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THIS NOTICE MUST ACCOMPANY EVERY COPY OF THIS DOCUMENT

IMPORTANT NOTICE 

This document, (“Document”) is the exclusive property of Government Expenditure & Projects Efficiency Authority. 

This Document should be read in its entirety including the terms of this Important Notice. The government entities 
may disclose this Document or extracts of this Document to their respective consultants and/or contractors, provided 
that such disclosure includes this Important Notice. 

Any use or reliance on this Document, or extracts thereof, by any party, including government entities and their 
respective consultants and/or contractors, is at that third party’s sole risk and responsibility. Government Expenditure 
and Projects Efficiency Authority, to the maximum extent permitted by law, disclaim all liability (including for losses or 
damages of whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party 
howsoever arising with respect to or in connection with the use of this Document including any liability caused by 
negligent acts or omissions. 

This Document and its contents are valid only for the conditions reported in it and as of the date of this Document.
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1.0 PURPOSE 

This procedure describes the project specific environmental training programs available to employees, contractor and 
subcontractor personnel and others to help ensure they are properly trained to carry out their assigned duties in a 
manner consistent with the environmental requirements applicable to their assigned Projects. 

Compliance with this procedure demonstrates conformance with the International Organization for Standardization 
(ISO) 14001 Environmental Management System (EMS) Standard 4.4.2: Competence, Training and Awareness (as 
shown below):  

2.0 SCOPE 

The scope of this procedure applies to all works performed under all Government Construction Contracts 
executed throughout the Kingdom of Saudi Arabia. 

3.0 DEFINITIONS 

Definitions Description
EA Environmental Awareness 
CBT Computer Based Training (Can be PowerPoint) 
CEC Construction Environmental Coordinator 
CECP  Construction Environmental Control Plan  
HSSE Health Safety Security and Environment 
ILT Instructor Led Training 
PEL Project Environmental Lead 
SDS Safety Data Sheets 
SME Subject Matter Expert 
SPR  Supervisor Required Training 
ISO International Organization for Standardization 
EMS Environmental Management System

HSSE Health, Safety, Security and Environment 

4.0 REFERENCES 

 International Organization for Standardization (ISO) 14001 Environmental Management System (EMS) 
Standard 4.4.2

5.0 RESPONSIBILITIES 

The organization shall ensure that any person(s) performing tasks for it or on its behalf that have the 
potential to cause a significant environmental impact(s) identified by the organization is (are) competent 
based on appropriate education, training or experience and shall retain associated records. 

For this procedure, the Construction Environmental Coordinator (CEC) and the Project Environmental Lead

(PEL) may be the Health, Safety, Security and Environment (HSSE) Manager or a delegate. This person 
shall have the necessary experience, qualifications and be a Subject Matter Expert (SME) to train 
personnel. 

The organization shall identify training needs associated with its environmental aspects and as required in 
its environmental management system. It shall provide training or take other action to meet these needs, 
and shall retain associated records. 

The organization shall establish, implement and maintain a procedure(s) to ensure persons working for it 
or on its behalf aware of: 

 The importance of conformity with the environmental policy and procedures and with the 
requirements of the environmental management system. 



Project Environmental Training and Awareness Procedure  

Document No.: EPM-KSE-PR-000003 Rev 003 | Level - 3-E - External Page 6 of 17 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this 
Document. 

 The significant environmental aspects and related actual or potential impacts associated with their 
work, and the environmental benefits of improved personal performance. 

 Their roles and responsibilities in achieving conformity with the requirements of the environmental 
management system. 

 The potential consequences of departure from specified procedures. 

6.0 PROCESS 

The following Work Process addresses the development and implementation of an EA Training program:  

Step 1 – Regulatory Requirements Identification and Review 

Review applicable regulations to determine specific training requirements applicable to the project.  Ensure 
that all areas of training specifically identified by regulations are included in the EA Training Program.   

Step 2 – Develop an EA Training Program 

The PEL is responsible for developing an EA Training Program in conjunction with the development of the 
Project specific Construction Environmental Control Plan (CECP).  The description of the training program 
must be included in the CECP and contain the following information: 

 Description of the Purpose and Scope of the EA Training. 
 Describe the purpose and scope of the training, including a description of who should be trained 

and why the training is needed.  EA training should be required for all personnel at the managed 
Project, including but not limited to employees, subcontractors, vendors and visitors.   

 Description of Roles and Responsibilities for EA Training.  
 Describe the roles and responsibilities of ES personnel for EA Training. Responsibilities of 

personnel, subcontractors, vendors and visitors shall be clearly identified. 
 Outline of the EA Training Program (described below). 
 EA Training Supporting Documentation (described below). 

Step 3 – Develop and EA Training Outline 

EA training is Project specific and therefore the topics included in the EA Training Outline will vary from 
Project to Project.  However, a core level of information and situations should always be addressed in each 
EA training course.  In general, the following main topics are included in the EA Training Outline: 

 Contractors Environmental Compliance Policy.
 Personal Responsibility.
 Compliance with Environmental Requirements.
 Site Boundary Access, Limits, and Exclusion Zones.
 Housekeeping.
 Site Walk-Downs.
 Handling Hazardous Materials/Waste Management.
 Spill Prevention, Response, and Notification.
 Unanticipated Discoveries.
 Maintaining Environmental Controls.
 Disciplinary Actions for Noncompliance.
 Sample EA Training Outlines for field personnel/new hires (basic EA training) and supervisors are 

provided as Attachment 3 - Basic EA Training Outline (Sample) and Attachment 4 - Supervisor 
EA Training Outline (Sample).  

 Drinking water management. 
 Septic tank requirements. 
 Air quality (Noise, dust, vapours). 
 Pest and wildlife management. 

Step 4 – Develop Supporting Documentation 

The types of documentation developed in support of an EA Training Program are Project specific and will 
depend on the environmental issues associated with the Project.  At a minimum, attendance rosters shall 
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be completed for each formal EA training session.  The attendance roster should contain the following 
information: 

 Topic(s) discussed. 
 Date and locations of training. 
 Name and title of training instructor. 
 Names and titles of attendees.   
 Employers of attendees. 

A sample Training Roster is provided as attachment 2 - Training Roster Template (Sample) Additional 
documentation required may include maps highlighting locations of sensitive resources, hazardous 
material/waste location maps, training completion certificates, pre-and post-tests, and/or other 
documentation. 

Step 5 – Implement Training Program 

The CEC is responsible for implementing the Training Program. The CEC conducts EA Training and 
ensures that it is being implemented. In addition, the CEC is responsible for identifying any areas where 
additional training is needed. 

Step 6 – Develop and Implement Additional Training as Required 

As mentioned in Step 5, the CEC will be responsible for identifying areas where additional training is 
required or identifying when new requirements are issued that call for additional training.  When additional 
training is needed, the CEC will develop Tool Box Training Sessions or Special Training Sessions.  The 
PEL will assist the CEC in the development of training, if required.   

Topics typical of Toolbox Training Sessions or Special Training Sessions include, but are not limited to: 

Tool Box 

 Site specific requirements for hazardous materials management. 
 Mitigation measures for an incident that has occurred on the project site or at another 

location/facility applicable to the Project. 
 Waste management requirements (e.g., segregation of wastes, accumulation areas, containers, 

labels). 
 Plans for waste minimization (e.g., elimination, reduction, recycling). 
 Site specific environmental resource protection (e.g., biological, cultural). 
 Proper installation and maintenance of erosion and sediment controls. 
 Environmental punch-lists to complete prior to work close-out or demobilization. 

Special Training 

 Walk-downs of selected project areas for reviewing environmental compliance issues. 
 Spill response team responsibilities. 
 Subcontractor responsibilities regarding installation and maintenance of environmental controls. 

A Training Roster is also required for each Tool Box and/or Special Training Session.  A Training Roster 
like the one used for general EA training can be used. 

Step 7 – Recordkeeping 

Records associated with training for a specific Project shall be maintained for a minimum of three (3) years 
after the completion of the Project or as otherwise required by regulations, permits or the Customer.   

Records to be maintained include but are not limited to: 

 EA Training Outline. 
 Tool Box Training Outlines. 
 Special Training Outlines. 
 Training Rosters. 
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7.0 PROJECT SPECIFIC TRAINING 

Project-specific environmental awareness training is mandatory for all Project site personnel, including 
subcontractor and vendors, and customer representatives working (as warranted) on site. This training is 
typically combined with new-hire HSSE orientation training for all Project personnel.  Such training includes 
details related to a wide range of environmental issues potentially affecting project construction and 
startup/commissioning activities. 

By its very nature, Project-level environmental training is “project specific” and includes a discussion of 
Contractor’s environmental policies and procedures, descriptions general best management practices for 
environmental protection, and any unique environmental requirements, site conditions, and mitigation 
measures applicable to a particular site.  

8.0 RECORDS RETENTION 
Personnel training records and transcripts associated with this procedure will be retained in accordance 
with Contractor requirements and local laws. 

9.0 ATTACHMENTS 

1. Construction Environmental Awareness Training Flow Diagram 
2. EPM-KSE-TP-000001 - Training Roster Template  
3. Basic EA Training Outline  
4. Supervisor EA Training Outline  
5. Environmental Training Index   
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Attachment 1 - Construction Environmental Awareness Training Flow Diagram 
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Attachment 2 - EPM-KSE-TP-000001 - Training Roster Template  
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Attachment 3 - Basic EA Training Outline  



Project Environmental Training and Awareness Procedure

Document No.: EPM-KSE-PR-000003 Rev 003 | Level - 3-E - External Page 12 of 17 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this Document. 



Project Environmental Training and Awareness Procedure

Document No.: EPM-KSE-PR-000003 Rev 003 | Level - 3-E - External Page 13 of 17 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this Document. 



Project Environmental Training and Awareness Procedure 

Document No.: EPM-KSE-PR-000003 Rev 003 | Level - 3-E - External Page 14 of 17 

Electronic documents once printed, are uncontrolled and may become outdated. Refer to ECMS for current revision. 
This Document is the exclusive property of Government Expenditure & Projects Efficiency Authority. And is subject to the restrictions set out in the Important Notice contained in this 
Document. 

Attachment 4 - Supervisor EA Training Outline 
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Attachment 5 - Environmental Training Index 


