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These checklist questions are to be completed following an odour complaint. The General manager or a director will chair the meeting and the members of staff from the relevant department involved as soon as is reasonably practical

	Checklist 


	Comments

	Nature of Complaint. Date & time

	

	Location Complaint was lodged from (please give map location or name of resident / member of public)


	

	Name and contact details of member of public / business


	

	BKP Staff members present for meeting & date and time


	


Were any processing issues experienced that day?

Please give details of nature of materials processed that day (material, EWC, producer, consignment note codes)
Please supply lab analysis / testing for waste treated on that day and retained samples to be supplied for additional analysis if required?

Were any issues logged on daily walkround check by the GM / TCM?
Likely conclusions for odour complaint – Please list discussion and findings

Chair of meeting - conclusion / discussion & further actions. Should internal investigation and nature of complaint and cause be inconclusive existing operation is to be ceased until specialist monitoring / process review is conducted and in place

Signed

Date

Position

Please keep a record of this electronically on the E drive under compliance - Complaints
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