EHS Coordinators and Lead contacts
	To keep  audience  informed about EHS activities, expectations, and EHS-MS issues, and to address concerns.  
	Lou Diberardinis

Mitch Galanek

Melissa Kavlakli

All DDs and STLs should provide input when appropriate.

	Item C

Quarterly

	EHS Office
	Meetings for Lead Contacts to update on current activities and allow for input on issues or best practices.  Not to occur the same months as the EHS Coordintor/Lead Contact meeting.
	Meeting
	EHS Lead Contacts
	Keep Lead Contacts Informed
	Mitch Galanek

	Item D Quarterly


	EHS Safety Program and Emergency Response Team
	Summary regarding incidents/injuries at MIT
	Email or presentation. (Could be part of bi-monthly email, or presented at EHS  Coordinator Meetings
	EHS Coordinators and EHS
	Communicate regarding a number of incidents that had occurred at MIT during the previous quarter  with information on some of the lessons learned.  Promote awareness about Safety and Emergency Response procedures.
	Rhonda O’Keefe, Dave Barber

	Item E

BiAnnual


	EHS Audit Team
	Summary of audit activities, findings and issues
	Email
	EHS Coordinators and EHS
	Provide general information on audit findings and tips for resolution of problems.  Also, to update key players regarding audit process, any changes, expectations, and concerns.
	Gerry Fallon

	Item F

Quarterly
	EHS Office
	EHS Coordinator and Lead Contact Meeting (see Events Calendar on EHSNET for dates) Not to occur same months as Lead Contact Meetings.
	Meeting
	EHS Coordinators and Lead Contacts
	Provide general information on EHS-MS issues, implementation and maintenance and provide a forum for sharing ideas, best practices,  concerns, etc, with respect to EHS-MS matters and EHS matters.
	Mitch Galanek

	Item G

Quarterly
	Director, EHS
	EHS All Staff Meeting
	Meeting
	All EHS Staff
	Discuss issues related to EHS Office services and present information regarding various activities with respect to implementing and maintaining the EHS Management System
	Lou Diberardinis

	Item H

Annual beginning in January
	EHS Office
	SOP/SOG Update.  For details see January, below
	
	
	
	Jessamyn Hodge

	Item I

Periodic


	EPO/EHS
	Convene IEC meeting 
	Meeting
	IEC members consisting of upper level management personnel from MIT Community
	Obtain comment, approval, and support for developing and implementing maintaining the EHS Management System.
	Bill V., and Laurie Veal

	Item J

Periodic Communication, Spring, Summar, Fall , Winter
	Communication  Service Team
	Newsletter
	Print, Web posting,

Email notice,

distribution to designated sites.
	MIT administration, PIs/Supervisors, EHS Reps, EHS Coordinators, and key groups and individuals in wider community.
	Provide Audience:

· update about EHS Management System development, implementation, and maintenance

·  highlight EHS Activities on campus

·  provide general information related to EHS matters of interest.


	Paula Duffy

Emily Ranken

	Item L
Annual

(June)
	EHS Office
	EHS Annual Report
	Written Document and Post on Web Page
	MIT & Community
	“Advancing MIT’s Commitment to 

Environmental, Health and Safety Stewardship
	Lou Diberardinis  Input from DDs and STL.

	Item M

Quarterly
	EHS/EPO  Offices
	Local Emergency Planning Committee Meetings
	Meeting
	Cambridge Community
	Provide information and input for Emergency Planning for the Cambridge Community.
	Lou Diberardinis and Peter Bochnak

	Jan 
	EHS Office
	Bi-Monthly email (see Item B)
	
	
	Include announcement about SOP update in this email with instructions for submitting comments.
	Lou Diberardinis

	Jan.
	EHS Office
	SOP/SOG Update begins. (Item H) Comments are solicited for SOPS.  Authors also review the SOPs, and incorporate the changes recommended.
	Email notifying responsible parties  to review SOPs.
	SOP Authors and reviewers.

EHS Staff

EHS Coordinators and Lead Contacts also notified in monthly email.
	To assure there is a systematic process for reviewing and updating SOPs and SOGs.
	Jessamyn Hodge

	January 
	EHS Office
	Newsletter Distribution (See Item J)
	
	MIT Community
	
	

	Jan. 9
	EHS Office 
	Work Shop:  Health Hazards in the Home
	IAP Workshop
	MIT Community
	Provide information to campus community.  
	Claudia Mickelson, Mitch Galanek, Barry Mendes

	Jan. 18
	EHS Office
	EHS-MS:  Building A Tool Box for EHS Coordinators
	IAP Seminar
	EHS Coordinators
	Provide Information to new EHS Coordinators re:EHS-MS and the tools.
	Gerry Fallon

	Jan 23
	EHS Office
	EHS Rep Orientation
	IAP Seminar


	EHS Reps
	To provide EHS Reps guidance Pertaining to  their responsibilities in the lab.
	Pam Greenley

	January 31
	EHS Office
	Nanomaterials Health and Safety Issues
	IAP
	MIT Community
	To provide education regarding a current health and safety topic.
	Marilyn Hallock

	
	
	
	
	
	
	

	Feb 28
	EHS Office
	Lead Contact Meeting (Item C)
	
	
	
	

	
	
	
	
	
	
	

	March
	EHS
	Bi-Monthly email (Item B)
	
	
	
	

	March 
	Organization 

Team
	EHS Coordinator and Lead Contact Meeting.  (Item F)  
	
	
	
	

	March
	EHS/EPO Directors
	Meet with Deans for EHS-MS Status updates and outreach on Emergency Response Preparedness with Specific Emphasis on Avian Flu
	Meetings
	Deans/Assistant Deans
	Maintain awareness of EHS-MS and encourage Continuity Planning
	Lou DiBerardinis and Bill V.

	
	
	
	
	
	
	

	April
	EHS/EPO Directors
	Meet with Deans for EHS-MS Status updates and outreach on Emergency Response Preparedness with Specific Emphasis on Avian Flu
	Meetings
	Deans/Assistant Deans
	Maintain awareness of EHS-MS and encourage Continuity Planning
	Lou DiBerardinis and Bill VanSchalkwyk

	April 21
	EHS Office and CST
	EHS Open House with activities related to the science behind EHS for Cambridge Science Festival
	Open House
	Boston Area Community
	Enhance Awareness of EHS and Science
	Emily Ranken

	April 26
	EHS Awareness

Team, CST, and

EMP/DPO
	Earth Day.  Distribution of information and awareness for Earth Day Activities
	Booth at Earth Day
	MIT Community
	Raise awareness of EHS-MS, and EHS Office Services.  Support Earth Day.
	Emily Ranken

	April
	Safety Program
	Quarterly report of incidents (Item D)
	Email
	
	
	Rhonda O’Keefe

	April
	EHS Office/CST
	Periodic Newsletter (Item J)
	
	
	
	Paula Duffy/ Emily Ranken

	April (?)
	EPO
	Close out of Consent Decree with special publicity
	Print/TV
	Boston Area Community, MIT Community
	Celebrate the EHS-MS, and closure to the Consent Decree.
	Bill VanSchalkwyk

	
	
	
	
	
	
	

	May
	EHS
	Bi-Monthly e-mail (Item B)
	
	
	
	

	May
	EHS Office
	Lead Contact Meeting (Item C)
	
	
	
	

	
	
	
	
	
	
	

	June
	EHS Office
	EHS Coordintaor Meeting/Lead Contact Meeting ((Item F)
	Meeting
	EHS Coordinators

Lead Contacts
	Promote EHS Coordinator and Lead Contact relationship and to provide update on EHS-MS activities
	Mitch Galanek

	June
	EHS Office
	All staff meeting
	
	
	
	Lou Diberardinis

	June
	EHS
	EHS Annual Report (Item L)
	Written Document and Post on Web Page
	MIT & Community
	“Advancing MIT’s Commitment to 

Environmental, Health and Safety Stewardship
	Lou Diberardinis

	
	
	
	
	
	
	

	July
	EHS
	Bi-Monthly e-mail (Item B)


	
	
	
	

	July


	EHS
	Periodic newsletter (Item J)
	
	
	
	Paula Duffy

Emily Ranken

	July
	Audit Team
	Bi-Annual Report (See Item E)
	
	
	
	

	July
	Safety Program
	Quarterly Report of Incidents (See Item D)
	
	
	
	

	July
	CST
	Prepare materials for new faculty and student orientations in Early September.  Get information on names/dates of orientations.
	Meeting of CST
	CST members
	Be prepared for fall term
	Emily Ranken

	
	
	
	
	
	
	

	August
	CST
	Distribution of Orientation Materials
	
	New Faculty, Grad Students
	Introduce new personnel to EHS-MS
	Emily Ranken

	August
	Organization Team
	Lead Contact Meeting (Item C)
	
	
	
	

	August


	EHS
	Periodic newsletter (Item J)
	
	
	
	Paula Duffy

Emily Ranken

	August
	Admin
	DD, Senior Officer, STL Retreat
	
	
	To discuss EHS-MS issues, develop decriptions of responsibilities for EHS Coordintro and EHS Lead Contact
	Lou D., Bill V.

	
	
	
	
	
	
	

	Sept.
	EHS
	Bi-Monthly email (Item B)
	
	
	
	

	Sept.
	EHS Office
	DLC EHS Coordinator and EHS Lead Contact Meeting (Item F)
	Meeting
	
	
	

	Sept
	CST
	Vendor Fair
	Booth
	MIT Community
	Promote awareness of EHS-MS, and EHS Office services
	Emily Ranken

	
	
	
	
	
	
	

	October
	CST
	Periodic Newsletter (See Item J)
	
	
	
	

	Oct.
	EHS Office
	EHS Open House to promote EHS Services and EHS-MS.
	EHS Open House
	MIT Community 
	Increase awareness of MIT community .
	Bob Weker


	Oct
	Safety Program
	Quarterly Report of Incidents (See Item D)
	
	
	
	

	
	
	
	
	
	
	

	Nov
	EHS
	Bi-Monthly e-mail (See Item B)


	
	
	
	

	Nov
	EHS Office
	EHS Lead Contact Meeting

(Item C)
	Meeting
	EHS Lead Contacts
	Update on EHS-MS Activities
	Mitch Galanek



	Nov 
	Communication Team and Safety Program
	Events Fair
	Table at Fair
	People planning and hosting events on campus
	Outreach regarding safety for events, and the EHS-MS in general
	Emily Ranken

	Nov
	EHS Office
	Communications re: budget process to prepare budget.
	Written budget
	EVP and Budget Office
	Submit the next FY budget to operate the office
	Lou Diberardinis

	Nov. 


	EMP
	Notification regarding SARA/Formaldehyde Survey
	Email
	Sara Reporters, EHS Coordinators, Lead Contacts
	Begin process for obtaining data for SARA Report
	Zhanna Davidovitz

	Nov.


	IHP
	email to CHO’s requesting CHP plans by January, 07.


	email
	CHO/EHS coordinators
	Annual plan update process.  Remind people to review plan, and update as needed.  Required by regulation.
	Bob Edwards

	
	
	
	
	
	
	

	Dec. 
	EHS Office
	DLC EHS Coordinator and EHS Lead Contact Meeting

(Item F)
	Meeting
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Comments:  The beginning sections describe activities that occur on a routine, periodic basis.  The activity is again listed by month.  If some details specific to the activity for that month are known e.g. dates, topics to be covered, they will be provided.  Otherwise, the activity is simply referenced to the initial description in some way.
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