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Management Systems 
 

1.0 The Operator has an externally audited Management System relating to their operation, but 
not specific to operations at Washington Sandpit, therefore this document has been prepared 
having regard to the guidance documents published by the Environment Agency (EA)-  “How to 
comply with your permit”,“H6 Management Systems” and “Guidance for the Recovery and Disposal 
of Hazardous and Non Hazardous Waste” (2013). The intention is to then incorporate the 
requirement of this document into the operators formal Management System 

1.1 The document covers the following: 

1. Management 

2. Operations 

3. Emissions and monitoring 

4. Information 

1.2 The EA guidance requires that a written management system is produced and that it 
describes how the site will be run, that the Management System will be updated regularly and, if the 
operations are: found not to be compliant with the issued permit; as a result of a justifiable 
compliant; change in the activities or upgrades in the equipment used. 

1.3 What the management system needs to contain depends on the risk the site poses to the 
environment, the size of site and the complexity of the activity. It identifies the potential risks and 
the measures to be taken to prevent or minimise those risks and not cause pollution. 

1.4 Pollution means any emission as a result of human activity which may: 

(a) be harmful to human health or the quality of the environment, 
(b) cause offence to a human sense, 
(c) result in damage to material property, or 
(d) impair or interfere with amenities or other legitimate uses of the environment. 

 
1.5 The risks are identified and assessed using the approach promoted in the Environment 
Agency H1 Environmental risk assessment document (see H1 report for the site that forms a part of 
the application).  
 
1.6 This management system contains the following sections on:  

• Environmental risk assessment  
o a risk assessment of the site outlining the foreseeable environmental risks  
o a description of the appropriate measures used to minimise these risks  

• Site operations  
• Maintenance plan  
• Accident plan  
• Training and  
• Records  

 



1.7 This Management System will be reviewed every 4 years and: 
• if there are changes on site, in activities and/or equipment 
• if applying for a variation to the Environmental Permit 
• if there is an accident, complaint or breach of the permit 

 
1.8 The site will be managed by a person experienced in waste operations and environmental 
protection.  A Technically Competent Manager will be appointed and required to attend the site a 
minimum of time during operational periods. That time being in accordance with issued 
Environment Agency guidance. The Site Manager will have overall responsibility for site operations, 
regulatory compliance and personnel.  
 
1.9 A Site Foreman will be appointed who has relevant experience and will have responsibility 
for the day to day operations of the site and site operatives. Operatives will have the relevant 
qualifications and experience for the activities that they are employed for e.g. weighbridge clerk, 
back actor driver, screening plant, bulldozer driver.  
 
1.10 Given the anticipated work relating to administration and recoding keeping Admin support 
and recording keeping will be provided off site. 
 
1.11 All site staff will be trained to know what waste types are permitted at the site and what 
materials are to be used under the Environmental Permit as well as pre-acceptance, acceptance and 
rejection procedures. 
 
1.12 For certain activities contractors and consultants will be employed. Such companies and 
their personnel will have the appropriate qualifications and experience to carry out the specified 
activity. The Site Manager will be responsible for procuring such specialisms. 
 
1.13 The following Organogram has been prepared for the site: 
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Operations 
 
2.0 The restoration of the site will involve the re-use of clean material at the site and imported 
from elsewhere. 
 
2.1 Inert wastes will then be accepted before emplacement of the final cover layer.  
 
2.2 The landform will have a gentle slope from the restored areas of the southern and eastern 
parts of the site down to a pond in the northwest of the site in accordance with that agreed in the 
planning permission reference WSCC/104/13/SR.  
 
2.3 The site is located on the Folkestone Formation sandstone which is classified as a Principal 
aquifer. The sandstone has been quarried to form a sandpit approximately 30m deep at the site. This 
adjoins a larger sandstone quarry (operated by Cemex UK) to the west. A former sandpit and historic 
landfill, now developed for residential housing, is located to the east. In between the entrance haul 
road off Hampers Way and the current sandpit is former deposited waste, believed to be domestic 
type waste. This waste will not be removed. In fact a planning condition prohibits the disturbance of 
this waste. 
 
2.4 The restoration plan for the site involves the partial infill of the sandpit to create gentle 
slopes from the restored area down to the pond in the north west of the site. This will be achieved in 
the following manner: 
• Further excavation, screening and export of sand. The sand will be excavated from above the 
current water table. 
• Re-use of material (sand and overburden) from the site to infill the base of the sandpit from 
the edge of the pond. 
• Supplemented with import of clean naturally occurring soil and mineral material from 
development sites brought in under the CL:AIRE Definition of Waste: Development Industry Code of 
Practice.  
• Import of inert waste material. 
• Importation of a cover layer. This will be seeded and planted to integrate with the 
surrounding area. The final restoration levels will be in accordance with the planning approval 
application WSCC/104/13/SR. 
 
 

Table 1 Operations, purpose and regulatory mechanism 
Operation Purpose Regulatory Mechanism 
Vegetation strip Prevent burial of organic 

matter that could potentially 
generate leachate and / or 
landfill gas 

Taken  off site for composting 
 

Waste/ material pre-
acceptance, acceptance and 
placement 

Ensure waste are suitable for 
the proposed use: 

• engineered backfill 
• restoration  

Bespoke Permit 

Screening Good husbandry of mixed 
waste types e.g. separating soil 
and hard core 

Bespoke Permit 

 
 



2.5 The operations will be carried out in a way to ensure that the following are complied with: 
• Bespoke Environmental Permit 
• Planning Permission 

 
2.6 The materials to be used for the final restoration layer are to be laid to a particular 
specification and of clean naturally occurring soil and mineral material.  
 
2.7 The use of the proposed waste streams at the site will not cause pollution of the 
environment or harm to human health and will be demonstrably suitable for the proposed use. 

Pre- Waste acceptance procedures 
2.8 Pre-acceptance checks will be made, as well as, at receipt of the waste to ensure the right 
waste types are used in the right location. 
 
2.9 Only hauliers that have been given permission to deposit materials on the site will be 
allowed to do so.  Those without permission will be turned away.  This is a significant deterrent to 
the haulage industry as lorry operators cannot afford to waste time and fuel travelling to a site that 
will not allow them to deposit their loads.   
 
2.10 Hauliers must have an approved credit account with the site operator before they are 
allowed to enter the site.  No hauliers are allowed to arrive and pay at the gate on a cash or credit 
card basis.  This means that all hauliers will have been subject to a vetting routine and a proper 
contractual and invoicing system.  
 
2.11 Details of the origins of every load that is brought into the site are to be recorded. The 
records of the loads will be retained on site and can be checked at any time. 
 
2.12 Only suppliers that have a contract with the operator will be allowed to deliver waste to the 
site i.e. on spec loads arriving at the site will be rejected. 

Waste acceptance procedures 
 
2.13 Deliveries will only be permitted by Registered Waste Carriers and in accordance with Duty 
of Care Regulations.  
 
2.14 On receipt on-site, the material will be further visually inspected to verify that it conforms to 
the characterisation provided. 
 
2.15 Conformance checks will comprise the following: 
 
• all loads will be inspected on arrival at the site entrance 
 
• all loads will be supervised during off-loading 
 
• any loads that appear not to conform to the original characterization based on visual and 
olfactory inspection (e.g. hydrocarbon odours, hydrocarbon staining, unusual discolouration, 
potentially biodegradable material, asbestos containing materials) will be rejected at the gate or if 
unloaded set aside close to the point of offloading for confirmatory analysis and / or the supplier 
required to remove the material from site. 
 



2.16 All proposed waste materials will be handled and placed in solid form. No liquid wastes will 
be received or used at the site. 
 
[FOR LIST OF WASTES SEE WASTE RECOVERY PLAN WHICH INCLUDES CHANGES AS A RESULT OF EA 
REQUEST FOR FURTHER INFORMATION – ESSENTIALLY INTRODUCING ADDITIONAL LIMITATIONS] 

Non – Waste Acceptance 
 
2.17 A separate Materials Management Plan was prepared and implemented for the assessment 
and acceptance of material under the Definition of Waste: Development Industry Code of Practice. 
 
2.18 Any supplier delivering loads that are not acceptable will be informed and asked that their 
procedures be tighten up. Any supplier who persistently delivers unacceptable waste will be 
prevented from using the facility.  
 
2.19 Any unacceptable materials will be segregated and either returned to the supplier or taken 
to an appropriately authorised facility. It will be stored in a quarantine area in the interim. 
 
2.20 Only inert waste is to be accepted at the site as defined by the Landfill Regulations. 
 

Complaints procedure 
 
2.21 A notice board will be located on the site security fence with a contact number. Any 
complaints will be logged (see Complaints Form below), include complaints name and contact details 
and the nature of the compliant, the time and duration of the issue being complained about. 
 
2.22 The site Manager will be responsible for investigating the compliant, pollution incident or 
breaches of the permit and deciding on the actions to be taken. The complainant will be notified of 
the actions taken. 
 
2.23 If an accident or incident causes damage to the environment, or risks doing so staff will: 

• immediately do what it says in the accident management plan 
• report the accident to the regulatory authority 
• do whatever is necessary to minimise the environmental consequences 
• clean up after the incident or spillage 
• find out why the accident happened 
• take any actions needed to stop it happening again 
• as soon as possible review and amend the accident management plan. 

 
  



Staff and resources 
 
3.0 Staff disciplines are split into Site Foreman and site operatives, as well as the Site Manager 
and Administrator. 
 
3.1 The Manager’s accountabilities are: 

• Recruitment 
• Scheduling 
• Operating Procedures 
• Security 
• Collections 
• Deliveries 
• Administration 
• Training 

 
3.2 The Administrators accountabilities are: 

• Payroll 
• Accounts In/Out 
• Standard Operating Procedures 
• Health & Safety 
• Record keeping 
• Waste site returns 

 
3.3 Operatives: 

• Vehicle maintenance 
• Driving  
• Refuelling 
• Loading / unloading 
• Visual and olfactory inspections 
• General site house keeping 
• Screening and sorting 
• Compaction 
• Excavation 
• Fence repairs 
• Surface water management e.g. laying pipework and operating pumps 

 
3.4 How each individual in that post has gained their skills, how they keep their skills up to date, 
for example by receiving refresher training, will be recorded in their personal records. The Manager 
will carry out regular reviews on performance and the needs of the company on a regular basis, and 
at least once a year in one to one formal meetings. 
 
3.5 The competences for the roles can be demonstrated in various ways, including: 

• Academic qualifications, for example a relevant degree 
• Professional qualifications, for example membership of an appropriate institution 
• Vocational qualifications, for example National Vocational Qualifications (NVQs) 
• External training qualification/certification for example certificate of technical competence 
• Attendance at external or in-house training courses 
• Those with approved training to cascade that training to other staff 
• Mentoring as part of on the job training 
• Experience  from similar jobs 

 



Malfunction, breakdown or failure of plant and equipment 
 
3.6 The following have been identified as the key issues that may result in serve disturbance to 
operations: 
 

Table 3 Associated environmental issues and proposed action(s) 

Issue Action 
Vehicle fuel leak Visual inspection, spill kits, repair, hire in 

replacement vehicles 
Fuel spill Tanker delivery supervised 

Spill kits 
Drip trays if necessary 

Bunds – filling, damaged Inspected regularly and emptied 
Located away from potential vehicle collision in 
steel containerised unit 
Repair 

Screener break down Maintenance contractor called in to repair, 
replace if necessary 

Excess dusts Damp down immediately 
Investigate and review procedures 

  
 
3.7 Machinery and plant (mobile and fixed) shall be maintained in accordance with the 
manufacturer’s recommendations.  Plant shall be checked prior to operation and any repairs shall be 
undertaken by suitably experienced personnel.   
 

Sufficient competent persons, resources and training 
 
3.8 Trained and competent staff and appropriate maintenance contracts are in place, to manage 
and operate the site to ensure the activities do not cause pollution. Any contractors working on the 
site will also have the appropriate skills and knowledge they need for the specific tasks. If this cannot 
be demonstrated to the satisfaction of the site manager they will not be allowed on site, either 
alternative personnel will be requested or an alternative company will be hired. 
 
3.9 Given that waste is to be accepted a Technically Competent Manager (TMC) has to be 
identified and attend the site for a minimum amount of time. The Regulations allow for a new 
technically competent candidate to have two years in which to pass such an assessment. 
 
3.10 The TCM has the authority to manager all activities at the site and with the authority to shut 
down activities if deemed necessary. 
 
3.11 This person (or subsequent replacement) will be on site for a minimum amount of time as 
set out in EA guidance i.e. when receiving and processing waste. A record in the site diary (or a 
separate log) of weekly operational hours and site attendance will be kept. A record of start and 
finish times of operations and arrival and departure times of the technically competent manager will 
be maintained. The records will be available for inspection by the regulatory authority. 
 



Avoidance, recovery and disposal of wastes 
 
Vegetation waste 
3.12 To be stripped from site prior to creation of the sub grade to avoid soft spots, differential 
settlement or production of leachate or landfill gas 
 
Vehicle Maintenance waste 
3.13 Waste from maintenance activities will be stored appropriately e.g. containers and 
separately (if necessary) and recycling outlets sort. Maintenance waste resulting from off site 
subcontractors will be the responsibility of the sub-contractor and they are required to comply with 
the waste hierarchy implemented via the Duty of Care Regulations. Records of how they deal with 
that waste will be sought. If Rural Arisings consider that a more sustainable solution could be found 
the contractor will be requested to do that. If they don’t another sub contractor may be employed. 
This relates essentially to the maintenance of vehicles and includes: 

• Waste oil 
• Antifreeze  
• Oily rags 

 
Spill kits 
3.14 Used spill kits will be disposed of appropriately and dependent upon what they have been 
used to clean up.  

Access to Environmental Permit 
 
3.15 Staff and contractors whose work may have an impact on the environment will be made 
aware of the permit requirements and have access to the permit. They will also have access to and 
understand how the site management system works and be trained in any specific documents or 
instructions for their responsibilities. 
 

Site Security 
 
3.16 A 1.8 chain link fence and gate is provided at the site entrance / exit. The rest of the site 
boundary has a lower standard of fencing to discourage unauthorised access, with shrubs and 
bushes which is adequate given the pre-dominantly agricultural setting of the site. All of which has 
proved adequate for the previous quarrying activities. 
 
3.17 A notice board will be located upon the security fencing (or free standing) with details of 
who the public can contact for further information or who to notify if they have a concern. It will 
have the company name, emergency contact number and the permit number on it. 
 
  



Emissions and monitoring - Point source emissions to air, water and 
land 
 

Point source emissions 
4.0 The only point source emission from the quarry is the surface water that drains the adjacent 
road and fields to the south which currently flows through the quarry to the adjacent pond to the 
west. This has been diverted along the southern boundary and discharge directly to the ponds 
without running over the area of sub grade or infilled wastes. 

4.1 Cemex hold an abstraction licence for the pond fir stone washing and also a subsequent 
discharge consent to an adjacent water course (not within the permit application area). 

4.2 There are no point source emissions to groundwater or to air. There are no point source 
emissions to land (with the exception of the imported waste under the bespoke permit). 

Non-point source emissions 
4.3 The only non-point source emissions are potentially dusts, noise and mud on the road (see 
Amenity Risk Assessment). 
 
4.4 Dust from placed waste will be minimised using a water bowser. Vehicles will be run on 
specifically constructed haul roads and required to exit via a wheel wash prior to entering on to the 
public highway. In the unlikely event that mud is carried on to the public highway a road sweeper 
will be employed.   
 
4.5 The distance to the nearest sensitive receptor means that noise from site operations is 
unlikely to be an issue, combined with the fact that operations will take place below surrounding 
ground level. 
 
4.6 The source of noise will essentially be from the vehicles using the site and the screener. 
 
4.7 All vehicles will be serviced regularly.  
 
4.8 The screening plant will be located in a position where it is unlikely to cause nuisance to the 
nearest residential property. If a noise compliant is received that is attributable to the screener it will 
either be relocated to a less sensitive location or stockpile of screened material placed between the 
screener and the area of justifiable compliant. 
 

Containment of liquids 
 
4.9 All liquids will be contained in containers that are compatible with the contents.  
All containers with liquids will be stored in bunded areas or have dedicated bunds. The bunds will 
have a capacity of 110% of the container. 
 
4.10 Bunds will be regularly inspected and emptied of any substances that may have 
accumulated, its integrity checked and repaired immediately, if necessary. 
 
4.11 Spill kits will be available on site and staff made aware of their position and how to use 
them. 



 

Monitoring Records  
 
4.12 As a minimum records will be of: 

• Pre-acceptance enquires 
• Waste acceptance checks 
• Tonnage / quantity of waste and materials accepted 
• Environmental risks the site poses i.e. the H1 Risk Assessment 
• Records of all actions taken to minimise those risk 
• Training of personnel 
• Duty of Care Transfer Notes of received waste and any exported waste 
• Complaints Form 
• Break downs, spills and action taken 
• Surface water monitoring 
• Design, construction, inspection, monitoring and maintenance and failure of equipment and 

records of pollution prevention measures 
• Action taken if the regulatory authority identify any relevant non-conformances or failures 
• Off-site impacts in the unlikely event of pollution incidents that caused, or are alleged to 

have occurred 

4.13 All records will be legible, be made as soon as reasonably practicable, if amended, be 
amended in such a way that the original and any subsequent amendments remain legible, or are 
capable of retrieval and be retained for at least 2 years from the date when the records were made. 
 
4.14 Staff will be trained such that they know what records you need to be produce,  what needs 
to be recorded, where and how to store them. 
 
4.15 Duty of Care, Transfer Notes relating to the delivery of waste will be kept for a minimum of 
two years. 
 
 

Reporting and notification 
 
4.16 The EA shall be notified without delay following the detection of: 

• Any malfunction, breakdown or failure of equipment or techniques, accident, or emission of 
a substance not controlled by an emission limit which has caused, is causing or may cause 
significant pollution 

• The breach of a limit specified in the permit 
• Any significant adverse environmental and health effects 

 
4.17 In addition such reporting shall be to senior management. 
  
 
 
4.18 The Tables below are to be maintained, updated and records kept for at least 2 years. 
 



Closure and Aftercare Plan 
 

5.0 Monitoring plays a vital part in determining the performance of a site such as Washington 
Sandpit. The EA guidance advises that the following should be covered in a closure and aftercare 
plan: 

• generation of landfill gas; 
• potential for leachate or gas to be generated in future; 
• physical stability of the waste and associated structures; 
• surface water and groundwater monitoring 

 
5.1 Landfill gas is covered in Appendix 6 of the permit application. The gas wells will be 
monitored at the frequency stated in that document, unless agreed in writing with the EA. 
 
5.2 In the unlikely event that gas or leachate is generated at the site a detailed monitoring plan 
will be agreed with the EA and if necessary control measures shall be determined dependent on the 
results of such monitoring and the potential risk. 
 
5.3 During the aftercare period the site will be assessed for any stability issues. In the unlikely 
event that slope movement is detected relevant experienced consultancy shall be called in for advice 
and if necessary remedial works instigated e.g. increased weight at the toe of the slope. 
 
5.4 Surface water and groundwater monitoring are covered in Appendix 7 of the application. 
Such monitoring shall be continued in the aftercare phase unless agreed otherwise in writing with 
the EA. 
 
5.6 The above Site Closure Plan will be reviewed at least once every four years.  
 
5.7 Other triggers for the review of the site closure plan would include any proposed changes to 
the phasing of the landfill.  
 
5.8 Upon completion of restoration at the site all equipment will be removed and the final 
restoration layer will be seeded, in the event that grass seeding is not achieved satisfactory 
additional seeding will take place.  



Table 4 Environmental impacts plan and control 

The key pieces of environmental 
legislation affecting this sector are: 

- ensure that this list is kept 
up to date for your site and 
covers all applicable 
legislation 

• Town and Country Planning  
• Environmental Protection Act 1990 
• Environment Act 1995 
• Environmental Permitting Regulations 2010 (as 

amended) 
• Duty of Care Regulations / Registered Waste Carriers 
• List of Waste (England and Wales) Regulations 
• Oil Storage Regulations 

Process / Activity/Equipment A W E D L N R Comment  

Processes / Activities / Equipment at 
your site: 

(insert H or M or L where applies) 

List all the processes / activities / 
equipment at your site in these columns.  

Then put an (H) high impact, or (M) 
medium impact, or (L) low impact in the 
box next to the process / activity / 
equipment if it can result in an 
environmental impact listed below under 
normal or abnormal operation.  

 
Emissions to Air (including dust) - A  
• Emissions to Water - W  
• Energy Usage (for example, electricity, 
gas, oil) - E  
• Waste Disposal - D  
• Land Contamination - L  
• Nuisance (i.e. noise or odour) - N  
• Resource Consumption (for example, 
water, chemicals, not energy) - R  
 

 

Screening and vehicles L L L L L M L  

Vehicles L L L L L M L  
Bunds L M L L L L L  

Waste Deposit L L L L L L L 

Normal operations - disposed at 
authorised facility so not 
covered in table below 

 

   

Energy use L L L L L L L  
         
         
         
         

  

 

       



Table 5 For each Process / Activity / Equipment identified in the Table above complete the following tables if there is an environmental impact 
 [at least High (H) or Medium (M)] under normal or abnormal operation (the examples included are guidance only) 

 

Process / 
Activity / 
Equipment on 
Site 

Potential Impact Is impact controlled 
by equipment? 

Is equipment 
included on 
maintenance 
checklist? 

Is impact 
controlled 
by a 
procedure? 

Person 
using the 
procedure 
received 
training? 

Comments 

Screening and 
vehicles 

Noise and dust Yes Yes Yes – 
relocate or 
screen 

Yes  

Vehicles 
Fuel leak Yes Yes Yes - 

services 
Yes  

Bunds Pollution if damaged Yes Yes Yes – 
inspect, 
clean and 
repair 

Yes  

       



Table 6 Maintenance checklist    

Item requiring maintenance 

How often?  Every: 

(tick the appropriate box) 
Who is 
responsible? 

Da
y 

W
ee

k 

M
on

th
 

Ye
ar

 

2 
ye

ar
s 

5 
ye

ar
s 

Check engine oil level       Operatives 

Check drains and drainage 
channels for blockages. 

      
Operatives 

Clean up spills on surfaced areas 
or tank bunds       

Operatives 

Check state of fences and gates – 
(to avoid vandals or children 
getting in and, for example, 
letting liquids out of a tank). 

      

Site Manager 

Visually check the surfaced areas 
to ensure that there are no spills.  
Clean up if necessary. 

      
Operatives 

Check bunds are not filling– 
pump out if necessary.       

Site Manager 

Check bunds to make sure they 
aren’t damaged or leaking, for 
example cracks or deformation 
from impact damage. 

      

Site Manager 

Check noise levels are as 
expected immediately outside 
site security fence. 

If not investigate and rectify e.g. 
close Unit doors 

     

 

Site Manager 

Check dust not accumulating. 

Clean up if necessary 

 

 

      

Operatives 

 



Table 7 Maintenance record example 

Item: Bunds Due:  weekly 

Completed on Completed by Comments 

For example, 
27-02-09 

 A Person  Bund around oil tank cracked. Crack repaired and bund resealed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Table 8 Accident/incident plan 
Possible Accident / Incident What would the  

environment harm 
be?  

How do we reduce the chances 
of it happening? 

What to do if it happens 

Spillage during tanker delivery Contamination of 
drains, groundwater 
if surface not 
maintained 

Contamination of 
land, drains, 
groundwater and 
watercourses. 

Inspect all lines and valves 

Supervise delivery 

Train staff  

Plant and equipment will be 
refuelled in designated areas 
with impervious surface and 
will use drip trays and spill 
materials. 

Locate fuel away from moving 
machinery, with crash barrier 
around / pollards or similar 

Employ spill kit and clean 
up. 

Repair equipment 

 

 

Fuelling loading Vehicle  

 

Overfilling of oil / fuel tanks 
during delivery. 

Stock level control checks, 
supervised delivery and high 
level alarms. 

Failure of Diesel storage tanks Inspection for leaks, repair as 
soon as possible 

Vandalism 

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

 

Contamination of 
land, drains, 
groundwater and 
watercourses. 

Escape of dusts 

Escape of gases 

 
 
Secure gate and perimeter  
fence 
Site locked if ever un-manned,  
tanks and valves locked when  
not in use 
Plant and equipment locked  
 

 

Any of the actions listed 
above, appropriate to the 
vandalism causes 

 

 

 

 

 

 



Table 9 Accident and incident record 
Date and time of the incident  

 

 

 

What happened, what was it about? 

 

 

Was anyone else aware of this – other witnesses?  If so who? 

 

What caused it? 

 

 

What action did you take to fix the problem? Were external agencies involved? 

 

 

What have you done to make sure that it does not happen again?  

 

 

Was there any significant pollution – for example: oil entering a surface water drain. If so what? 

 

 

 

If there was then you must notify the 
Environment Agency on 0800 807060 ASAP.  
Have you done so? 

Yes/No/not applicable 

Time: 

Date: 

E.A Incident number (if applicable): 

Please print your name and sign 

 



Table 10 Record of non-conformances 

Date and time non-conformance identified  

 

What happened, what was it about and what permit condition does it relate to? 

 

 

What caused it? 

 

 

What have you done to make sure that it does not happen again?  

 

 

Have you reviewed the EMS and rolled out any changes to operations and procedures? Include 
dates. 

 

 

 

Was there any significant pollution – for example: oil entering a surface water drain. If so what? 

 

 

 

If there was then you must notify the 
Environment Agency on 0800 807060 ASAP.  
Have you done so? 

Yes/No/not applicable 

Time: 

Date: 

E.A. Incident number: 

Please print your name and sign 

 

 

 



Table 11 Complaints record 

Who made the complaint?             Name:  

Address  

 

Phone No  

Date and time they made the complaint  

What happened, what was it about? 

 

 

Was anyone else aware of this – other neighbours or your staff?  If so who? 

 

Assuming the complaint relates to your site, what was the problem, what went wrong? If you can’t 
find the source of the problem you should contact a suitably qualified person to do so and record 
who they were and what the problem was. 

 

What have you done to make sure that it does not happen again?  

 

Was there any significant pollution – for example: excessive odour which can be smelt off site or 
spillage of untreated sewage onto the ground into a drain or a watercourse? If so the Environment 
Agency must be informed. 

 

If there was then you must notify the 
Environment Agency on 0800 807060 ASAP.  
Have you done so? 

Yes/No/not applicable 

At what time did you phone? 

 

You must also write or send an email to 
confirm this to the local office (see your 
accident management plan for the address). 
Have you done so? 

Yes/No/not applicable 

Time: 

Date: 

Please print your name and sign: 

 



Table 12 Staff responsibilities 

Name Role Part of permit 
responsible for 

Any other legislative 
responsibilities 

Required training 
received? 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    



 

 

Table 13 Training checklist SEE ISO 14001 MANAGEMENT SYSTEM 
 Use as many of these forms as required 

JOB 

 

TRAINING REQUIRED 

(tick boxes to show who needs which training) 

COMMENTS 

 

Environmental awareness Maintenance/operations 
Accidents and 
emergency 

Ce
rt
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f T
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pe

te
nc

e 

Su
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 p
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 C
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e 
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n 
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e 
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M
ai
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 o
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l e
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m

en
t 

Sc
re

en
er

 

Pu
m

ps
 

Si
te

 S
ec

ur
ity

 
Bu

nd
s a

nd
 st
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ag

e 
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ui
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en
t 

 Fi
re

 p
ro

ce
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Sp
ill

 re
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se

 p
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 Du
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Site Manager √  √ √  √ √ √   √ √  √ √  √     

Site supervisor  √ √ √  √ √  √   √ √  √ √  √     

Site operatives    √ √ √ √ √ √ √ √  √  √ √  √     

 

  



Table 14 Training record – SEE ISO 14001 MANAGEMENT SYSTEM 
Employee Name 

 

 

 

Job Title 

 

 

Training Required Date due Date done Passed as 
competent? 

yes/no 

Reviewers 
Signature 

Date for Refresher  Comments 

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      

 

 

      



Table 15 Register of legislation and other obligations – SEE ISO 14001 MANAGEMENT 
SYSTEM 

Legislation/code of 
practice 

Applicable to which 
process/product 

Where is a copy 
held? 

Person responsible for 
compliance 

Environmental 
Permitting Regulations 
2010 

 

Site operations Site office Site Manager 

Oil Storage Regulation 

 

 

Fuel for loading vehicles 
and diesel storage 

Site Manager 

Duty of Care 
Regulations 

 

 

Waste acceptance and 
dispatch 

Site Manager and 
Operatives 

 

 

 

  

 

 

 

  

 

 

 

   

 

 

 

   

 

  



Table 16 - List of Procedures  - SEE ISO 14001 MANAGEMENT SYSTEM 

(use as many forms as required) 

 

Procedure Name What process / activity / 
equipment does it relate 
to? 

Where is the procedure 
kept? 

Version Number When was the 
procedure last 
reviewed? 

Comment 

Operating of screener      
      
      
      
 

TO BE COMPLETED UPON ISSUE OF ENVIRONMENTAL PERMIT 

  



Table 17 Register of legislation and other obligations SEE ISO 14001 MANAGEMENT 
SYSTEM 

Legislation/code of practice  Applicable to which 
processes/product  

Where is a copy held?  Person responsible for 
compliance  

For example, Environmental 
Permitting Regulations 2010  

Site operations  In the site office  Operations manager  
Mr A Person  

    

    
    
    
    
    
    
    
    
    
    
    
    

 

  



Appendix A Copy of Management System accreditation 
 

Appendix B Copy of WAMITAB Certificate 
 

 

Provided as separate pdf file 
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