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1.0 PRINCIPLE
This section outlines the procedure on site for ensuring records are kept up to date and for the correct length of time on site and to ensure that all site operatives are aware of the correct procedures of keeping records on site.  

Records to be held on site, as a minimum, include:
1. Site Diary

· Hardbound book kept in the Site Manager’s office at all times

2. Auditing

· EMS.S2.10 Monthly EH & S Audit Checklist

· EMS.S2.11 Quarterly EH & S  Audit Checklist

· EMS.S2.12 Management Meeting Form 

3. Complaints

· EMS.S2.07 Complaints Record Form

4. Training Requirements

· EMS.S3.03 Training Records

· EMS.S3.04 Training Matrix

5. Waste Acceptance

· Waste Transfer Notes

6. Non Conformance Waste Procedure

· EMS.S4.04 Non Conformance Checklist

7. Maintenance Schedule

· EMS.S8.01 Daily Site Monitoring

· EMS.S8.04 Maintenance Checklist

· EMS.S8.03 Maintenance Record

This list will be checked regularly and updated as requirements change.
2.0 RESPONSIBILITIES

All site operatives are responsible for carrying out the procedure as detailed in Section 3.0. Any changes to the procedure required are the responsibility of the Site Manager to update and re-issue the amended procedure.

3.0 INFORMation

All relevant notifications and submissions to Natural Resources Wales (NRW) regarding the site will be made in writing and will quote the Environmental Permit reference number and the name of the permit holder. 

Records will be maintained for at least 6 years, however in the case of off-site environmental effects, and matters which affect the condition of land and groundwater the records shall be kept until permit surrender.  Duty of Care records will be kept for a minimum of 2 years. 
3.1 Reporting & notification
3.1.1 Change to technically competent persons

NRW will be informed in writing of any changes in the technically competent management of the site and the name of any incoming person, together with evidence that such person has the required technical competence. Such notification will be given within 7 days of the changes taking effect. 

3.1.2 Waste Types, Quantities and Sampling results

A summary report of waste types and quantities accepted and removed from the site for each quarter will be submitted to NRW within 1 month of the end of the quarter, unless otherwise required by the permit conditions.

3.1.3 Relevant prosecutions

NRW will be notified of the following events:

· PCC being convicted of any relevant offence; and

· any appeal against a conviction for a relevant offence and the results of such an appeal. 

3.1.4 Notification of Change of Operator’s or Holder’s Details
NRW will be notified of the following: 

· any change in the operator’s trading name, registered name or registered office address; and

· any steps taken with a view to the company going into administration, entering into a company voluntary arrangement or being wound up.

3.1.5 Adverse effects

NRW will be notified without delay following the detection of any of the following:

· a malfunction, breakdown or failure of equipment or techniques;

· an accident;

· fugitive emissions which have caused is causing or may cause significant pollution; and

any significant adverse environmental and health effect.  
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