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Task 15: Awareness and Communication

Date last modified/updated: ENTER DATE           	Internal audit: Click here to enter a date.
Who last modified/updated: ENTER NAME                	Management review: Click here to enter a date.
This part of the Navigator Playbook is completed when you have:

1. Developed and delivered an initial EnMS communication from top management that included the importance of energy management and the organization’s energy policy.
2. Developed the details for EnMS awareness training for specific personnel or departments.
3. Planned and implemented awareness training.
4. Conducted awareness training and retained records.
5. Planned and implemented internal communication processes of the EnMS, including a suggestion system.
6. Support the garrison commander’s public affairs office for external EnMS information communications.














1. Develop and deliver an initial EnMS communication from top management that includes the importance of energy management and the organization’s energy policy.EXAMPLE

	[bookmark: Check7]|X|
	We have developed content for an initial communication to the organization about our EnMS activities.
	Yes. We have developed a 
one-sheet (front and back) flyer for
widest dissemination across SITE 
tenants and commands.
	|X|
	We have communicated with top management the content we would like to communicate and they have agreed to deliver the message organization-wide.
	Yes. We have the full support of top management and the SITE
garrison commander.


2. Develop the details for EnMS awareness training for specific personnel or departments.
Awareness
[bookmark: Check1]|X| We have ensured that communications address awareness of the following:
|X| Conformance with the energy policy 
|X| The importance of following EnMS procedures and requirements
|X| Roles, responsibilities, and authorities related to EnMS 
|X| Improved energy performance benefits
|X| Impact of activities on energy consumption 

3. Plan and implement awareness training.
|X| We have used the awareness training forms shown on the following pages.

4. Conduct awareness training and retain records.
|X| We have used the awareness training forms shown on the following pages.

5. Plan and implement INTERNAL communication processes for the EnMS, including a suggestion system.
|X| We have established a process that will ensure that internal communications related to energy performance and the EnMS are carried out on a continual basis and have included the following topics:
|X| Energy policy
|X| The importance of energy management
|X| Energy management responsibilities and authorities
|X| Energy objectives
|X| Energy performance of the organization
|X| Other information about the EnMS, as appropriate
We have periodic Energy Team Meetings with frequent attendance from cross-function site team members. Stakeholders, top management, SEU operators, O&M teams, contractors, tenants, and commands all receive periodic updates on the progress and status of our EnMS and our energy performance improvement.
	|X|
	We have created a system for soliciting and recording suggestions from internal parties
	Yes. We value and solicit input and
 ideas from internal parties.
	|X|
	We have assigned responsibility for this to: 
	Energy Team Leader


Internal communications across multiple departments is essential for the success of our EnMS. Sharing policy updates, objectives, energy targets, status of energy improvement projects, operational controls, SEUs, non-conformities, energy performance improvement values, and many other items is an ongoing part of our energy team meetings and supports the continual improvement of our EnMS. We plan these topics in the table below.	Comment by Michael Stowe: Based on your SITE needs, you will need to develop a plan here for topics to cover at energy team meeting and with other internal colleagues.
	Internal EnMS Communications Planning Worksheet

	Communicate to whom?
	Communicate what?
	Who will do the communication? (Responsible Position)
	What media will be used to communicate?
	How often will the communication occur?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





6. Plan and implement EXTERNAL EnMS communication processes.
|X| We have developed an external communication policy and process for our facility and will retain records of all activities pertaining to external communication.
We are a federal U.S. military facility and all official external communications (outside of the U.S. Army) necessarily
fall to the discretion of the garrison commander’s public affairs office. We will advise and provide information on
our EnMS to the garrison commander if, and when, requested.

|X| We have decided if and how our facility will engage in external communication regarding the energy policy, energy management system, and energy performance. 
We are a federal U.S. military facility and all official external communications (outside of the U.S. Army) necessarily
fall to the discretion of the garrison commander’s public affairs office. We will advise and provide information on
our EnMS to the garrison commander if, and when, requested.

Any external party desiring information can check this link for further information:
ADD YOUR SITE Public Affairs Officer LINK HERE
SITE keeps the community informed with current events and information through several social media platforms:
Facebook, Instagram, Twitter, etc.
Beyond the above guidance, we do not intend or plan for any external communications.
	|X|
	We have created a system for soliciting and recording suggestions from external parties
	Yes. We value and solicit input and
 ideas from external parties.
	|X|
	We have assigned responsibility for this to the following:
	Energy Team Leader, or 
designated REM.


If any external information requests are made by the Garrison Commander’s Public Affairs office regarding our EnMS, then this will be documented on the form below.
	EnMS External Communication Information Request Record

	Date Received:
	Assigned To:

	Name of Requester:

	Affiliation/Organization:

	Contact Information (address/telephone/e-mail):

	Information Requested:

	Summary of Response (Attach documents as appropriate): 

	Date of Response:
	

	Is follow-up needed? (circle one) YES / NO
	If yes, when is follow-up needed (date)?


	If yes, describe what follow-up is needed:
	Follow-Up Assigned To:

	
	Date Follow-Up Completed:



If any external information requests are made by the Garrison Commander’s Public Affairs office regarding our EnMS, then we will use the table below to plan the execution of the specific communication.
External Communications Planning Worksheet	Comment by Michael Stowe: You can use this table to document if and/or when you provide communication information that will be used EXTERNAL to your SITE via the Garrison Commander’s Public Affairs Office.
	Who is the target audience?
	What is the purpose (goal) of the communication?
	What will be communicated?
	Who will communicate it? (responsible position)
	How will it be communicated?  (mechanism or media)
	How often will the communication occur? (frequency)
	When will the communication start?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Responsibility and Authority Matrix for Providing Energy-Related External Communications Directly with DPW Day-to-Day Contacts	Comment by Michael Stowe: This table shows who would provide information on the EnMS for any day-to-day external contacts like your key contractors, suppliers, and Army groups external to your SITE.
	Potential External Interested party
	Frontline Responsibility/Authority
(position title)
	Back-Up Responsibility/Authority (position title)
	Ultimate (Top-Level) Authority
(position title)

	Utility Companies 
	Energy Team Leader
	REMs
	Director of Public Works

	Contractors
	Energy Team Leader
	REMs
	Director of Public Works

	Suppliers
	Energy Team Leader
	REMs
	Director of Public Works

	Design/Procurement
	Energy Team Leader
	REMs
	Director of Public Works

	Tenant Commands
	Energy Team Leader
	REMs
	Director of Public Works

	Corp of Engineers / CERL
	Energy Team Leader
	REMs
	Director of Public Works

	IMCOM
	Energy Team Leader
	REMs
	Director of Public Works

	HQDA, DASA, I&EE,
Energy & Sustainability
	Energy Team Leader
	REMs
	Director of Public Works

	
	
	
	

	
	
	
	



Responsibility and Authority Matrix for Providing Energy-Related External Communications Information to the SITE Public Affairs Office	Comment by Michael Stowe: This table shows who would provide information on the EnMS for any requests from the SITE Garrison Commander’s Public Affairs Office.
	Potential External Interested party
	Frontline Responsibility/Authority
(position title)
	Back-Up Responsibility/Authority (position title)
	Ultimate (Top-Level) Authority
(position title)

	Gov. Regulators: 
NC DEQ, EPA, etc.
	Energy Team Leader
	REMs
	Director of Public Works

	Local Officials
	Energy Team Leader
	REMs
	Director of Public Works

	Emergency Responders
	Energy Team Leader
	REMs
	Director of Public Works

	Media (crisis)
	Energy Team Leader
	REMs
	Director of Public Works

	Media (non-crisis)
	Energy Team Leader
	REMs
	Director of Public Works

	Neighbors
	Energy Team Leader
	REMs
	Director of Public Works

	Community
	Energy Team Leader
	REMs
	Director of Public Works

	General Public
	Energy Team Leader
	REMs
	Director of Public Works

	Environmental Groups
	Energy Team Leader
	REMs
	Director of Public Works

	
	
	
	

	
	
	
	





EnMS Awareness & Communication Needs Planning Matrix	Comment by Michael Stowe: This table provides a place to document your overall awareness / communication topic plan for your EnMS.

This is only for the high-level awareness topics and items that need to be communicated to large, or specific groups.

The more detailed training level events are covered in the table below.
	Applicability:
These requirements are for high-level awareness items and for items that need to be communicated to specific groups. These items may be covered by emails, newsletters, policy updates, social media, webinars, meetings, face-to-face events, or other methods.

	Awareness Topic
	WHO Needs This
	WHEN Done
	Reference / Document

	The Energy Policy
	Persons doing work under the organization’s control
	EnMS start, 
Annually, For updates
	ISO 50001, section 7.3 a) /
SITE Energy Policy Memorandum

	Contributions to the effectiveness of the EnMS
	Persons doing work under the organization’s control
	EnMS start, 
Annually
	ISO 50001, section 7.3 b)

	Contributions to the achievement of objectives and energy targets
	Persons doing work under the organization’s control
	EnMS start, 
Annually
	ISO 50001, section 7.3 b) /
SITE Playbook Task 12

	Benefits of improved energy performance
	Persons doing work under the organization’s control
	EnMS start, 
Annually
	ISO 50001, section 7.3 b)

	Impact of activities and behaviors with respect to energy performance
	Persons doing work under the organization’s control
	EnMS start, 
Annually
	ISO 50001, section 7.3 c)

	Impact of not conforming to EnMS requirements and procedures
	Persons doing work under the organization’s control
	EnMS start, 
Annually
	ISO 50001, section 7.3 d)

	[bookmark: _Hlk55908031]Communication Topic
	WHO Needs This
	WHEN Done
	Reference

	Importance of effective energy management
	All personnel within the SITE scope
	EnMS start, 
Annually
	ISO 50001, section 5.1 f)

	Conforming to the EnMS requirements
	All personnel within the SITE scope
	EnMS start, 
Annually
	ISO 50001, section 5.1 f)

	The Energy Policy
	All personnel within the SITE scope
	EnMS start, 
Annually, For updates
	ISO 50001, section 5.2, 
SITE Energy Policy Memorandum

	Energy Team Roles 
	All personnel within the SITE scope
	EnMS start, 
Annually, For updates
	ISO 50001, section 5.3, 
SITE Playbook Task 6

	Communication Topic
	WHO Needs This
	WHEN Done
	Reference

	Objectives and Energy Targets
	Interested parties and stakeholders, persons doing work under the organization’s control, tenant command leaders, Garrison Commander/staff
	EnMS start, 
Annually, For updates
	ISO 50001, section 6.2.2 g)
SITE Playbook Task 12

	Availability and process to submit comments and suggestions for improvements to the EnMS
	Interested parties and stakeholders, persons doing work under the organization’s control, tenant command leaders, Garrison Commander/staff
	EnMS start, 
Annually, For updates
	ISO 50001, section 7.4, last sentence

	Operational controls and related significant deviation criteria
	Persons doing work under the organization’s control, persons who operate and maintain SEUs
	EnMS start, 
Annually, For updates
	ISO 50001, section 8.1 b)
SITE Playbook Task 17

	Specifications for ensuring energy performance of procured equipment and services, and the purchase of energy, if needed
	Suppliers, vendors, contractors, utilities
	EnMS start, 
Annually, For updates
	ISO 50001, section 8.3, last section, a) and b)
SITE Playbook Task 19




EnMS Training Needs Planning Matrix	Comment by Michael Stowe: This table provides a place to document your overall awareness training plan for your EnMS.

Location:	SITE	
Date:			
Completed by: ________

	WHAT TRAINING IS NEEDED?
	WHO NEEDS THE TRAINING?
	WHAT INFORMATION IS NEEDED? WHAT EnMS DOCUMENTS (if any) ARE INVOLVED?
	WHO IS RESPONSIBLE FOR CONDUCTING THE TRAINING? (Position Title)
	HOW / WHERE WILL THE TRAINING BE DONE?
	WHEN WILL THE TRAINING BE DONE?
	WHAT WILL BE USED to RECORD the TRAINING?

	General EnMS Awareness and Overview
	Persons doing work under DPW control: DPW staff and technicians, contractors, suppliers, etc.
AND
Garrison commander staff, tenant command energy leaders, Building owner / facility managers
	Energy policy, scope and boundaries, how they impact and contribute to the EnMS and energy performance, objectives and energy targets, SEUs, EnPIs & EnBs, benefits of energy performance improvement, implications of not conforming with the requirements of the EnMS
	Energy Team Leader and / or REMs
	Classroom training, or possibly a webinar
	Annually, typically in October
	Training attendance roster

	SEU Specific Training
	Person doing work under PW control that impact, or have influence on SEUs
	What the SEUs are, relevant variables for the SEUs, energy performance related to the SEUs, operational controls for the SEUs, action plans related to the SEUs, monitoring and measuring points for the SEUs, significant deviation criteria and actions for the SEUs, 
	Energy Team Leader and / or REMs
	Classroom training, or possibly a webinar
	Annually, typically in October
	Training attendance roster

	EnMS Aspects for Design and Procurement
	SITE design, engineering, and procurement selected personnel
	Consideration of energy aspects in the design and purchase of new facilities, systems, or equipment, life-cycle energy performance analysis, including energy items in design and purchasing specs, energy performance as an evaluation criteria for procurement
	Energy Team Leader and / or REMs
	Classroom training, or possibly a webinar
	Annually, typically in October
	Training attendance roster

	ISO 50001 and 50001 Ready In-Depth Training
	Energy Team Leader and members, REMS, DPW O&M staff, selected contractors, others, as designated by the Energy Team Leader
	Detailed in-depth training and application of the ISO 50001 standard and the 25 tasks of the 50001 Ready Navigator.
ISO 50001: 2018 standard
50001 Ready online account access
	Previously trained Energy Team Leader and / or REMs
OR
Consultant
	Classroom training, or possibly webinars
	As needed, and when new personnel come onto the team
	Training attendance roster

	
	
	
	
	
	
	




Top Management Review
	|_|
	Date reviewed:
	Click here to enter a date.
	|_|
	Who reviewed?
	Click here to enter text.


Comments
Click here to enter text.
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