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1 INTRODUCTION 

1.1 Overview of Operations 

1.1.1 This Summary of the Environmental Management System Summary (EMS) relates to Dial-a-Bin’s Materials 

Recycling Facility (MRF), which is located at Blackpits Farm, Welsh Lane, Helmdon, Northamptonshire, 

NN13 5QD. The EMS accompanies a Bespoke Environmental Permit Application and sets out a set of 

procedures to minimise the risk of environmental and local amenity impacts from the recycling 

operations. 

1.1.2 The MRF consists of the importation, deposit and storage of construction and/or demolition waste 

(builders waste). Waste material is imported to the site in skips and is deposited in the tipping bay, 

whereby the material is sorted by hand and mechanical means e.g. a screen. Different waste streams 

including hardcore, soil, wood and metal are stored in concrete bays on the site. 

1.1.3 Other waste streams, such as tyres, plasterboard and plastics etc. are stored in roll-on roll-off (RoRo) 

containers on the site. 

1.2 Permitted Waste Types 

1.2.1 The MRF will handle the following waste types - European Classification: 

Waste Type EWC Code 

End-of-Life Tyres 16 01 03 

Concrete 17 01 01 

Bricks 17 01 02 

Tiles and ceramics 17 01 03 

Glass 20 01 02/17 02 02 

Wood 20 01 38/17 02 01 
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Plastics 20 01 39/17 02 03 

Biodegradable waste 20 02 01 

Other non-biodegradable wastes 20 02 03 

Bituminous mixtures containing coal tar 17 03 01 

Copper, bronze, brass 17 04 01 

Aluminium 17 04 02 

Lead 17 04 03 

Zinc 17 04 04 

Iron and steel 17 04 05 

Tin 17 04 06 

Mixed metals 17 04 07 

Soil and stones other than those mentioned in 17 05 03 17 05 04/20 02 02 

Gypsum-based construction materials other than those mentioned in 17 

08 01 (plasterboard) 

17 08 02 

Mixed construction and demolition waste other than those mentioned in 

17 09 01, 17 09 02 and 17 09 03 

17 09 04 
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1.3 The Site 

1.3.1 The permit boundary for the MRF is shown outlined in green on drawing no. GPP/DAB/H/P/20/01 titled 

Permit Plan.   
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2 SITE INFRASTRUCTURE PLAN 

2.1 Introduction 

2.1.1 The MRF will make use of the existing weighbridge and infrastructure, which includes power to the 

existing storage/maintenance building. The site will consist of concrete hardstanding throughout, which 

will benefit from a bespoke engineered surface water drainage system. Bays for the storage of waste, will 

be constructed from concrete blocks, some of which will be fire resistant (EN 13501 – 1 standard) for up 

to two hours. The eastern and southern boundary of the site is enclosed by a 2 metre (m) high soil 

perimeter bund. 

2.2 Site Layout Plan  

2.2.1 The layout of the site is shown on drawing no. GPP/DAB/H/P/20/02 (see Appendix 2). This drawing 

identifies the main elements of infrastructure on the site including: 

• Access into/out of the site; 

• Storage bays (nos.1 – 7); 

• Concrete surface; 

• Storage/maintenance building; 

• Perimeter bunding; 

• Litter fence; 

• Roll-on Roll-off skips; 

• Water storage tank, and 

• Quarantine area. 

2.3 Vulnerable Locations 

2.3.1 Enclosed at Appendix 3 and 5 respectively are the Site Receptor Plan and Site Specific Risk Assessment 

which identify the locations that are potentially vulnerable to pollution and emissions. 

2.3.2 Blackpits Barn is located over 1 kilometre (km) from the nearest village of Helmdon and as such, there are 

only a few sensitive receptors in the immediate area. The closest of these receptors is Redlands House at 

approximately 320m to the north. This property is occupied by the owner of the Farm. 



GP PLANNING LTD ENVIRONMENTAL MANAGEMENT SYSTEM SUMMARY 

 

D011-03 / GPP_DAB_EMS 
November 2020                                                                                                                                                                                         

2.3.3 Blackpits Barn lies in generally undulating countryside and, in particular, on a south facing slope. The 

countryside is typified by large fields with boundary hedgerows, with scattered trees and copses. The 

landform provides a degree of natural screening from several aspects. 

2.3.4 The nearest Public Right of Way (PRoW) is footpath AP20 which is located to the east of the site, along 

the eastern boundary of the adjacent field. The footpath runs south towards the village of Halse. 

2.3.5 The closest site of ecological interest is the Helmdon Disused Railway. This site has been designated as a 

Site of Special Scientific Interest (SSSI) and is located approximately 300m to the east. It is designated for 

its Jurassic limestone grassland habitat. 

2.3.6 There are two sites of ecological interest to the west of the site; these are Biodiversity Action Plan (BAP) 

Priority Habitats of wet woodland. They appear on OS maps as two parts of Halse Copse, which lie 1km 

west of the site and 800m south-west. 

2.3.7 The following residential properties are located within 1km of the site: 

Receptor Distance 

Redlands House 320m north-west 

Glebe Farm 390m north-east 

Fatlands Farm 700m north 

Falcutt Hall 890m south-east 

Manor View Farm 590m north-east 

Spring Farm 900m north-west 

 

2.4 Surface Water Drainage & Pollution Prevention 

2.4.1 Site levels are designed to fall from the north-east of the site to the south-west, with the majority of 

surface water run-off falling to a sump in the south-west corner.  

2.4.2 Wood and metal storage bays are located on the eastern boundary with the levels falling into the 

perimeter walling so that any contamination from these bays can be isolated from the majority of the site 

run-off. These bays have individual gullies to collect run-off into a carrier drain running along the eastern 

boundary and into a total retention tank to the north of the site. 

2.4.3 The purpose of the total retention tank is to capture any contaminated run-off. Before water is pumped 

out of the tank, it will be tested for contamination. If the water is contaminated, it will be tankered off 

site to a suitably licensed facility. If the water is found to be uncontaminated, the water will be pumped 
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into the main drainage system. Testing and disposal will be carried out at agreed regular intervals and 

specifically after a major storm event when the pond is storing a significant amount of water to ensure 

there is capacity should another significant rainfall event occur. 

2.4.4 Surface water from the majority of the site will be discharged into a ditch via an interceptor along with 

any uncontaminated water from the total retention tank. The ditch will connect to the existing balancing 

pond used to attenuate runoff from the existing AD facility and waste site. 

2.4.5 The capacity of the existing balancing pond is approximately 2700m3. As a result of the MRF, the pond will 

be increased in size by 624m3 (total capacity 3324m3). The proposed drainage scheme is shown on drawing 

no. 20029/101. 

2.5 Site Security 

2.5.1 The site is contained by palisade security fencing and gates that are locked outside of operating hours. 

The Applicant has installed a CCTV system in order to deter and prevent crime. The Site Manager is 

responsible for ensuring that the site is safe and secure when it is not in use. 
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3 SITE OPERATIONS 

3.1 Recycling Process Description & Operations  

3.1.1 Operations consist of the importation, deposit and storage of construction and/or demolition waste 

(builders waste).  

3.1.2 Waste material is imported to the site in skips and is deposited in the tipping bay, whereby the material 

is sorted by hand and mechanical means e.g. a screen. Different waste streams including hardcore, soil, 

wood and metal are stored in separate concrete bays on the site. Other waste streams, such as tyres, 

plasterboard and plastics etc. are stored in RoRo containers.  

3.1.3 Recycled material/product is transported off-site for reuse, or for further treatment at a suitably licensed 

facility e.g. plastics. 

3.1.4 The MRF assists with the recovery of material that is otherwise being sent to landfill, meeting the 

Government’s strategy of moving waste up the Waste Hierarchy and increasing recycling. 

Storage 

3.1.5 Depending on the material, waste will either be stored in purpose built concrete storage bays or in RoRo 

containers. The two wood waste stockpiles (bays 5 and 7) as shown on the Site Layout Plan, have been 

separated by a storage bay containing metals in order to minimise the chances of a fire spreading should 

one occur on the site. 

3.1.6 There is a storage and maintenance building on the site with a floor area of approximately 180m2. No 

waste materials will be stored within the building, only plant and equipment associated with the waste 

management facility. 

3.2 Staffing 

3.2.1 The MRF will operate with 5no. members of staff in total. The team will consist of 3no. drivers, 1no. site 

operative and the Site Manager. 

3.3 Hours of Operation 

3.3.1 The proposed hours of operation are as follows: 
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• Monday to Friday 0700hrs to 1800hrs, and 

• Saturday 0800hrs to 1400hrs. 

3.3.2 There will be no working on Sundays, Public or Bank Holidays.  

3.4 Waste Acceptance Procedures 

3.4.1 Upon arrival at the site, all loads are weighed on the weighbridge and taken to the operational area 

whereby the skip is unloaded in the tipping bay. 

3.4.2 The driver of the incoming waste vehicle will not be permitted to proceed beyond the weighbridge until 

the necessary weighbridge ticket has been completed by a site operative, comprising: 

• Date of delivery; 

• Registration number of the delivery vehicle; 

• Name of customer from which the waste originates; 

• Waste type, and 

• Waste quantity.  

3.4.3 All incoming waste loads arriving at the site are sheeted or enclosed within trailers. 

3.4.4 Non-conforming waste e.g. tyres are stored in containers and are removed from site on a regular basis. A 

note is made in the site diary of the date and time of the removal of any contaminants from the site. 

3.4.5 In the unlikely event of any hazardous waste that could cause immediate safety problems or harm to 

health being unloaded at the site, the facility is closed and the operational staff evacuated from the 

working area. The Environment Agency will be notified immediately and appropriate action taken to 

remove the waste. 

3.5 Waste Storage 

3.5.1 Imported waste materials and recycled material following the recycling operation is stored in concrete 

storage bays and RoRo containers. The general layout of the MRF is shown on drawing no. 

GPP/DAB/H/P/20/02 titled Site Layout Plan. 

3.5.2 Stockpile heights and volumes are visually checked throughout the working day by the Site Manager. If 

waste storage bays reach their capacity, then no further waste material will be accepted at the site and 

no waste will be tipped/deposited until material has been processed and the storage bays are reduced in 
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volume. Material is processed and handled on a first in and first out basis. Unprocessed material is stored 

for no longer than 7 days. 
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4 SITE EQUIPMENT & MAINTENANCE PLAN 

4.1 Plant and Equipment 

4.1.1 The main items of plant and equipment associated with the MRF are as follows: 

• Screen; 

• Loading shovel, and 

• Mobile plant and equipment. 

Screen 

4.1.2 Mixed inert waste which includes aggregates, soils and concrete is processed and separated on the site 

using a trommel screen. The recycled material e.g. hardcore is then stored in a concrete bay prior to being 

transported off-site and reused and/or crushed. 

4.1.3 The screen is inspected visually on a daily basis. If required, maintenance and repair work is undertaken 

in the maintenance building. 

Loading Shovel 

4.1.4 The loading shovel will be used to move waste and recycled material around the site and between storage 

bays. In addition, recycled material/product will be loaded into skips and/or tipper lorries using the 

loading shovel. 

4.1.5 The bucket of the loading shovel can be used to clear the operational areas of the site from loose debris 

and waste. 

4.2 Maintenance 

4.2.1 Maintenance of the plant and equipment will be carried out by the Company’s in-house maintenance 

team or by an approved contractor when specialist expertise is required. 

4.2.2 There is a preventative maintenance/repair check sheet for the screen within the storage/maintenance 

building that is completed on a regular basis, with any fire safety defects being reported to the Manager 

i.e. rough bearings or overheating motors. All site operators complete a pre-use check log before 

commencing their duties. 
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Examples: 

4.2.3 Mobile Plant – Pre-use check book incorporates the checking of lubricants/oil/water levels, steering 

controls, safety devices etc. If faults are found then it is logged in the book and the operator is required 

to notify the Manager for rectification advice i.e. still safe to use, repair or replacement. 

4.2.4 Recycling Plant – The checker will carry out a basic visual check of the screen and record their findings 

and any faults are logged and reported to the Manager. 
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5 AMENITY CONTROL AND MONITORING 

5.1 Dust Management 

5.1.1 There will be a range of mitigation measures put in place to ensure that the MRF does not have an adverse 

impact as a result of dust on the limited number of surrounding receptors including flora and fauna. These 

measures will include the following: 

• Daily visual inspections of the site will be carried out by the Site Manager, at the start of the operations 

and throughout the day. There will be a particular focus during dry windy weather to ensure that all 

potential or actual dust sources are identified and treated promptly with the application of water; 

• As an over-riding requirement, if any operations are identified as causing or likely to cause visible dust 

emissions across the boundary of the site, those operations will be modified, reduced or suspended 

until effective remedial action can be taken or the conditions giving rise to the emissions have been 

moderated; 

• General matters and the management of the site can affect the likelihood of significant dust emissions. 

These include: 

1. Use of clean water for dust suppression in order to avoid re-circulating fine 

materials; 

2. Implement high standards of house keeping to minimise track-out and windblown 

dust; 

3. A preventative maintenance programme, including readily available spares, to 

ensure the efficient operation of equipment, and 

4. Effective staff training in respect of the causes and prevention of dust. 

• Handling of material will be suspended near to the site boundaries when the wind conditions are likely 

to result in visible dust being carried off-site; 

• Loading and tipping heights will be minimised. Wherever possible, loading and tipping operations will 

take place in sheltered locations such as in the lee of existing mounds and stockpiles; 

• Standard good practice for site haulage will include: 

1. Regular grading and compaction to maintain smooth well-drained surfaces; 

2. Setting a speed limit of 10mph; 

3. Fitting site vehicles and plant with upswept exhausts and radiator fan shields, and 

4. Evenly loading vehicles to avoid spillages. 
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• The internal access road will be sprayed regularly in dry conditions using a water bowser; 

• The surface of the access road will be damped down and will be maintained as necessary to ensure 

effective dust control. In the event of track-out being carried onto the public highway, a road sweeper 

will be deployed to remedy the matter if required; 

• Should visible dust be blown from any stockpiles/storage mounds the relevant surfaces will be treated 

with water, and 

• All existing staff will be trained in this procedure. All new staff will be trained within a month of 

commencing employment. 

5.1.2 The mitigation of emissions of fine particulate matter will be achieved primarily by means of the above 

dust management and control measures. 

5.2 Noise Management 

5.2.1 The MRF is situated in a fairly remote location in the rural countryside and is not within close proximity of 

any noise sensitive receptors. With the exception of Redlands House, which is in the operator’s ownership, 

the nearest residential property is Glebe Farm, which is located approximately 390m to the north-east of 

the site. 

5.2.2 However, appropriate management and control measures will be implemented to ensure that noise levels 

attributable to the operation of the MRF are minimised. Measures to be adopted will include: 

• Regular inspection of the plant and equipment, with a log of the dates of the inspections maintained 

on site. Any defective parts would be identified and repaired/replaced as soon as possible and ideally 

during the next scheduled maintenance period; 

• Where possible, external doors to the maintenance building will remain closed; 

• Where possible, subject to health and safety restrictions, non-tonal reversing signals to be fitted on 

mobile plant and vehicles operating on the site; 

• Engines on mobile plant and vehicles parked on site to be switched off when not in use, and 

• Noise levels attributable to the operation of any additional fixed or mobile plant to be assessed prior 

to the installation/operation commencing. 

5.3 Fire Prevention  

5.3.1 The Company has an adopted Fire Prevention Plan (FPP) which is written using the Environment Agency’s 

(EA) ‘Fire Prevention Plan Guidance’ – updated 9th January 2020. The FPP is enclosed at Appendix 4 to the 

EMS.  
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5.3.2 The FPP forms part of the EMS for the overall site. It is the objective of FPP to: 

• Minimise the likelihood of a fire happening; 

• Aim for a fire to be extinguished within 4 hours, and 

• Minimise the spread of fire within the site and to neighbouring sites. 

5.4 Control of Pests 

5.4.1 It is not proposed to import, deposit and store any biodegradable food and/or green waste, only 

construction and demolition (builders) waste. It is possible that packaging from food i.e. sandwich boxes 

could be at the bottom of a skip or mixed within the waste. These items will be hand sorted/picked from 

the waste once tipped and will be disposed of appropriately. 

5.4.2 As a precautionary measure, bait boxes have been installed around the storage/maintenance building. In 

addition to the checks carried out on all incoming loads and the use of bait boxes, a formal weekly check 

for rodent or other vermin infestation is carried out within the permitted area and results noted in the 

site diary. 

5.4.3 In the unlikely event an infestation is found on the site, a suitably qualified contractor is instructed to 

investigate the problem within 24 hours. Records are kept in the site diary of any such action taken. These 

records are made available for inspection at the site. 

5.5 Control of Litter 

5.5.1 The MRF benefits from a litter fence including soil embankments which have been erected around the 

perimeter of the site. Operational areas, including the site boundary, are inspected for litter on a daily 

basis.  

5.5.2 Any litter is collected by the end of the working day and is placed in a skip with non-conforming waste to 

be removed to an appropriately authorised facility when there is a quantity suitable for disposal i.e. a full 

skip. 

5.5.3 In the event that any litter escapes from the site it is collected by the site operatives. Checks are made 

daily along the site haul road for litter which is collected immediately and placed in the non-conforming 

skip. 
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6 CONTINGENCY PLANS 

6.1.1 In the event of a disruption to normal operations, i.e. a breakdown or enforced shut down, the operator 

will ensure that no further waste is brought onto site until normal operations can continue. Any waste on 

site will be stored in safe stockpiles. 

6.1.2 In the event of mobile plant breakdown, repairs will be sought from the maintenance contractor within 

the Service Level Agreements but if delayed, hire plant will be sought from the operator’s approved 

supplier list to ensure business continuity. 

6.1.3 An enforced shutdown may occur for several reasons: 

• Action taken by the regulators - Environment Agency or Health & Safety Executive due to perceived or 

actual breaches of environmental or health and safety legislation with an immediate risk of pollution 

or harm to human health; 

• Public health matters such as the COVID-19 pandemic, and 

• Law enforcement.  

6.1.4 The immediate effect of an enforced shutdown is the prevention of further waste tipping on site, the 

shutdown of all plant and machinery and the gathering of staff into the maintenance building to await 

further instruction. The Site Manager will advise all employees of the appropriate next steps. 

6.1.5 If severe weather impacts normal operations, steps could include closure of the site on a temporary basis, 

changes to working patterns, removal of excess surface water via tankers or additional litter picking in 

high winds.  
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7 CHANGING CLIMATE 

7.1.1 A Climate Change Risk Assessment is enclosed at Appendix 6 to the EMS summary. The Risk Assessment 

has considered the impact of Climate Change with regards to the Anglian river basin district and followed 

the Environment Agency’s guidance in relation to higher average temperatures, more heat waves and hot 

days, rising sea levels, changes in rainfall patterns and intensity, more storms and provides details, where 

relevant, of the mitigation that will be employed to address these aspects. 

7.1.2 The Climate Change Risk Assessment does not identify any specific areas of concern in relation to the 

potential impacts of climate change on the operations based on the risk assessment. The mitigation 

measures will be reviewed regularly.  
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8 ACCIDENT PREVENTION AND MANAGEMENT PLAN 

POSSIBLE ACCIDENT / 
INCIDENT 

WHAT WOULD THE 
HARM BE?  

HOW DO WE REDUCE THE 
CHANCES OF IT HAPPENING? 

WHAT TO DO IF IT 
HAPPENS 

SPILLAGES 

Spillage of contaminated 
products during delivery of 
non-conforming waste. 
 

Contamination of 
land, groundwater 
and watercourses. 

Waste Acceptance Procedures 
will be strictly followed by an 
experienced contractor at the 
site. It is therefore unlikely this 
would occur.  
 
 

Waste would be removed 
from the site and taken to 
a suitably authorised site.  
 
 

FAILURE OF OR ACCIDENT WITH PLANT OR EQUIPMENT  

Fuel leak. Contamination of 
land, groundwater 
and watercourses. 

Daily visual inspection 
Preventative maintenance 
regime. 
Following an accident, visual 
inspection. 

Spill Kit – follow 
manufacturer’s 
instructions. 
 

FAILURE OF SERVICES and EQUIPMENT, MACHINERY, VEHICLES 

Broken down machinery Processing would 
stop, leading to 
backlog of material 
stockpiled. 
 
 

Ensure equipment, machinery 
and vehicles are regularly 
serviced and maintained to 
minimise risk of them breaking 
down 

Have details of an 
appropriate engineer to 
call to make repairs, keep 
supply of stock items for 
repairs. 
 
Hire machinery if 
appropriate. 
 
Temporarily cease to 
accept waste until 
machinery is up and 
running. 

FAILURE OF CONTAINMENT 

Failure of containment 
facilities. 

Not relevant   

VANDALISM 

Unauthorised entry and 
tampering or malicious damage 
to property, plant and 
equipment. 

Contamination of 
land, groundwater 
and watercourses. 

Secure site. Site locked when 
un-manned and remote CCTV 
coverage.  
 

Repair site security; Review 
security. 
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8.1 Reviewing the Accident Plan 

8.1.1 The accident plan will be reviewed every 6 months and in the event of any incidents. 

8.2 Contact Information 

8.2.1 A notice board is displayed outside the site which includes: 

• Company name and permit holders name; 

• Emergency contact information; 

• Statement that the site is permitted by the EA; 

• The permit number, and 

• EA telephone numbers. 

8.3 Complaints Procedure 

8.3.1 Any complaints made about operations on the site must be made by telephoning the operator, the 

Environment Agency hotline or in writing or by using the company complaints form (Appendix 7). 

8.3.2 To gather enough information to enable a proper investigation, all complaints received must provide as a 

minimum the level of detail required by the complaints form (Appendix 7). All complaints will be 

responded to within 5 working days of receipt. 

8.3.3 Complaints will be investigated by the operator to find a cause of the complaint using information from 

the site diary to determine the cause. As necessary, operational procedures will be updated and staff will 

receive refresher training on procedures. 

8.3.4 A copy of the complaint, investigation and response will be recorded and made available to the 

Environment Agency for inspection. 

8.3.5 Any complaints received by the site directly will be notified to the Environment Agency by using the 

hotline telephone number or national email address. A copy of the sent notification form and any 

attachments will be retained by the operator’s head office. 
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9 MANAGING STAFF COMPETENCE AND TRAINING RECORDS 

9.1 Responsibility 

9.1.1 A technically competent Site Manager will be nominated in advance of the commencement of works. The 

Site Manager will hold or be working towards their appropriate technical competence qualification to 

undertake their role and be aware of the effects that their role has on the management of environmental 

impacts on site.  

9.1.2 The Site Manager or other qualified personnel should be contactable during all operational hours or 

should make arrangements for short periods when they might not be contactable. The training 

requirements for each employee at the site will be identified and inexperienced workers will be trained, 

coached and supervised closely by the Site Manager until considered competent for the task. 

9.2 Technical Competence 

9.2.1 The site will be managed by a technically competent manager who holds a WAMITAB certificate. 

9.2.2 In the event of the technically competent manager being absent for a period of time e.g. annual leave or 

sickness, cover will be provided by an external supplier.   

9.3 Training 

9.3.1 Training will include:  

• Site specific inductions;  

• Task specific instructions;  

• Relevant health and safety modules/briefings according to role;  

• Information relating to the permit and its management plans, and  

• Any other specific training to enable the employee to do their job. 

 

9.3.2 A training matrix will be completed for all site roles and updated regularly. 
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10 KEEPING RECORDS 

10.1 Reporting 

10.1.1 Copies of waste transfer notes will be retained at the site office for a minimum of 6 years. 

10.1.2 A diary will be kept by the contractor/operator to record the following: 

• Accidents;  

• Incidents/emergencies on site; 

• Site inspections (by EA and internal site checks); 

• Any remedial works undertaken; 

• Action taken in relation to complaints; 

• Severe weather conditions; 

• Contingency plan actions; 

• Time on site for technically competent managers; 

• Waste received; 

• Maintenance of equipment, machinery and vehicles, and 

• Site infrastructure checks and remedial action. 

10.1.3 Records will be kept of all waste deliveries which comprise: 

• Quantity (weight or volume); 

• List of Waste (LoW) or EWC Code; 

• Origin; 

• The identity of the producer of the waste; 

• The date the waste arrived at site, and 

• Any quarantined materials that are part of the delivery and how they were managed. 

10.1.4 Duty of care requirements as a business that produces waste will be kept in accordance with statutory 

obligations. 

10.1.5 There is no additional reporting required by the permit. 
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11 REVIEWING THE MANAGEMENT SYSTEM 

11.1 Introduction 

11.1.1 In common with ISO standards and the requirements for continuous improvement, the management 

system will be dynamic, adapting and changing in light of new information. 

11.1.2 To ensure that the management system is performing as expected and results are in line with the 

organisation’s targets, goals and strategic objectives, reviews will take place annually and follow the 

agenda indicated in Appendix 8. 

11.2 Reviews 

11.2.1 Senior management and a nominated Board member will review the management system at least 

annually. Information to be covered as part of the review includes: 

• Results of internal and external audits; 

• Compliance with Environmental Permit and health & safety legislation and any identified breaches; 

• Process performance review – the achievement of targets and objectives; 

• Complaints and feedback; 

• Forthcoming challenges – change in law or best practice working. 

11.2.2 Minutes or action plans will be circulated within 5 days of the meeting taking place. Minutes will include: 

• Names and roles of participants; 

• Decisions that are made during the meeting; 

• Identification of system deficiencies and corrective actions required by whom; 

• Timescales for corrective actions to take place; 

11.2.3 Outputs from the management review meetings will be monitored and actions taken prior to the next 

review meeting to ensure continuous improvement. 
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APPENDIX 1: PERMIT PLAN 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



GP PLANNING LTD ENVIRONMENTAL MANAGEMENT SYSTEM SUMMARY 

 

D011-03 / GPP_DAB_EMS 
November 2020                                                                                                                                                                                         

APPENDIX 2: SITE LAYOUT PLAN 
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APPENDIX 3: RECEPTOR PLAN 
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APPENDIX 4: FIRE PREVENTION PLAN 
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APPENDIX 5: SITE SPECIFIC RISK ASSESSMENT 
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APPENDIX 6: CLIMATE CHANGE RISK ASSESSMENT 
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APPENDIX 7: COMPLAINTS FORM 

Complaint Report Form 

Date of making 
complaint: 

Name and address of complainant:  
 
 
 
 
 
 

Telephone number of complainant:  

Form completed by: 

 

Nature of complaint *delete as necessary Noise / Vibration / Pests / Odour / Dust / Litter * 

Date of complaint:  

Time of complaint:   

Location of where the complaint was detected, if not at 
above address: 
 
 

 

Weather conditions on date of complaint (i.e., dry, rain, fog, 
snow):  
 

 
 
 

Temperature on date of complaint (very warm, warm, mild, 
cold or degrees if known): 
 

 

Wind strength on date of complaint (none, light, steady, 
strong, gusting): 

 

Wind direction on date of complaint (eg from NE): 
 

 

Complainant's description of complaint: e.g. 
o What does it smell like? 
o What does it sound like? 
o What pests? 
o Level of dust? 

 

 
 
 
 
 
 
 

o Intensity  (see below for odour): 
 

 

o Duration (length of time): 
 

 

o Constant or intermittent in this period: 
 

 

o Does the complainant have any other comments 
about the complaint?  

 

 

Are there any other complaints relating to the facility, or to 
that location? (either previously or relating to the same 
exposure): 
 
 

 
 
 
 
 
 

Any other relevant information:  
 
 

 
 
 
 
 
 
 
 
 



GP PLANNING LTD ENVIRONMENTAL MANAGEMENT SYSTEM SUMMARY 

 

D011-03 / GPP_DAB_EMS 
November 2020                                                                                                                                                                                         

INVESTIGATION - TO BE COMPLETED BY PERMIT 
HOLDER 

 

 
What was happening on site at the time the odour occurred? 
  
Check site diary regarding routine site inspections, details of 
abnormal working procedures, breakdown of machinery, 
accidents, incidents and non-conformances. 
 
 

 
 
 
 
 
 
 
 
 
 

What remedial measures have been undertaken to alleviate 
the complaint? 
 
Check site diary regarding actions taken to remediate the 
abnormal working conditions. 
 
  
 

 
 
 
 
 
 
 
 
 
 

Are mitigation procedures for abnormal operating conditions 
still in place? 
 
For how long will abnormal mitigation procedures be in use? 
 

 
 
 
 
 
 
 
 
 
 

Has the complaint been resolved? 
 
 
 
 

 
 
 
 
 
 
 
 
 

Date of investigation: 
Investigation undertaken by: 

 
 
 

Actions taken: 
 
 Ensure investigation undertaken within 5 days of receipt 
 Send copy of investigation to complainant  
 EA notification completed? 
 
 

Form completed by:  
 

Date Signed  

Intensity   
0   No odour   3   Distinct odour   5   Very strong odour 
1   Very faint odour   4   Strong odour  6   Extremely strong odour 
2   Faint odour  
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APPENDIX 8: MANAGEMENT REVIEW MEETING AGENDA EXAMPLE 

Management Review Meeting Agenda 

Date of 
meeting: 

Attendees:  
 
 
 
 

 

1. Review of previous meeting actions 

2. Results of internal and external audits 

3. Breaches of permit or other legislation 

4. Status of any corrective actions identified 

5. Complaints or feedback 

6. Overall process performance 

7. Achievement against targets / KPIs 

8. Forward looking – opportunities or threats 

9. Changes needed to management system / processes / policies / procedures 

10. Continuous improvement – actions to be taken 

11. Allocation of resources and timescales for improvements 

12. Any other business 

13. Date of next meeting 

 

Form completed by:  
 

Date Signed  
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