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Program for Recognition of 

Responsible Care® Auditor Training Course Providers


BACKGROUND
The Board of Environmental, Health and Safety Auditor Certifications (BEAC) and the American Chemistry Council (ACC) have signed a joint Memorandum of Understanding to facilitate implementation of ACC's Responsible Care Management System® (RCMS®) third-party certification requirement.  Responsible Care® is an award-winning initiative through which ACC members and partners demonstrate their commitment to the health, safety and security of employees, communities and the environment.  Under the MOU agreement executed between ACC and BEAC, BEAC provides programs in the following three areas, (1) Responsible Care® auditor certification, (2) RCMS® Audit Service Provider approval, and (3) Responsible Care® Training Course Provider recognition.  This document describes the procedures required to obtain BEAC RCMS® Training Course Provider recognition.
BEAC RECOGNITION
It is intended that BEAC’s evaluation of a training course provider would result only in “recognition” that the training course provider meet ACC’s and BEAC’s criteria.  It is not intended to be an “accreditation”, “sponsorship” or “approval” of a training course or training course provider.  BEAC will not assume any liability or responsibility associated with the performance of Responsible Care® training courses.  Any claims will be between the training course participant(s) and the training course provider.  If BEAC is informed or becomes aware of performance problems concerning the recognized Training Course Provider, BEAC may suspend or terminate the provider’s recognition status.  BEAC shall not offer recommendations on which training course provider that Responsible Care® training applicants should use.  As Training Course Providers are recognized by BEAC, a master list will be updated and made available to interested parties on the BEAC website.

CRITERIA FOR BEAC RECOGNITION

Training course providers must demonstrate that they have complied with all requirements defined in RCMS206.XX, Responsible Care® Certification Auditor Course Requirements.  This document is provided on the ACC RCMS® Toolkit website at the following link:  http://www.responsiblecaretoolkit.com/certification.asp.  The course is open to any individual seeking to learn about the Responsible Care® Certification process.  The course is required for any auditor seeking certification status to perform RCMS® audits – refer to auditor qualification requirements as specified in RCMS205.XX.  A summary of RCMS206.XX requirements that must be observed to achieve recognized status are provided below:

1. Course Content and Conduct - The minimum course content is included in Annex I.  The conduct of course activities must comply with the following:
· Detailed attendee learning objectives, which specify the attendee performance required and the conditions under which attendee performance will be measured.

· The quality control methods that will be used to measure attendee evaluation/examination, instructor performance, and overall course performance.

· Administration of the course offerings, results, and continuous improvement methodologies used by the course provider, including (1) creation and maintenance of a training program that may be audited to ensure that the program includes the course content prescribed in the attachment and (2) criteria for selecting course instructors, the procedures used to evaluate their delivery of the course to attendees and a list of all instructors’ names. 

2. Course Structure, Duration, and Organization - The total course time devoted to direct face-to-face instruction and assigned team and individual activities shall be over a minimum of 2 days with a one-hour examination designed to measure the participant’s understanding of the training material provided.  (This examination will not satisfy the certified auditor examination requirements as defined in RCMS205.XX.)  Each attendee shall actively participate in workshops, case studies, auditor role-playing, and/or actual auditing of the organization as part of the structured class activities. At least 40% of the total course time shall be used for such activities.  Any case studies shall be designed to cover the important aspects of Responsible Care requirements.

3. Class Size and Attendance Requirements - The number of attendees in a class shall be no greater than twenty, nor fewer than four. Under rare and exceptional circumstances, BEAC may grant specific written approval for a course provider to conduct a course offering for fewer than four attendees / more than twenty.  Attendees shall be required to be in attendance for the full duration of the course. Failure to do so shall be reflected in the attendee's continuous and final evaluations. The instructor shall determine if the attendee has met the course objectives and, if not, recommend remediation to the attendee for course completion.

4. Evaluation of Attendees - Each attendee shall be evaluated using two independent elements, both of which shall be met if the attendee is to satisfactorily complete the course:

· A written examination that covers the application of principles and practices to Responsible Care® Management Systems.

· The continuous evaluation, done independently by the instructor, of the attendee's interpersonal skills, written and verbal skills, and performance as a team member and in role playing.  Each attendee shall be informed of conduct or behavior not compatible with expectations of a certified auditor and informed of actions needed to correct this conduct.

5. Grading and Pass/Fail Decisions - The instructor shall review the written examinations and the continuous in-class evaluations, and issue a final evaluation, along with pass/fail decisions, based on the tests and evaluations.  If the course is given through interpreters, the course provider shall select the translators/interpreters who translate the attendees' written examinations in such a way that the course provider is confident that they provide impartial, knowledgeable, and accurate translations.

Any attendee who fails the examination part of the course shall be provided the opportunity to repeat the examination within 60 days.  Successful completion of the examination on the second attempt shall provide the basis for passing the course.  A different examination shall be used for the re-examination. Any attendee who fails the continuous evaluation shall take the course again.

All attendees will be provided a written appraisal of their competence in areas covering both participation and the written exam.

6. Course Evaluations – Each participant will be provided an evaluation form to provide feedback on the training course.  The approved Training Course Provider must obtain BEAC’s approval of the evaluation form that will be used.  BEAC will be provided copies of all completed forms within 30 days of course completion.  BEAC may request the Training Course Provider to provide a response and/or written corrective actions for any negative items noted.  Requested responses will be reviewed by BEAC for adequacy and follow-up will be performed if the responses are inadequate.  Failure to satisfactorily correct deficiencies will result in BEAC revoking or not renewing the recognition status, with notification to the TOB.  BEAC staff will receive and maintain files of all correspondence.  
7. Course Instructors – All course instructors shall meet the following requirements:

· Have successfully completed an approved Responsible Care® training course (RCMS206) and have met the auditor qualification requirements as defined in RCMS205 (actual auditor certification and the certification examination is not required). 
· Have knowledge of current EHS management systems auditing practices and relevant standards.
· At least one instructor shall be actively involved for the entire duration of the course and is responsible for the entire course offering.  
· Have provided a minimum of 160 contact hours (i.e. internal or external course development, instructor supervision, instructing, etc.) of environmental, health or safety management systems audit training experience in courses at least 16 hours in length
· Have the proven ability to teach appropriate auditing knowledge and develop auditing skills, demonstrated by instructor evaluation sheets, character references, testimonials, etc.
· Have strong understanding of the current course materials and documentation, demonstrated by instructor evaluation sheets, character references, testimonials, etc.,
In summary, the instructor must demonstrate his/her ability to both instruct and continuously evaluate course participants.

8. Successful Witnessing of Initial Training Session – Described later in this document.

BEAC RESPONSIBLE CARE® AUDITOR TRAINING COURSE RECOGNITION PROCEDURES
Training Course Providers who wish to obtain recognition of their programs from BEAC must complete the BEAC Responsible Care® Recognition of Training Course Provider Application.  This application is maintained on the BEAC website.  This application form must be properly completed, appropriate fees included, and signed by a responsible official.  The application and materials should be submitted along with fee payment to:



BEAC Program Director



247 Maitland Avenue



Altamonte Springs, FL 32701-4201



Fax:  (407) 830-7495



Phone:  (407) 831-7727

The application will be reviewed by BEAC for submittal of all required information and payment of applicable fees.  Once the application is complete and fees paid, BEAC staff will provide the application to RC® Committee for review.  If the Committee views the materials submitted to be complete, a witnessed training session must then be scheduled.  A Committee Member, or designee, will witness one full training session.

Upon completion of this process, the RC® Committee will make a recommendation to the BEAC Board to recognize the Responsible Care® Training Course Provider.  The Board will make the final determination.

FEES
Responsible Care® Training Course Providers must include appropriate payment with their applications and the training materials submitted for BEAC’s review.  This application fee is non-refundable and covers the cost of processing and reviewing the training course materials necessary for award of BEAC recognition.   It also includes the cost of witnessing one training session.  Initial application fees will range between $5,000 and $8,000 as defined below, with an annual renewal fee of $1,000.  

2-Day Course

$5,000 Application Fee

3-Day Course 

$6,000 Application Fee

4-Day Course

$7,000 Applications Fee

5-Day Course

$8,000 Application Fee

Annual renewals will not require an additional, witnessed training session unless performance problems are identified by the RC® Committee.  Additional witnessed training sessions to achieve or retain recognition will require a fee of $1,500 per day.

WITNESSING

Prior to training course recognition, BEAC must observe a Responsible Care® training course performed by the training course applicant.  Based upon the witnessed course, BEAC can deny recognition, and require additional witnessed courses until BEAC is satisfied with the training process.  BEAC reserves the right to witness additional training course(s) to retain recognition status.

AWARD OF BEAC RECOGNITION
BEAC will make one of two decisions based on review of the submitted materials and the witnessing of the course:

· Recognition - BEAC recognition will be awarded to the Training Course Provider if it is determined that the materials and course provide sufficient and compelling evidence that the training course and Training Course Provider comply with RCMS206.XX and meet BEAC’s criteria for recognition.

· No Recognition - BEAC recognition will not be awarded if it is determined, after review of the submitted materials and witnessing of the course, that the training course does not comply with RCMS206.XX nor meet BEAC’s criteria.  Any training course provider not approved – either at time of initial application or after witnessing – will receive from BEAC written comments of their deficiencies.  The training course provider will be informed how the deficiencies should be addressed.  If the deficiencies are addressed within one year from the original application date, no additional application fee will be required.  Should the deficiencies be addressed after one year from the original application date, it will be considered a new application.  
MAINTENANCE OF RECOGNITION

All BEAC-recognized Responsible Care® Training Course Providers must comply with the following requirements to maintain their recognition status:

1. Course Evaluations - After each Responsible Care® training course, the training course provider will request that each participant perform an evaluation of the training course.  BEAC must approve the evaluation form used by the training course provider.  The training course provider must submit copies of each evaluation to BEAC within 30 days of course completion.  BEAC may request the training course provider to submit written corrective actions for any negative items noted.  Requested responses will be reviewed by BEAC for adequacy and follow-up will be performed if the responses are inadequate.  Failure to satisfactorily correct deficiencies could result in BEAC suspending or terminating the training course provider’s recognition status.  BEAC staff will receive and maintain files of all correspondence.  
2. Annual Statement – The training course provider must submit an Annual Reporting Statement form to BEAC stating that all applicable BEAC guidelines are being met and to report any changes regarding course instructors, course content or training materials.  This Statement must be signed by a responsible official and be submitted with the $1,000 annual renewal fee.

3. Records - The Training Course Provider shall retain the following documents for a minimum of 3 years:

· Records that demonstrate that course materials met all requirements

· Records confirming that course instructors met all requirements

· Course evaluations completed by participants

· Records of course information and presentation materials that document the following, (1) venue and dates, (2) names of instructors, including auditor qualifications at the time of the training, (3) identification of specific course documentation used, (4) names of all course attendees with evaluation and examination results, (5) copies of all marked examinations and evaluation forms, and (6) records of each course certificate issued.  

4. Changes In Organization/Legal Actions - For any changes in the training course provider’s legal entity status, any legal actions filed against the training course provider concerning its performance of Responsible Care® training, or any other significant actions that can materially impact the training course provider from performing its responsibilities as outlined in this document, BEAC shall be promptly notified.  

QUALITY ASSURANCE / AUDITS

BEAC reserves the right to evaluate training providers in the manner it deems appropriate to determine compliance with program requirements.  The Training Course Provider must provide BEAC with records that are requested concerning compliance with Responsible Care® training course requirements.  BEAC shall have the right to perform audits of the training course provider to verify that its procedures, processes, records, and practices comply with Responsible Care® training course program requirements.  The audit will include the right to inspect and copy documents, records and other items.  

SUSPENSION OR TERMINATION OF RECOGNITION STATUS

BEAC reserves the right to suspend or terminate the training course provider’s recognition status based upon the course provider not complying with Responsible Care® Program requirements or failure to observe the BEAC requirements as provided in this document.  BEAC will communicate any suspension or termination of the training course provider’s recognized status in writing.  Any disputes with BEAC’s decision can be communicated to BEAC as defined in the Complaints and Disputes section below.

COMPLAINTS AND DISPUTES

Complaints and disputes against BEAC, staff, and agents associated with the Training Course Recognition program shall be submitted in writing to BEAC.  BEAC will process the complaint/dispute in accordance with its defined processes, which are managed by the Ethics Committee.  The Ethics Committee decision will be communicated in writing to the Training Course Provider.  The Training Course Provider can appeal the decision and request a hearing with a panel appointed by the BEAC Board.  All decisions of the hearing panel will be final.

ACC TECHNICAL OVERSIGHT BOARD (TOB)

Acting on behalf of the ACC, the TOB reserves the right to monitor BEAC’s performance in accordance with its obligations as defined in the MOU executed between ACC and BEAC.  If BEAC fails to administer the Training Course Provider program in accordance with ACC criteria - based upon the recommendation of the TOB - ACC may revoke BEAC’s authority to recognize training course providers for the RCMS® program.

INDEMNIFICATION

The Responsible Care® training course provider applicant agrees that BEAC, its directors, employees, or agents will not be liable or responsible for any aspects of the Training Course Provider’s performance of a Responsible Care® training course.  The applicant agrees to indemnify BEAC, its directors, employees, and agents from and against any and all loss, damage or liability resulting from demands, claims, suits, or actions associated with the performance of an Responsible Care® training course or from the Training Course Provider Recognition application process.  The indemnity provided shall include, but not be limited to court costs, attorney’s fees, costs of investigation, costs of defense, settlements, and judgments associated with such demands, claims, suits or actions.  The indemnification shall survive the cancellation, termination, completion, or expiration of the Training Course Provider’s Recognition status.  

WAIVER OF RIGHTS

The Responsible Care® training course provider applicant agrees that the decision of BEAC regarding its application for Training Course Provider Recognition or termination of its recognition status is final.  Applicant specifically waives any and all potential claims regarding BEAC’s action on its application or termination of its recognition status.  Applicant releases BEAC, its directors, employees, and agents from any and all liability associated with the Training Course Provider application or recognition process.

CONFIDENTIALITY
The training materials submitted by the training course provider to BEAC for use in the evaluation will not be copied or distributed to any party outside of BEAC’s RC® Committee.  To be eligible to serve on the RC® Committee, an individual cannot work for, own, or have a financial interest in a company that provides training courses.  Each member of the Committee must sign a statement to this affect and agree to resign from the Committee immediately if these circumstances change and that they will not work for, own, or have a financial interest in a training course provider for at least one year after their resignation.  The application and all original supporting materials will be maintained indefinitely in a confidential file in the BEAC headquarters for the sole purpose of this recognition process.  BEAC acknowledges that the training provider reserves any and all rights to the materials, and BEAC will not reproduce or transmit the materials in any form by any means without prior written permission of the training provider.

RESPONSIBLE CARE® CERTIFICATION TRAINING CURRICULUM OUTLINE
Training organizations shall develop third-party auditor courses based on the content in the following outline.  The training organization can format the course in a different order as long as the material is adequately covered.

I. - Responsible Care® Initiative Overview   

A. Responsible Care® – Historical Perspective

1.
ACC – Organizational Background

2. Basic Concepts 

a. Performance Improvement

b. Responsiveness to Public Concerns

c.  Membership Obligation for ACC/SOCMA

3. Responsible Care® Performance Metrics

4.
Responsible Care® – A Global Initiative

B.
Responsible Care® – Understanding the Basics

1.
Codes of Management Practices; Guiding Principles; Six Original Codes; Security Code

2.
Mutual Assistance Activities

3.
Strategic Overview Process 2002-03

Reasons for Strategic Review

RC® Management System  

Certification Options:

RCMS®

RC14001

4.
Responsible Care Timeline Requirements

II.  - RCMS® or RC14001  

A.
RCMS® Technical Specification and Supporting Documents

B.
Requirements for ACC members

C.
Implementation Examples/Scenarios

D.
Non-conformance Examples (Basic review of the RCMS element-by-element)

III. – Responsible Care® Certification:  How it will work 

A.
Review of Certification Requirements and Materials

1.
ACC RCMS® 100-200 Series Documents - Understand all aspects of the process as outlined in Document 206.00 

2. RCMS® Supporting Documents

III. – Responsible Care® Certification:  How it will work (continued)
B.
RC® Certification Basics

Audits – Strategy 

1.
HQ Scenarios – How are RC® functions implemented?  What is a HQ?           

2.
Making the Link between HQ and sites – mapping links

3.
Identifying sample sites with the company

4.
Public Participation – Determine Role and Set Parameters (voluntary)

5.
Identify Pre-audit meetings/document reviews/etc. (“stage 1”)

C.
HQ Audits 

1.
What is being reviewed?

2.
What is the expected outcome of the HQ audit?

3.
Using HQ information to support site audits.

4.
Public Role

5.
Examples of conformance/non-conformance

D
Site Audits

1.
What is being reviewed?

2.
What is the expected outcome of the site audit?

3.
Using HQ information to support site audits.

4.
Public Role  

E.
Audit Reports/Certificates

1.
Non-conformance report to companies/expectations for closure of non-conformances

2.
Follow-up process by auditor (action plan vs. re-audit)

3.
Opportunities for Improvement

4.
Communication to ACC

a.
After completion of HQ audit (close out of open items)

b.
After completion of sample site audits (close out of open items)

5.
Examples of conformance/non-conformance
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