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[bookmark: _Toc218779093]Site Specific EMS Summary
Facility: Non-Hazardous Waste Transfer Station (No crushing or screening)
Location: Hoddesdon, Hertfordshire
[bookmark: _Toc218779094]Management system scope and structure
The management system (MS) describes how environmental risks associated with the operation of the Hoddesdon non-hazardous waste transfer station are identified, controlled, monitored, and reviewed. The MS is proportionate to the nature and scale of activities undertaken, which are limited to the receipt, temporary storage, bulking, and transfer of non-hazardous wastes only. No treatment, crushing, screening, or processing of waste takes place.
The MS is structured into discrete procedures covering site infrastructure, operational controls, maintenance, accident prevention, contingencies, staff competence, record keeping, and system review. It applies to all site activities and personnel.
[bookmark: _Toc218779095]Development of the management system
The MS has been developed using Environment Agency guidance for environmental permits, incorporating site-specific risk assessment outcomes and operational experience. It reflects the environmental sensitivities of the Hoddesdon location and the limited risk profile associated with a transfer-only operation. Procedures are designed to prevent pollution, ensure permit compliance, and support continual improvement.
[bookmark: _Toc218779096]Site infrastructure plan
A site infrastructure plan is maintained and kept up to date. The plan identifies:
· Site boundary and access/egress points
· Waste reception and loading/unloading areas
· Designated waste storage bays and container locations
· Surface water drainage layout and inspection points
· Fuel or oil storage (where applicable)
· Location of nearby sensitive receptors
The plan demonstrates how site layout and hardstanding support effective containment, drainage, and operational control.
[bookmark: _Toc218779097]Site operations
Waste operations are limited to:
· Acceptance of non-hazardous waste with appropriate documentation
· Visual inspection of incoming loads
· Temporary storage within designated bays or containers
· Bulking and consolidation of compatible waste streams
· Loading for onward transfer to appropriately permitted facilities
Waste acceptance procedures ensure only permitted waste types are received. Storage quantities and durations are controlled to prevent nuisance, odour, litter, or pollution. Housekeeping standards are maintained through daily inspections.
[bookmark: _Toc218779098]Site and equipment maintenance
A planned maintenance regime is in place covering:
· Yard surfacing and drainage infrastructure
· Waste containers and storage bays
· Site vehicles and mobile plant
· Spill kits and pollution control equipment
Inspections are recorded, and defects are rectified promptly to prevent environmental harm.
[bookmark: _Toc218779099]Contingency planning
Contingency procedures address foreseeable operational disruptions, including:
· Plant or vehicle breakdown
· Extreme weather events
· Temporary utility outages
Procedures prioritise environmental protection, including securing waste, preventing runoff, and suspending operations where necessary.
[bookmark: _Toc218779100]Accident prevention and management
Potential accident scenarios have been assessed, including:
· Waste spillage during unloading or loading
· Minor fuel or oil leaks from vehicles
· Fire within stored waste
Control measures include staff training, spill response equipment, fire prevention measures, and clear reporting lines. Incidents are recorded, investigated, and corrective actions implemented.
[bookmark: _Toc218779101]Climate change considerations
The MS accounts for climate-related risks such as increased rainfall intensity and higher summer temperatures. Measures include monitoring drainage performance, adapting storage practices during extreme weather, and maintaining infrastructure resilience.
[bookmark: _Toc218779102]Complaints management
A formal complaints procedure is in place to receive, investigate, and respond to complaints related to site activities. All complaints are logged, assessed, and addressed promptly, with outcomes recorded.
[bookmark: _Toc218779103]Staff competence and training
Roles and responsibilities are clearly defined. Staff receive training relevant to their duties, including:
· Waste acceptance and inspection
· Spill response and emergency procedures
· Environmental permit requirements
Training records are maintained and reviewed periodically.
[bookmark: _Toc218779104]Record keeping
The following records are retained and made available for inspection:
· Environmental permit and associated documentation
· Waste transfer documentation
· Inspection and maintenance logs
· Incident and complaints records
· Training records
· Management system reviews
Records are retained in line with regulatory requirements.
[bookmark: _Toc218779105]Management system review
The MS is reviewed periodically and following:
· Operational changes
· Incidents or non-compliances
· Regulatory or guidance updates
Reviews ensure continued suitability, adequacy, and effectiveness of controls.
[bookmark: _Toc218779106]Site closure
Site closure procedures set out how operations would cease, wastes would be removed, and the site returned to a satisfactory environmental condition in accordance with permit requirements.
[bookmark: _Toc218779107]Communication and awareness
Environmental Management System Manual
2

1496/J05 - Environmental Management System Manual - v2.0
2

The MS is communicated to all relevant staff. Key procedures are available on site, and management ensures personnel understand their environmental responsibilities. The MS is available for inspection by the Environment Agency upon request.
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[bookmark: _Toc218779108]Introduction
This Management System has been prepared in accordance with the Environmental Permitting Regulations (EPR) 2016, setting out the considerations and operational details that are relevant to the operation of a waste transfer station operated by Advanced Demolition Limited (hereon referred to as “ADL”) in Hoddesdon, Hertfordshire. It details the nature of the site, relevant site and infrastructure works, methods of operation and environmental controls.

[bookmark: _Toc218779109]Permitted activities 
The site is permitted to accept up to 75,000 tonnes of waste per year. The authorised activities to be carried out at site by ADL are shown in the table below: 

Table 2‑1: Permitted activities
	Description of activities 
	Limits of activities

	D15: Storage pending any of the operations numbered D1 to D14 (excluding temporary storage, pending collection, on the site where it is produced)
	Treatment consisting only of manual sorting, separation, baling or compaction of waste into different components for disposal (no more than 50 tonnes per day) or recovery

	R13: Storage of wastes pending any of the operations numbered R1 to R12 (excluding temporary storage, pending collection, on the site where it is produced)
	No more than a total of 50 tonnes of intact and shredded waste vehicle tyres (waste codes 16 01 03 and 19 12 04) shall be stored at site













[bookmark: _Toc218779110]Site Details 
[bookmark: _Toc218779111]Site address
The Geddings
Pindar Road
Hoddesdon
Hertfordshire
EN11 0BZ

[bookmark: _Toc218779112]Operational location
Site Grid Reference: Easting 538113, Northing 209063

[bookmark: _Toc218779113]Site description
The site is situated on Pindar Road off Essex Road which is adjoined to the A1170 and is approximately 1.2km northeast of Hoddesdon town centre. It is surrounded by mixed-use industrial and commercial developments with the nearest residential receptor located approximately 170m west of the site. The New River runs along approximately 150m to the west of the site. 
The site is comprised of the following areas:
· Site office and staff facilities
· Lorry and staff car parking 
· Mobile plant parking area
· Temporary storage area for secure containers pending unloading or collection
· Recycling building
· Weighbridge
· Waste storage bays
The internal element of the operations at site comprises approximately 185m2 and the external operational area is approximately 500m2.
[bookmark: _Toc218779114]Site Plan
Reference Drawing: Hoddesdon_Site_Location_Plan_v1.0. 
[bookmark: _Toc218779115]Operational Overview
[bookmark: _Toc218779116]Waste activities
A list of the authorised waste management activities to be undertaken at site can be found in table 2-1 above. The Waste Acceptance Procedure (reference EPR-OP01) details waste management operations including waste acceptance, waste sampling, waste quarantine and rejection, and waste tracking. 
All waste delivered to the site will enter through the existing site entrance. Once on the site, and after all relevant documentation has been checked, the waste will be weighed before being unloaded under cover of the recycling building. Once deposited inside the recycling building, the waste will be sorted with the aid of mechanical mobile plant. Excluding soils and rubble, sorted materials will be stored inside the designated storage bays pending removal from site for reuse, recycling, composting or disposal. The storage bays are constructed using concrete panels and allow for green waste, wood, metal, plasterboard and residual waste that cannot be recycled. 
All waste will be stored and sorted on an impermeable surface with sealed drainage system. The concrete surfacing falls towards drainage channels ensuring that potentially contaminated runoff is contained on site and directed to the sewer. 
Batteries shall be kept within a building, be clearly identified and segregated from other wastes, and stored in secure, leak-proof containers. The containers must be closed or stored under cover to prevent the accumulation of rainwater. Lead acid batteries must be stored upright in secure containers that are leak-proof with an impermeable, acid-resistant base. Lithium-ion batteries that are stored either separately, or as mixed batteries, must be marked as a fire hazard. 
WEEE waste shall be kept within clearly identified, segregated, secure containers that are leak-proof and covered to prevent the ingress of water, and stored on an impermeable surface. 

[bookmark: _Toc218779117]Permitted waste
Waste loads shall only be accepted if they are a type and quantity specified in the permitted list of wastes, and the load conforms to the description in the documentation supplied by the producer and holder. Any wastes that are not categorised as permitted materials should be considered contrary/non-conforming and dealt with appropriately. Please refer to EPR-OP01 - Waste Acceptance Procedure for the full list of wastes to be accepted at site and details of the site’s acceptance and rejection procedures.
[bookmark: _Toc218779118]Hours of operation
Site operational hours will typically be as identified in Table 1, including maintenance activities:
Table 4‑1: Site operational hours 
	Weekday
	Hours

	Monday - Friday
	06:00 – 17:00

	Saturday
	06:00 – 12:00



[bookmark: _Toc218779119]Staffing
ADL shall ensure that sufficient personnel, who are suitably trained and competent, are present to manage and operate on-site activities safely and without causing pollution. Personnel must be fully familiar with the requirements of the Permit as is relevant to their specific duties. Personnel shall have clearly defined roles and responsibilities. Any contractors on site will be provided with necessary information before commencing work. The site will also have a technically competent manager to ensure the plant is operated in compliance with regulations. Site staff numbers are presented in Table 2 below. 
Table 4‑2: Site operational staff
	Personnel
	Office
	Site

	No.
	2
	7



[bookmark: _Toc218779120]Technical competence
The manager and operatives will be appropriately trained and conversant with the requirements of the Environmental Permit and Management System, with particular regard to:
· Waste acceptance/rejection procedures;
· Waste treatment processes; 
· Operational controls; 
· Maintenance procedures; 
· Record keeping; 
· Awareness of regulatory implications of the permit; 
· Awareness of all potential environmental effects from the operations; 
· Emergency action plan and prevention; and, 
· Notification to regulatory authorities.
A printed copy of the Environmental Permit and Management System will be kept at the site office and will be readily available for reference by site staff, other company staff, Environment Agency and other regulatory authorities.
A designated person will hold a suitable qualification in order to operate the site compliantly. The qualification that the Site Manager / Technically Competent Manager (TCM) shall hold is the CIWM (WAMITAB) Level 4 Risk Operator Competence for Non-Hazardous Waste Treatment and Transfer. 
Any changes in TCM at the site, and/or the name of any incoming personnel, together with any evidence that such personnel have required technical competence, shall be submitted to the Environment Agency within 5 working days of change in management. No site operations shall take place unless there are sufficient, trained and competent staff on site.

[bookmark: _Toc218779121]Site identification board
In conformance with permitting regulations and the Management System, ADL shall display a clear, all weather, easily readable Site Notice at the main entrance to the site. The site sign/notice shall contain the following information: 

· Company Name 
· Permit Holder’s Name 
· Emergency Contact Name and 24-hour contact number 
· Permit Holder’s Telephone Number 
· Statement that the site is permitted by the Environment Agency 
· The Permit Number 
The Identification Board shall be inspected at least once per week. In the event of damage or defect, the board shall be repaired or replaced as soon as possible. 
A company site identification board will be displayed at the main entrance to site. Information will include the EA Permit number, contact details, 24-hour contact number. This will be inspected weekly to ensure info is current and readable.
[bookmark: _Toc218779122]Site security 
The site is equipped with various security measures, such as perimeter fencing and lockable gates, controlled entry points with monitored access, and CCTV cameras. Access to waste storage areas is restricted to authorised personnel only. 
[bookmark: _Toc218779123]Notification of preparatory works
Commencement of preparatory works for the construction of the site and infrastructure and its completion will be notified to the Environment Agency (EA) in writing. 
Any additional preparatory works required as a result of the issuing of a new permit or site improvement will be notified to the Agency or relevant authority. The permit holder shall give no less than seven days prior notice of any changes to the Management System. 
[bookmark: _Toc218779124]Commencement or cessation of waste operations
In the event of any future cessation and subsequent re-commencement of the use of the site for operations, the relevant authorities will be notified in writing specifying the date of any such cessation or re-commencement. 

[bookmark: _Toc218779125]Notifications and submissions to the Environment Agency
Except where otherwise specified, all submissions to the EA shall be in writing. These correspondences shall include the reference number and the name of the permit holder. The following reporting requirements shall be met:
· Within one month of the end of each quarter, ADL shall submit quarterly waste returns to the EA;
· In the event that the site’s activities cause an incident or accident, the EA shall be informed;
· Should any permit condition be breached, the EA shall be informed;
· The EA shall be notified within 14 days should any of the following occur:
· ADL change the number under which they operate
· ADL change their registered address 
· ADL take steps towards administration or bankruptcy 
· The EA shall be notified if any cessation of operations for a period in excess of 4-weeks occurs















[bookmark: _Toc218779126]Site Engineering
[bookmark: _Toc218779127]Access 
The main access to the site is off Pindar Road via Essex Road off the A1170. 
[bookmark: _Toc218779128]Site operational area
The layout of the site, including the respective dimensions of the facilities process and storage areas are shown in the Site Layout Plan.
To the east of the site lies the site office, car parking spaces and weighbridge. Pedestrian walkways lead from the car park to the site office. To the south of the site lies the fire water tank and a proposed new building. To the north and west of the site lies a number of material storage bays. 
The site boundary has an area of 4,108.90m2. The north and south boundaries are surrounded by a 2.50m high fence and the west boundary is surrounded by a 6.00m high fence. An Armco Barrier along the east boundary surrounds the car park and site office and extends to the south and north boundaries. 
[bookmark: _Toc218779129]Drainage and containment system
The whole site is covered by impermeable concrete surfacing and drainage infrastructure is in place so that all potentially contaminated run-off is captured. The surface water runoff from the impermeable surface will discharge into geocellular crates in the centre of the site. From here the water will outfall into the existing surface water system to the east of the site via a three-stage interceptor. An above ground rainwater harvesting tank will be located near the recycling building to provide additional water reserves.
[bookmark: _Toc218779130]Plant and equipment 
Waste will be handled using the plant and equipment such as those listed in Table 5-1 below. Additional plant will be hired in to cover breakdowns or any busy periods. Only trained operators will be permitted to drive/operate machines on site. 
Table 5‑1: List of mobile plant and machinery
	Plant
	Model (number)
	Function

	Komatsu Excavator
	PC138US-11
	Handling of waste material

	JCB loading shovel
	JCB436
	Handling of waste material
































[bookmark: _Toc218779131]Site Procedures
[bookmark: _Toc218779132]Document control
ADL shall ensure all documents covered by the management system are controlled in accordance with the operator’s wider document control procedure.
[bookmark: _Toc218779133]Environmental permit reporting
ADL shall ensure all reporting required by the environmental permit is carried out in accordance with the criteria and frequency stipulated within regulatory and EA guidance. 
[bookmark: _Toc218779134]Waste acceptance and inspection 
Please refer to Waste Acceptance Procedure (EPR-OP01) for full details of the Waste Acceptance Criteria, which covers the following: 
· Pre-Acceptance
· Waste acceptance;
· Visual inspection;  
· Waste rejection; and, 
· Traceability.
[bookmark: _Toc218779135]Waste treatment 
Waste treatment on site is limited to only manual sorting, separation, baling or compaction of waste into different components for disposal or recovery (no more than 50 tonnes per day) and is carried out within the building.  
[bookmark: _Toc218779136]Corrective action
ADL shall ensure any need for corrective action is carried out in accordance with the criteria and frequency stipulated within the operator’s wider corrective/preventative actions procedure.
[bookmark: _Toc218779137]Environmental incidents 
ADL shall ensure any environmental incidents are handled in line with the operator’s internal procedures.

[bookmark: _Toc218779138]Compliance audit 
ADL shall ensure all documents which form part of the management system are reviewed at least annually as part of the yearly compliance audit, or sooner should one of the following situations arise:
· An environmental pollution event occurs; or, 
· An element of the operation changes.
[bookmark: _Toc218779139]Management review 
ADL shall ensure that, following the compliance audit, a management review of the results of the audit are discussed by company directors on an annual basis. The management review should cover all aspects of the audit results, such as any complaints received at site or any pollution event occurring at site over the past year and put in place a management plan to remedy these situations from reoccurring. Records of the management review should be recorded and maintained.












[bookmark: _Toc218779140]Pollution Control
[bookmark: _Toc218779141]Maintenance 
The site operates a strict maintenance regime, and the equipment used is of sufficient capacity to allow for down time for routine maintenance and servicing as recommended by the manufacturer. All plant will be maintained in accordance with manufacturer’s recommendations, and daily checks are carried out prior to machinery being used.
No plant may be operated unless full instructions and training have been given by a person competent to do so. 
Newly arrived or hired in equipment is subject to particular scrutiny to ensure it meets the standards required by both the company and current legislation. 
Pre-use checks are implemented and all breakdowns or incidents involving plant or equipment are entered in the site diary. Routine maintenance is recorded by operators on maintenance log sheets.
[bookmark: _Toc218779142]Dust
A Dust Assessment has been undertaken for the site to evaluate potential impacts and specify the requirement for any mitigation. The risk of potential effects arising from fugitive dust emissions was assessed and included consideration of the source emission potential, pathway effectiveness and sensitivity of relevant receptors in the vicinity of the site. The results of the assessment indicated that the overall effects of dust emissions from the site were not significant. Control measures are still in place to control potential emissions and all potential emissions from activities are monitored during the site’s operational hours by a competent person and recorded daily using the daily site inspection form. 
The upgraded measures to reduce dust on site are;
· All operations are currently carried out in the open air. The new building will enable waste sorting to take place under cover reduce the incidence of fugitive dust emissions, as it will have a roof and will be enclosed on three sides.
· Storage of recycled inert materials in replacement 4m high external storage bays. The material within the bays will be stored below the height of the bay walls to minimise wind whip.
[bookmark: _Toc218779143]Odour
An Odour Assessment has been undertaken for the site to evaluate potential impacts and specify the requirement for any mitigation. The risk of potential effects arising from odour emissions from the facility during the operational phase was assessed and included consideration of the source emission potential, pathway effectiveness and sensitivity of relevant receptors in the vicinity of the site. The results of the assessment indicated that the overall effects were not significant.
All potential odour emissions from activities are monitored during site operational hours under the supervision of a competent person and recorded daily using the daily site inspection form. 
Odorous materials would likely indicate the presence of hydrocarbons in soils and the company’s rejection procedure would be followed (please refer to EPR-OP01 Waste Acceptance Procedure). 
[bookmark: _Toc218779144]Noise and vibration
The site is located within a busy industrial area and surrounded by large buildings that operate on a 24/7 basis. 
The risk of potential effects arising from noise emissions from the facility during the current phase was assessed and included consideration of the source emission potential, pathway effectiveness and sensitivity of relevant receptors in the vicinity of the site. The results of the assessment indicated that the overall effects were not significant.
[bookmark: _Toc218779145]Accident management / fire prevention 
The site operates under a comprehensive Fire Prevention Plan (reference EPR-B03) and Accident Management Plan. 


[bookmark: _Toc218779146]Climate Change Considerations
The management system incorporates a detailed, site-specific assessment of climate change risks relevant to the Hoddesdon site, in line with Environment Agency expectations for climate resilience. Separate considerations are addressed under distinct headings for clarity.
[bookmark: _Toc218779147]Increased rainfall and surface water management
Increased rainfall intensity is the primary climate-related risk. This is managed through impermeable hardstanding, managed drainage systems, and operational procedures that prevent uncontrolled discharge from waste storage and handling areas. Drainage infrastructure is routinely inspected and maintained, with additional housekeeping measures triggered when heavy rainfall is forecast.
[bookmark: _Toc218779148]Flooding and extreme weather events
The site is not in a high-risk flood zone. Contingency measures include temporary suspension of waste acceptance, securing of waste materials, and implementation of pollution prevention measures during extreme weather to ensure environmental protection.
[bookmark: _Toc218779149]Higher temperatures and drought conditions
Higher temperatures and dry periods are managed through short waste storage durations, avoidance of stockpiling, active site management, and monitoring for odour, dust, or self-heating. The absence of mechanical treatment further reduces the risk of heat generation.
[bookmark: _Toc218779150]Wind and storm events
Storms and high winds are mitigated by the site layout and controlled waste storage. Lightweight wastes are contained in enclosed skips or storage areas, with regular inspections ensuring stability.
[bookmark: _Toc218779151]Infrastructure resilience and adaptive management
Critical infrastructure (surfacing, drainage, containers, mobile plant) is subject to routine inspection and maintenance. Climate change risks and control measures are reviewed periodically and following significant weather-related incidents or regulatory updates to ensure ongoing resilience.
[bookmark: _Toc218779152]Climate change determination statement
This assessment demonstrates that all foreseeable climate change risks relevant to the site have been identified and proportionate control measures are in place. Based on the limited nature of the activity, the design of site infrastructure, and the operational controls implemented, no additional climate change mitigation measures are required to ensure the continued protection of the environment. The existing management system and review processes provide sufficient resilience to maintain environmental compliance under foreseeable future climate conditions.
























[bookmark: _Toc218779153]Contingency measures
If a major incident occurs on site that prevents the transfer of waste from occurring, the site will put the following procedures in place:
· The Environment Agency shall be notified of the incident
· If required, all incoming loads will be diverted, and the site will be closed until implications from the incident have been resolved
· If required, a full clean down of the site will occur to decontaminate any areas affected
· If material cannot be processed within 2 weeks, then it must be removed off site and be disposed of in the most appropriate manner
· If the incident occurred because of a fault in the system, the system shall be checked and tested prior to reuse
Contingency scenario’s including, but not limited to, fire, power outage, and explosions with the site’s measures are listed in within the Contingency Plan. 


















[bookmark: _Toc218779154]Records
[bookmark: _Toc218779155]Monitoring 
The site implements strict monitoring procedures to ensure that all requirements are met. 
[bookmark: _Toc218779156]Site diary / recording system
A site diary shall be maintained and retained in the site office. It shall record visitors, non-routine activities and other incidents. The Site Diary should be checked periodically by the Permit Holder to ensure its correct use. The Site Diary shall be readily available for inspection. Examples of activities recorded in the site diary include:
· Any accidents resulting in injury;
· Any incident of fire;
· Any incident of spillage;
· Any incidents causing pollution to the environment, harm to human health or detriment to the amenities of the locality;
· Any machinery breakdown;
· Any deposit of unsuitable waste at the site;
· Incidence of litter, dust, pest, odour and noise problem; and 
· Results of various inspections for litter, odour, noise, birds, pests etc.
[bookmark: _Toc218779157]Waste records 
Records of all materials entering and the leaving the site shall be recorded. All records will be made as soon as reasonably practicable and retained securely for a minimum of three years. Records will be clear, legible and available for viewing (on site). For commercial and industrial waste, the following information must be acquired: 
· Details of the waste producer including their organisation name, address, and contact details 
· A description of the waste 
· European Waste Classification (EWC) code 
· The source of the waste (the producer’s business and the specific process that has created the waste)
· Information on the nature and variability of the waste production process
· Information about the history of the producer site if it may be relevant to the classification of the wate (e.g., soils and other construction and demolition arisings from a site contaminated by previous industrial uses)
· The waste’s physical form
· The waste’s composition (based on representative samples if necessary)
· A description of the wastes odour and whether it is likely to be odorous 
· An estimate of the quantity you expect to receive in each load and in a year
· For mirror entry LoW codes, you must keep the evidence that you have made an assessment of the waste to assign the relevant mirror entry code
[bookmark: _Toc218779158]Training records 
Each person whose duties affect the process shall be trained, instructed and supervised commensurate with those duties, such that they are competent. Training records for personnel who affect site procedures, operations and quality shall be maintained. 
[bookmark: _Toc218779159]Calibration 
All monitoring equipment will be regularly calibrated (minimum 12 monthly) by an externally verified company. This calibration will include the weighbridge. The weighbridge will also be monitored weekly by ADL staff. 
[bookmark: _Toc218779160]Site waste returns
Quarterly returns shall be provided and stored at the site office in line with Environment Agency regulations.
 Complaints 
ADL shall decide and implement any necessary action in response to any complaints or concerns expressed by interested parties, including operatives, customers, clients and regulatory authorities.
The operator shall record the following:
· Name and contact details of the person who expressed concern or made a complaint;
· Specific subject(s) of the concern or complaint;
· The source / location of where the complaint comes from;
· Date and time communicated to the producer and name of the person to whom it was communicated;
· Nature and date(s) of any actions and checks and who carried them out;
· Nature and date of any response to the person who expressed a concern or made the complaint; and
· Name of the person who communicated the response.
[bookmark: _Toc218779161]Site processing / operations 
ADL will record and maintain any relevant information in relation to process steps including: 
· Changes/updates to the process; 
· Customer transactions; 
· A record of vehicles and drivers to the site; 
· Feedstock/material intake; and, 
· All processed and finished products. 
These records will be logged and maintained on company internal computerised systems.
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