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Comments on Review:

Adjust and reformat UK site specific procedures to reflect corporate format.
1. Purpose and Objectives.

1.1 To define clear, concise instructions for the Production Department, to ensure it functions within the company Quality, Environmental and Health and Safety scheme in all maters relating to BS EN ISO 14001:2004, BS EN ISO 9001:2008 OHSAS 18001:2007 systems and Environment Permit VP3030BX.
1.2 To ensure all members of the Production Department are aware of all aspects of Quality, Health Safety and Environment and the possible effects their work practices have on it.

1.3 To ensure that all production operations are planned and monitored to achieve the specified requirements in terms of quality, efficiency, safety and environment.

1.4 To ensure all aspects of the laboratory testing for finished products and raw materials is completed as per relevant procedures.

1.5 To ensure all non-conforming products are identified and controlled, ensuring corrective actions are taken were appropriate.
2. Scope.

2.1 This procedure applies to the Production, Laboratory Departments at the site and the BFA storage area.

3. Reference documents.

· BS EN ISO 14001:2004
· BS EN ISO 9001:2008

· OHSAS 18001: 2007
· ISO14064-1
· QSEUK.18

· ENGUK.02
· QSE.03
· PRODUK.01
· QSE.09
· HR.01
· All Gas treatment operating procedures
· QSEUK.20
· QSE.06 & QSEUK.21
· QSE.10
· QSEUK.24
· QSEUK.27
· QSEUK.23
· Material Safety Data Sheets
· Daily laboratory report sheets
· In process testing procedures
· Finished Product testing procedures.
· Plant / Process record sheets.
· PPC Permit VP3030BX.
· Environment Agency guidance document (The Inorganic Chemicals Sector (EPR 4.03)

· Hazardous waste regulations 2005.

· The waste (England and Wales) Amended Regulations 2011.

· Befesa site odour management plan.

· Ground water management.

4. Responsibilities.

4.1 Plant manager in conjunction with Pre-Treatment Manager and Treatment Manager or Nominated deputy.
· To ensure production personnel are suitably trained.
· To ensure compliance with this procedure and the site / plant operating procedures.
· To ensure laboratory work carried out by the Production or Laboratory Departments is conducted in accordance with site procedures.
· To maintain and update process / operating instructions and plant record sheets.
· To monitor technical performance of the processes.
· To manage problem resolution, modification and optimisation of processes on the site.
· To review product specifications as required with the Sales Department function.
· To agree the basis of Safety with the QSE Department.
· To agree any Environmental implications with the QSE Department.

· To control odour and impacts from site activities.

· To control ground water management on the site.

4.2 QSE Manager and QSE Co-ordinator or Nominated Deputy.
· To report discrepancies which have (or could have) and effect on product quality to the Plant Manager Managing Director or nominated deputy.
· To conduct laboratory testing and analysis finished product as required.
· To produce certificate of analysis as required.
· To produce certificates of conformity as required. 

· To monitor, investigate and report Odour issues detected to the management team. 

· To monitor ground water and report issues detected to the management team.

4.3 QSE Manager
· For auditing the compliance with and effectiveness of this procedure.

5. Production Monitoring.

5.1 The production monitor (for one week) is issued by the Plant Manager, Pre Treatment Manager, Treatment Manager or nominated deputy. Each monitor runs from Monday 07:00 hrs to the following Monday 07:00 hrs.

5.2 The monitor includes:

· A & B Line Production Monitor Sheets.

· A & B Line roller and framework check sheets

· Chemical Plant Production Monitor Sheets





· Manpower Analysis Sheet




· Action Log Sheets (various priorities)

· Labour Forecast Sheets.

· QSE Check Sheet.

· Production plans

· Environmental monitoring sheets.

5.3 The Plant Manager, Pre Treatment Manager Treatment Manager or nominated Deputy reviews the monitors at the Daily Action Review Meetings.
6. Daily Action Review Meeting.

6.1 The purpose of this meeting is to review the previous 24 hours performance, discuss variance against the standards and action any issues according to priority guidelines; it is held at 09:30 hrs Monday to Friday

6.2 The previous 24 hours production is discussed with reference to information from the production monitor and other appropriate sources. A plan for the next 24 hours is also set at this meeting.

6.3 Process efficiency, material stock levels, maintenance, Safety, Quality and Environmental issues including water management Internal/ External complaints, odour reports, weather conditions, wind direction and impacts are raised and actioned according to priority guidelines The production rolling action log is also used to highlight issues/actions requiring investigation and as a record to ensure actions are assigned and updated as required.

6.4 A daily goods review meeting is also held to ensure actions are raised and actioned according to priority guidelines. It is held at 09:00 hrs Monday to Friday.
Agenda includes:

•
Stocks

•
Receipts for the coming days and weeks

•
Product quality issues

•
Sample requirements

•
Deliveries booked in

•
Production requirements and current / expected treatment rates

•
Materials dispatch requirement

•
Operational issues, including non-conformances.

· Vehicle maintenance issues.
· Internal oxide movements.

· Weather conditions, wind direction and impacts.

7. Production & Maintenance Planning.

7.1 A planning meeting is conducted each week to set out production objectives for the forthcoming week (each Monday to Sunday period). The objective of the planning meeting is to coordinate production and maintenance activities in achieving the sites budget in compliance with Company systems and any regulatory requirements. 

7.2The planning meeting is attended by the Plant Manager, Treatment Manager, pre-Treatment Manager, Maintenance Supervisor, Site Engineer and Electrical Supervisor (or nominated deputies).

7.3 The agenda at the planning meeting includes:

•
Stock levels of raw materials and products

•
Order requirements for products (both quantity and specification)

•
Materials to be processed by type and supplier

•
Manning levels (both production and maintenance)

•
Plant maintenance requirements (action log)

•
Budgets

•
Environmental requirements and impacts.

•
Water management.

•
Safety requirements.

•
Quality issues.
7.4 From the meeting a production plan is produced detailing;

•
Plant by plant daily processing expectations including materials to be processed by location and supplier as appropriate.

•
A schedule of finished products to be produced including quantity and specifications as appropriate.

•
Manpower availability versus establishment detailing any overtime requests / requirements and training commitments.

•
A schedule of planned maintenance detailing expected costs, duration and manpower requirements (including any contract labour) per activity and any RAMS required  

•
A rolling 4 weekly maintenance programme transposed according to priority from the plant action log.

7.5 Each participant above mentioned contributes in compiling the plan which is then circulated by email by either the Treatment or Pre-Treatment Manager. The production plan is then also included in the weekly production monitor. 

8. Shutdown Planning

8.1 The site has an annual shutdown typically lasting for 14 days, although this may vary subject to budgets and other commitments. The shutdown normally occurs the last week in July and the first week in August.

8.2 During the shutdown all normal processing activities stop and the plant is subjected to an extensive cleaning and maintenance programme. These activities are normally those that cannot be completed during normal operation due to constraints of time, safety (constraints of full operational safety i.e. requires plant to be free of materials and process fluids etc.), or cost.

8.3 In addition to maintenance and cleaning, any major and operationally disruptive project work is also undertaken.

8.4 Planning for the shutdown starts normally 6 months in advance of the start in order to ensure that all requirements are satisfied.

8.5 Shutdown planning meetings are attended by all site production and maintenance management and the QSE manager. Initially meetings are conducted every 2 weeks with the frequency increasing as the shutdown approaches to a minimum of weekly.

8.6 The agenda at the shutdown planning meeting includes:

· Budgets and costs (project and general maintenance)

· Project works required.
· Maintenance works required.
· Necessity for and availability of RAMS’s.
· Requirements for contract labour.
· Environmental requirements and impacts.

· Water management.

· Safety requirements.

· Quality issues.

· Requirements for hazard assessment or completion of the sites control of change documentation (PPCA procedure)
8.7 Further to each meeting a shutdown plan is produced and updated by the site Engineer which is then circulated by email.
8.8 The planning process continues until final agreement is reached with respect of activities costs and budgets. A final plan is then issued and in addition the QSE department then produces a working shutdown file which includes RAMS for each and every activity scheduled as required including those supplied by contracting companies.

9. Management Meetings.

9.1 Production performance is reviewed on a monthly basis against budget at this meeting.

9.2 All other aspects of operational performance are also reviewed at this meeting, which include Environment, Safety, Quality, Engineering and Maintenance Sales and Customer requirements relating to company targets and objectives.

9.3 Shift Managers meeting are held on a regular basis issues which include Environment, Safety, Quality, Engineering and Maintenance Sales and Customer requirements relating to company targets and objectives are discussed the minutes from these meetings are recorded in the shift managers meeting log.
10. Odour management.

10.1 All operational staff will be responsible for reporting any odour problems immediately to the QSE Manager (or designated responsible person). 

10.2 Daily site monitoring is undertaken at the site boundary and other agreed locations by QSE department. 

10.3 Any elevated levels of odour identified by the monitoring programme will initiate the internal / external complaints reporting procedure along with Accidents, Incidents and Near Misses Reporting procedure. 

10.4 The QSE Manager and Plant Manager (or designated responsible person) will carry out a range of checks at the identified source of the elevated levels to ensure the plant is being operated in line with Befesa procedures to ensure that any improvements required to minimise the odour levels are made. 

10.5 To further mitigate the elevated odour levels, the following actions shall

also be considered.

•
The risk associated with the odour is assessed and if necessary the processing plant in operation at the time of the odour complaint will be temporarily shut down to avoid further odourous releases. 

•
All other duties for QSE staff and managers will be suspended and the staff re-employed in the immediate investigation of the odour.

10.6 Once the improvements identified by the QSE Manager, Plant Manager (or designated responsible person) have been completed, the manager will commission a further odour assessment to ensure that the improvements have addressed the source of the elevated levels. If the elevated levels are still present then the manager will repeat the request for improvements and subsequent assessments until the odour has abated.

11. Gas Scrubbers.

11.1 There are a number of scrubbers on site, which are used to minimise and control emissions.

11.2 Gas scrubbers are set up as described in the appropriate operating procedure. Ref: All Scrubber operating procedures
11.3 Each scrubber plant has a liquid holding tank, which is charged as instructed in the operating instruction/relevant scrubber operating procedure. Ref: All Scrubber operating procedures                 

11.4 Gas scrubbers are regularly monitored and the monitoring information is recorded in the 2 hourly monitoring sheets.

11.5 Action levels for the scrubbers are detailed in the operating instructions,    Ref: All Scrubber operating procedures and the 2 hourly record sheets.

11.6 Spent scrubber liquors are dealt with as instructed in the relevant operating instructions. Ref: All Scrubber operating procedures
12. Decontamination of Equipment.

12.1 All equipment, which is to be removed or repaired by the engineering department, must be decontaminated/ cleaned down by production personnel in the appropriate plant area.
13. Bunded Areas.

13.1 All bunded areas are inspected on a daily basis for signs of structural damage or signs of spillage or leaks. The details are recorded in the 2 hourly record sheets and any actions required are entered into the daily action log and reported to the Manufacturing Manager.

13.2 Any liquid found in the bunded areas is transferred to chemical plant moat and recycled through the chemical plant water usage system.

13.3 All bunds will be leak tested at the summer shutdown and any repairs conducted as necessary.  Records of the tests will be recorded in the site preventative maintenance system.
14. Drain and interceptor (inspection & clearance) Ground and surface water management
14.1 All drains on site will be inspected on a regular basis for solids build up. For ground and surface water management; ref QSEUK.27 
14.2 Any solids must be removed (if possible) and sent to the chemical plant   processing / recycle.

· Waste bags for general skip waste.

· Suitable containers appropriately labelled (if hazardous waste)

14.3 Waste disposal/drain clearance should only be carried out by an approved contractor.

14.4 A high-pressure jet washer should be used to clear blockages in the drains. Once jetting has been completed the Workshop manager or nominated deputy will inspect the drains before moving on to another drain.

14.5 The site interceptor is inspected and cleaned if required at the summer plant shutdown. Records will be entered in the preventative maintenance system

14.6 Any waste from the interceptor or drains is either recycled in the plant or sent of site if required by an approved waste contractor. 

15. Training and Operator Competency.

15.1 When a new employee joins the production department they will receive a site induction from the QSE Department this includes:
· Safety systems and site requirements.

· Environmental site requirements including odour controls.

· Quality systems requirements.

15.2 The new employee will also be given an induction pack and handbook and the production department procedure to read and understand along with other relevant documentation from the management systems.
15.3 Initially the new employee may be required to work on days, before picking up his shift pattern. During this time he will familiarise himself with the site, plant and equipment under direct supervision, and will always work along side an experienced operator. The QSE department will set up a skills matrix and training file.

15.4 After an initial probation period, typically three months, the employee’s performance will be assessed by the Plant Manager Treatment Manager and Shift Manager.

15.5 The aim of the skills matrix is to allow the Plant Manager, Treatment Manager and Pre-Treatment Manager to document the level of experience attained by the new employee on key areas of the plant.

Both parties will sign off the matrix following an appraisal. Any areas of training required will be added to the individual’s annual training plan.

15.6 Annual training plans are produced for all production and maintenance personnel each year by the QSE department, in conjunction with the Plant Manager, Treatment Manage Pre-Treatment Manager Maintenance Manager or nominated Deputies. 

16. Information Files.

16.1 All information relating to safety, environmental and quality for the site along with electronic risk assessment files and electronic procedures files and Permit VP3030BX can be accessed within the electronic central server document files.
It is the responsibility of the QSE Department to update the files with updated information and delete any superseded documents.

17. Risk Assessments Audits.

17.1 The Production Department is subject to a range of risk assessments. typically risk assessments will be reviewed and updated on an annual basis but could be more frequent dependant on the level of risk involved or where there is significant change to a specific job task or operation. The risk assessments will review the Health, Safety and Environmental issues of each operation and task.

17.2 Risk assessments are normally carried out by the Plant Manager, Treatment Manager in conjunction with the QSE Department, with input from all members of the Production Department.
17.3 The following assessments are carried out in the production area:

· General Plant and Equipment Risk Assessments.

· Manual Handling Assessments.

· COSHH Assessments.

· Safety and Environmental Samples.

· Safety and Environmental Inspections.

· Safety and Environmental Audits.

· Noise Assessments.

· Fire risk Assessments.

· Lighting Assessments

· PPE Assessments

17.4 Any effects on product quality safety and the environmental impact will also be considered as appropriate.

18. Personal Protective Equipment.

18.1 Personal Protective Equipment must be worn when carrying out hazardous operations. Protective equipment is issued to production personnel on an individual basis. All production personnel have access to the full range of PPE required for all operations on site.

18.2 Protective equipment must be stored in a suitable manner, ideally in a clean dedicated locker. All PPE must be examined on a regular basis.

18.3 Defects or problems with PPE must be reported to the QSE Manager, Shift Manager or nominated Deputy.
19. Permit to Work System.

19.1 The permit to work system allow operations to be carried out on site ensuring that the operations risks have been identified and the appropriate safety and environmental controls have been put in place.

19.2 It is the responsibility of the QSE Department to generate and if necessary amend the permit to work documentation, systems and instructions.

19.3 Training and assessment of competence relating to the permit to work system is also the responsibility of the QSE Department.

20. Process Optimisation.

20.1 The purpose of process optimisation is to continually improve processes in terms of times, yields, quality, safety and environmental effects.

20.2 The Plant Manager, Treatment Manager, Pre-Treatment Manager will modify processes under site and production control as appropriate. 

20.3 A PPCA will be raised for changes that would affect Safety, Environment, Quality or plant and equipment guidance on the impact on the site PPC permit VP3030BX will be conduct through written consent from the Environment Agency.

20.4 Process optimisation meeting (POM’s) are held as required by the Plant Manager with records kept in the Plant Managers office.

21. Process Safety Management.

21.1 A hazard process and operability (HAZOP) study or hazard assessment will be conducted for all new equipment, installations, or significant alterations after the design work but before construction. A manufacturing representative (Plant Manager, Pre-treatment Manager Treatment Manager or Shift Manager may be required to attend a HAZOP to input relevant information to identify potential Safety, Quality and Environmental hazards.

21.2 Since the hazard review process is an intense mental activity, the session     should be limited to 2hrs, maximum length.

21.3 In order to utilise meeting time to best advantage familiarisation, preparation work and collection of documents outside the meetings is expected and required of all those participating in the hazard assessment meeting.

21.4 At the start of the hazard assessment meeting the person responsible for the process and/or plant/equipment will describe to the hazard assessment team the process and/or plant/equipment to be used, the raw materials involved and any plant modifications identified.  He/she will also describe any work so far conducted and whether any unusual aspects of the process/plant/equipment are apparent.  This information will be recorded as part of the hazard assessment minutes.

21.5 A check will then be made that, as a minimum, the following information is available:

· The results of the preliminary risk assessment
· MSDS’s for all raw materials, isolated intermediates and products
· Packaging details for all raw materials, intermediates and products
· Details of the chemical synthesis steps required and the conditions to be used.  Also details of any physical processes involved e.g. filtration, distillation etc.
· An up to date drawing of the plant to be used
· Details of vent scrubbing requirements and consent limits to be achieved
· Details of waste stream quantities and packaging requirements
· Details and specifications of any plant/equipment to be used or modified
21.6
If any of the above information is not available, the session will be ended, actions agreed to source the outstanding information, and a new meeting date agreed.  The hazard assessment process will not be conducted with inadequate information.

21.7   The process and/or plant/equipment will be split up into separate steps, each comprising a unit operation.  This list of steps will be documented, and then each in turn will be examined using the hazard assessment process.  A checklist (see appendix A) will be used as an aide-memoir during the review.

21.8
Guide words will be used (See Appendix A) will be used in conjunction with the checklist to guide the hazard assessment, Where a guide word generates no comment or is not considered relevant, no minute need be made, but where it does, a description of the potential hazard or difficulty should be recorded along with the required precaution or action and a note of who is responsible for implementation.  This action may be simply a check to be made on some piece of equipment, a requirement for a note in process instructions or may be a requirement for further lab work to investigate aspects of the process more closely.  The hazard assessment process should be recorded on the hazard assessment worksheet.

21.9
Each individual is responsible for ensuring that his/her actions are   completed before the trial, however as a final check, the team member responsible for the process will record on his/her (file) copy of the hazard assessment review minutes that each action has been completed.

21.10 Once the hazard assessment is complete, the team member responsible for the process will decide and document the basis of safety to be adopted for the process.  This will be written up as a section of the process instructions/plant/equipment operating instructions.

21.11The success of hazard reviews depends on the quality of information brought to the meetings and the input from the departments represented.  It is therefore important that a wide range of disciplines are utilised during the meetings.  The following list represents a standard complement for a hazard review meeting however in their absence a nominated deputy may be involved.

Plant Manager


Production representative, i.e. shift leader


QSE representative


Maintenance Manager

(Other departmental representatives may be asked to attend if deemed       necessary by hazard review team).

If after the initial hazard assessment team meeting it is felt that a full detailed HAZOP is required, then this should be organised by the Maintenance Manager and follow the Institute of Chemical Engineers Guide Lines.  This may involve using an external company and /or contractor.

21.12 Also for minor changes, a hazard assessment will be conducted and a PPCA raised.
22. Changes to Plant / Process.  (Plant Process Change Authorisation)
22.1 The Plant Manager is responsible for all PPCA’s. The completed PPCA’s file is located in the QSE Office.

22.2 The Plant Manager in conjunction with the QSE Manager will liaise with the Environment Agency on plant / process changes that could impact on the sites PPC permit VP3030BX

22.3
Befesa Salt Slags Limited is committed to achieving the highest standards of Health, Safety and Environmental management.  An integral part of this commitment is management of change.  In order to comply with this commitment we will:

· As a minimum comply with legal requirements.

· Define what constitutes change.

· Define what level of hazard assessment is appropriate under all circumstances.

· Define levels of competency required for authorising change.

· Define the disciplines required to assess and authorise change.

· Ensure that changes are recorded in drawings, process instructions or other documents as appropriate.

· Consider the effects on the site management systems ISO 14001: 2004, ISO 9001:2008 and OHSAS 18001:2007
22.4
The objective of these instructions is to ensure that the health, safety, quality, environmental, cost and operational implications of plant and process changes are considered, documented and appropriately authorised before any such change is implemented.

22.5
A further objective is to ensure that all changes to the structure, layout or materials of construction of the plant and / or equipment are recorded on the appropriate drawing(s) or other documents (data sheets, specifications etc.) as appropriate.

22.6
The originator of a proposed change (or his / her supervisor if originator is not a supervisor / manager) is responsible for managing the change to completion and for ensuring that all associated documentation is updated and appropriate.
22.7 For guidance, the following would require a PPCA:  (the list is not exhaustive).

· Any change with safety, quality or environmental implications – reaction conditions or scrubbing arrangements for example.

· Any change to operating conditions (such as temperature, pressure, pH)

· Any change to the configuration of, or material of construction of, any vessel or its associated equipment) the above includes replacement of equipment where the new item is different in specification or physical form from the original.  It also includes the temporary or permanent use of equipment from one item of plant or location in another; i.e. cannibalisation.

· Changes to packaging or labelling.

· Changes to control regimes whether implemented via software or hard wired systems, including changes to set points, test methods or frequency.

22.8 The type of assessment (formal HAZOP or Hazard Assessment) required for any particular change will be decided on the basis of the complexity of the proposed change, properties of the materials involved and the worst case scenario which may result from the change. For guidance, the following require formal HAZOP:

· Use of a vessel, which is functionally dis-similar, or of a different material of construction to that for which the original hazard was considered.

· Significant changes to operating conditions such as temperature, or pressure.

· Use of different materials.

And the following can be conducted using a hazard assessment:

· Use of a functionally similar vessel of the same size as considered in the original hazard assessment.

· Modifications to plant or equipment, which do not increase the hazard.

22.9
Assessment and authorisation of change will be conducted by suitable qualified and competent staff.  For example, a change to the chemistry of a process must be assessed and authorised by people who have detailed knowledge of the chemistry of that process.  Similarly, engineering changes need assessment and authorisation of engineers with knowledge of the plant concerned and the standards employed.

22.10
Minor temporary changes to enable progress during process problems, or changes identified outside normal working hours will be documented via this procedure.  Such changes may be made permanent if they prove successful and / or if they comprise a useful addition to existing procedures, following a full assessment at the earliest opportunity.

Where such change is of the “emergency repair” nature (including plant cannibalisation), agreement of the appropriate engineering manager (by phone if necessary) must be obtained before proceeding.  A time limit must be set and recorded by which the repair is to be made permanent (or the cannibalisation reversed).

22.11
The need for a plant or process change may be identified by any employee. Once identified, that employee (the originator) will discuss and enter the proposed change in the plant action log with his/her Departmental manager.

22.12
Once the requirement for a plant or process change has been established in principle, a numbered PPCA form will be raised and a record of its issue made by the Plant Manager.  The form will be signed by the originator.

22.13 The following information must be recorded on the form as a minimum:

· Whether the change is a plant or process modification, or both

· A description of the proposed change

· Any specific recommendations from the original Hazard assessment / HAZOP which may be affected by the proposed change

· Any limits to the change, e.g. this week only, rum of 50 tonnes etc

· The reasons for, or benefits from the proposed change

· Any known hazard or operability implications

· Any regulatory implications

22.14
Any relevant supporting information such as drawings or process measurements should be attached to the PPCA form.

22.15
An initial assessment of the proposed change will then be arranged by the proposer (or his / her supervisor if proposer is not a supervisor / manager).  The team carrying out this assessment must consist of at least three suitably knowledgeable people from the following disciplines:

· Process Management 

· Technical

· Q.S.E

· Maintenance / Engineering – if the proposed change is to plant

22.16
The initial assessment must identify what level of hazard assessment is required, the timescale needed to implement the proposed change, the approximate costs involved and any testing or lab work which may be needed.  One of the team (generally the Q.SE representative) will sign the form to indicate the type of hazard assessment agreed.

22.17
If the initial assessment identifies that a formal HAZOP is required, the originator should arrange for such an assessment.  A summary of the findings of the HAZOP will be attached to the PPCA form.  If the Hazard Assessment identifies any additional changes required before implementing the proposed change, these will be highlighted on the PPCA form (by the originator), along with any costs, timings et cetera associated with them.

22.18
If the initial assessment team conclude that they have sufficient knowledge and expertise, the team will themselves assess the proposal, record their conclusions and attach them to (or include them on) the PPCA form as above.

22.19
The final Director’s signature is to show that they are satisfied that the procedure has adequately assessed the proposed change.

22.20
The change can then be implemented.  The originator is responsible for ensuring that the change is implemented as planned and for assessing its effectiveness and recording any relevant information.
22.21
If the change is to be implemented permanently, the originator will ensure that any operating instruction, process instruction, process record sheet, plant records, plant drawings or training documents are updated as appropriate.

22.22 The completed original PPCA form and supporting documents will be filed by the QSE Manager. If at any time it is concluded that the proposed change should not be implemented the reasons should be documented and attached to the PPCA form by the originator and the form filed by the QSE Manager as above. Each PPCA will be reviewed by the Plant Manager, QSE Manager to decide if a risk assessment is required at any time. (PPCA Form is shown in Appendix B) 
23. Plant Record Sheets.

The Plant Manager and Treatment Manager review all Plant Record Sheets and assemble them in order for archive filing.

23.1 Plant record sheets and monitors are completed for various areas of the process operations and environmental monitoring including ground water monitoring levels, usage of ground water within the process along with external complaints or odour issues.  The operator or shift manager records information in the relevant areas, as required on the plant record sheets.  The record sheets are a formal record of all aspects of the process which must be controlled to ensure the plant is operated in a manner which protects product quality, health and safety of employees and due consideration for environmental systems and impacts.

23.2 Action levels are set on the plant record sheets, which the operator uses as the ideal operating parameter of the process.  If a reading is outside these action levels, then the operator will attempt to adjust the process operating conditions, after consulting the shift manager to ensure the process is operated within the set action levels.


The operator will record any action taken in the comments section of the record sheet if appropriate.

23.3 Any deviations which may affect product quality or environmental impacts are reviewed by the Treatment manager, QSE Manager and Plant Manager, if necessary the Commercial function will be informed and the relevant action taken. For example: further product testing

24. Boiler and Water Treatment.

24.1 Boiler treatment and water treatment for the site, is carried out by an external specialist contractor with all records kept in the QSE Office. 

24.2 The Laboratory analysis samples the cooling towers and the sites boiler weekly. All records are kept in the QSE Office.

24.3 If any problems are encountered a report is made to the Plant Manager and Workshop Manager. All reports are filed in the QSE Office.
25. Laboratory.

25.1 The laboratory carries out testing of some raw materials, products and materials used / produced by the site.

25.2 Testing of raw materials / products and in process samples is conducted using specific documented testing procedures.

25.3 The test results of all products are compared to the relevant product specifications

25.4 The results of raw material / in process and finished products are circulated on a daily laboratory report (QSE/Lab results/01) which highlights whether the material passes or fails specification. Recommended action is recorded on the comments section of the report if necessary.  Action taken will also be recorded on this report.

25.5 Records of testing are recorded in the laboratory books and recording sheets, each set of results is signed off in the laboratory book by the analyst and indicated, if necessary whether results have passed or failed specification.  With any certificates generated copied to the QSE central filing system.

25.6 Wastes generated by the laboratory are returned and treated in the chemical plant.

25.7 The laboratory fume cupboard is used for specific testing methods. The fume cupboard is tested for efficiency with records filed in the QSE central filing system.

25.8 The extraction for the AA is tested for efficiency and records filed in the QSE central filing system. 

25.9 Specification for all products is monitored by the QSE Department.

25.10 The Laboratory will issue certificates of analysis or certificates or certificates of conformity on request, copies of which are maintained within the QSE files.

26 Non-conforming raw material, finished product and intermediate product

26.1 Raw material, which has been tested, which fails specification is reported to the Plant Manager or nominated deputy. An internal complaint form must be completed at this juncture Ref: QSEUK.23 The Plant Manager after discussion with the supplier of the raw material and in some instances the Commercial Department will determine whether the raw material can be used or not. 

26.2 Raw materials considered not fit to use will be segregated in an appropriate area, labelled (for return to supplier do not use) 
26.3 Finished / Intermediate products that fail specification (non-conforming product) will be reported to the Manager and Commercial Department. The material will then be segregated and a number of options will then be considered.

· Reprocessing the material through the plant

· Seeking a waiver from the customer.

· Downgrading the material.
· Disposal of the material.

26.4 An action taken for non-conforming product will be recorded on the daily laboratory report or in the commercial records.
26.5 If a customer waiver is required and customer approval given for a non-conforming product, a record of this will be recorded as 25.4 written customer approvals may be required in some instances, but is not usually required.
27. Product traceability:

27.1 Products / intermediates and raw materials are normally identified by any of the following ways, dependant on the type of material.

· Date and customer.
· Bay location.
· Log identification.
· Date of processing / manufacture.
· Customer.
· Material Type.
· Skip load.

28. Sampling of raw materials, intermediates environmental samples and finished products:

28.1 Raw material / intermediates and finished product are sampled by one of the following methods.

· Skip load
· Wagon load
· Bag
· As per process record
· Bay 
· Customer
· Composite sample

28.2 The results from internal testing of BFA BSEA BCEA will be recorded in the results record book they will include:

· Date

· Bay
· Chloride Result.

28.3 The results from a visual inspection of exported merchant Metallics will be entered in the Pre shipment form:

· Date

· Material

· Container Number

· Customer

· Appearance/Issues.

28.4 Results from the Laboratory Furnace will be recorded in the Laboratory furnace file this will include

· Date

· Melt Number

· Material

· Container Number

· Melt yield

· Other analysis results as required.
28.5 Environmental testing is completed daily and as required the results are recorded in the daily QSE report.

28.6 All other results from the material testing will be recorded in the daily Laboratory result book.

28.7 The results from external testing will be stored in the External testing file located in the QSE Central filing system and logged in the appropriate log book.

29. New Products.

29.1 The Plant Manager or nominated deputy in conjunction with the QSE Manager is responsible for ensuring any new product supplied for processing is fully assessed on Quality, Safety and Environmental impact this will include.

· Hazard assessment

· Laboratory trials.

· External testing.

· External Environmental Monitoring requirements.

· Personnel training requirements.

· Relevant Environmental permissions are obtained.

29.2 Records of all information relating to any new product will be located within the QSE files.
30. Internal and External Complaints
30.1 On receiving a health, safety, environmental, quality or any form of internal or external complaint it should be reported immediately to the QSE Manager and the relevant Internal/External complaint form instigated. 

Ref: QSEUK.23
Appendix A

Hazard Assessments Checklist

	Factor

	Operation and Design

	· Introduce new or alter existing hardware

· Affect process/equipment upstream or downstream of changes

· Require revision of equipment inspections frequencies

· Require consideration of relevant codes of practice – see checklist

· Affect any existing trip/alarms systems or require additional trip/alarm system

· Affect the reaction stability or controllability of the process

· Alter the composition of or means of disposal of effluent

· Affect existing operating or maintenance procedures or require new procedures

· Alter noise level

· Alter COSSH requirements

· Introduce any extra conductive parts – static/electrical discharge

· Introduce any additional source of heat/power

· Barbour search

	Process Conditions

	· Level

· Pressure

· Flow

· Temperature

· Flashpoint

· Toxicity

· Composition / Recipe

	Pressure / Vacuum

	· Introduce or alter any potential cause of over/under pressuring the system

· Introduce or alter any potential cause of raising /lowering the system temperature

· Introduce risk of creating a vacuum in the system

· Affect equipment already installed for the purpose of preventing over pressure

· Alter venting arrangements

	Area Classification

	· Introduce or alter the location of potential leaks of flammable materials

· Alter the chemical composition/physical properties of the process material

· Introduce new or alter existing electrical equipment



	Operating / Engineering Methods

	· Start up

· Routine operation

· Shutdown

· Preparation for maintenance

· Abnormal operation

· Emergency operation

· Layout & positioning of controls & instruments

· Ergonomics

· Trip and alarm testing

· Maintenance procedures

· Inspection

· Portable equipment



	Engineering Hardware and Design

	· Plant layout

· Line diagram

· Wiring diagram

· Design pressure

· Design temperature

· Materials of construction

· Need for lockable valve

· Loads on or strength of foundations/structures/vessels/supports/pipe work/bellows

· Temporary or permanent pipe work/supports/bellows/valves/slip plates/restriction plates/filters

· Instrumentation & control systems

· Trips and alarms

· Static electricity

· Earth bonding

· Lightning protection

· Radioactivity

· Rate of corrosion



	Workplace

	· Ventilation

· Indoor temperatures

· Lighting

· Cleanliness

· Workstation seating

· Floor condition

· Traffic routes

· Window cleaning

· Sanitary conveniences

· Washing facilities/showers

· Drinking water

· Clothing accommodation

· Rest/eating facilities

	Safety Equipment

	· Fire fighting and detection systems

· Means of escape

· Safety equipment – personnel

· Signage

· Require provision of additional equipment

· Affect existing safety equipment

	Environmental Conditions

	· Liquid emissions

· Solid emissions

· Gaseous emissions

· Noise

· Impact on neighbours

· Environmental Agency Authorisation.

· Planning Permission

· Register of Legislation Review.

· Environmental Aspects review.

· GHG emissions review

Waste generated from removing redundant plant


Hazard Assessment Guideword List

	Guideword
	Deviation guideword/parameter

	Flow/level
	No flow

	
	More flow

	
	Less flow

	
	Reverse flow

	
	Sooner flow

	
	Where else

	Pressure
	More pressure

	
	Less pressure

	Temperature
	More temperature

	
	Less temperature

	Viscosity
	More viscous

	
	Less viscous

	Composition
	Missing component

	
	Extra component

	
	Different/wrong stream

	
	Contamination

	
	Extra phase

	Sequence
	Step omitted

	
	Step shorter

	
	Step longer

	
	Wrong step/order

	Other

Other
	Start-up

	
	Shut down

	
	Relief system

	
	Power/service failure

	
	Corrosion/erosion

	
	Materials of construction

	
	Toxic/asphyxia

	
	Maintenance 

	
	Double valves (trapped liquids)

	
	Valve access

	
	Instruments, trips, testing

	
	Fire

	
	Static electricity

	
	Noise

	
	Ionising radiations

	
	Sampling

	
	Thermal radiation

	
	Spares

	
	Labelling

	
	Location

	
	GHG emissions impact

	
	Authorisation Emission Limits

	
	Impact on local residents


Befesa Salt Slags Ltd.

Hazard Assessment Worksheet

	Date
	
	P & ID Reference
	

	Process
	

	Team
	

	Section/Stage
	

	Design Intention
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	                 Scenario
	         Causes
	               Consequences
	       Safeguards
	     Actions
	By
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Recorder:……………………………..                          Seconders:……………………………………….        Date:…………………..                         

Appendix B
Plant and process change authorisation (Proposal form)

	Process
	
	Initiator
	

	Plant
	
	Date Initiated
	

	Item No
	
	Date Required
	

	Type
	Permanent / Temporary
	Ref No
	

	Change Type
	Plant
	Process
	procedure
	Software
	Drawing

	Description of change (summarise process and plant changes)


	Does the proposal take the process outside of the current basis of safety
	Yes / No / Unknown

	Reasons for / Implications of the change:

Safety                        Reasons /Benefits                           Cost Savings of Change £

Environment     

Quality

Operability


M of C                        Implications                                 Approx. Cost of Change£

Costs


Waste


Time/ Yield

Training



	Approvals

Department:                       Signature                       Position                                       Date

QSE                 :……………………………..         ……………………………..        ……………….

Production      : ……………………………..         ……………………………..        ……………….

Engineering    : ……………………………..         ……………………………..        ……………….

Director:         :  ……………………………..         ……………………………..        ……………….



	Not Approved                                                     Signed………………………….    


	Details of Change (Summarise process and plant changes)



	Changes from team assessment / hazard review / reasons for rejection




PPCA (QSE Assessment) – Plant Changes

	Process Conditions
	Y/N
	Engineering Methods
	Y/N
	Hardware / design
	Y/N
	Hardware / Design
	Y /N

	Temperature
	
	Trip and alarm testing
	
	P&ID
	
	Rate of corrosion
	

	Pressure
	
	Maintenance procedures
	
	Wiring Diagram
	
	Rate of erosion
	

	Flow
	
	Inspection
	
	Fire protection cables
	
	Instrumentation
	

	Composition
	
	Portable equipment
	
	Design Pressure
	
	Mechanical/Electrical
	

	Toxicity
	
	Control logic
	
	Design Temperature
	
	Plant layout
	

	Flash point
	
	
	
	Materials of construction
	
	Handrails
	

	Reaction Conditions
	
	Safety Equipment
	Y/N
	Loads on or strength of
	Y/N
	Platforms 
	

	
	
	Fire fighting Equipment
	
	Foundations
	
	Walkways
	

	Environmental
	Y/N
	Means of escape
	
	Structures
	
	Trip Hazard
	

	Liquid effluent
	
	Safety equipment 
	
	Vessels
	
	Access for
	Y/N

	Solid effluent
	
	
	
	Restriction plates
	
	Operation
	

	Gaseous effluent
	
	Operating methods
	Y/N
	Filters
	
	Maintenance
	

	Noise
	
	Start up
	
	Spares
	
	Vehicles
	

	GHG emissions
	
	Routine operation
	
	Isolation for maintenance
	
	Plant
	

	Trips and alarms
	Y/N
	Shutdown
	
	Underground or Overhead
	
	Fire fighting
	

	Specifications
	
	Preparation for maintenance 
	
	Cables
	Y/N
	Trips alarms
	

	
	
	Abnormal operation
	
	Services
	
	Control systems
	

	
	
	Emergency operation
	
	
	
	Static electricity
	


	Within the categories listed below does the proposal change
	
	What Problem has been created which affects plant or personnel safety and what action is recommended to minimise it?
	Who
	When

	1. Introduce or alter any potential cause of over/under pressurising (or raising or lowering the temperature in) the system or part of it
	
	
	
	

	I2. Introduce the risk of creating a vacuum in the system or part of it
	
	
	
	

	3.In any way effect the equipment installed for the purpose of preventing or minimising over or under pressure
	
	
	
	

	4.Area Classification ATEX Zoned Area 
	
	
	
	

	5.ntroduce or alter the location of potential leaks of flammable material
	
	
	
	

	6. Alter the chemical composition or physical properties of the process material
	
	
	
	

	7. Introduce new or alter existing electrical equipment
	
	
	
	

	Safety Equipment
	
	
	
	

	8. Require the provision of additional safety equipment
	
	
	
	

	9.Affect existing safety equipment
	
	
	
	

	Operation and design
	
	
	
	

	10 Introduce new or alter existing hardware.
	
	
	
	

	11.Introduce new or existing software
	
	
	
	

	12. Require consideration of the relevant codes of practice and specifications
	
	
	
	

	13. Affect the process or equipment upstream or downstream of the change 
	
	
	
	

	14. Affect the safe access for personnel and equipment safe places of work and layout
	
	
	
	

	15. Require revision of equipment inspection frequencies.
	
	
	
	

	16 Affect any existing alarm or trip system or require additional protection
	
	
	
	

	17. Affect the reaction stability or controllability of the process?
	
	
	
	

	18Affect existing operating or maintenance procedures or require new procedures
	
	
	
	

	19 Alter Noise level
	
	
	
	

	20 Alter GHG inventory / emissions
	
	
	
	


PPCA (QSE Assessment) – Plant Changes

	Chemical hazards
	Y/N
	Process Parameters
	Y/N
	Environmental
	Y/N
	Processing Needs
	Y /N

	Classification
	
	Heat of reaction
	
	Air emissions
	
	Distillation
	

	Special characteristics
	
	Accumulation
	
	Abatement
	
	Inerting
	

	
	
	Concentration
	
	Authorisation
	
	Solid addition
	

	
	
	Quantity / Inventory
	
	Solid waste
	
	Liquid addition
	

	
	
	Max / Min Volume
	
	Liquid waste
	
	Agitation
	

	
	
	Temperature
	
	Other (LIST)
	
	Transfer
	

	
	
	Pressure
	
	
	
	Heat/ Cooling
	

	
	
	
	
	
	
	Filtration
	

	ATEX  
	Y/N
	Plant Modifications
	Y/N
	
	
	Pumping
	

	Area compliant
	
	Interlocks or trips
	
	
	
	Vacuum
	

	
	
	Pressure relief
	
	Human
	Y/N
	Sampling
	

	
	
	Material of construction
	
	Change of area /plant
	
	Others(LIST)
	

	
	
	Instruments/measurements 
	
	PPE
	
	
	

	
	
	Scrubber
	
	Training
	
	
	

	
	
	Inlets run offs 
	
	Manual Handling
	
	
	

	
	
	Pumps
	
	Other (LIST)
	
	OTHERS
	Y/N

	
	
	LEV
	
	
	
	IPPC application
	

	
	
	Other (LIST)
	
	Others
	Y/N
	Site authorisation
	

	
	
	
	
	QC
	
	GHG inventory
	

	
	
	
	
	Production
	
	
	

	
	
	
	
	Logistics
	
	
	

	
	
	
	
	Labelling 
	
	
	

	
	
	
	
	Waste
	
	
	

	
	
	
	
	Sales /Purchasing
	
	
	


	Change (from check list)
	Implications (Refer to Key words/phrases)
	Action
	When

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PPCA (Records update)

	Records requiring change
	Identification
	Initial
	Date Changed
	Changed by

	General
	
	
	
	

	P&ID
	
	
	
	

	Trip alarm specification
	
	
	
	

	Plant Operating procedures
	
	
	
	

	Procedures
	
	
	
	

	Specification sheet
	
	
	
	

	Line/ Valve/ Ancillary /Instrument Lists
	
	
	
	

	Maintenance records
	
	
	
	

	Alarm Trip test schedules
	
	
	
	

	Calibration
	
	
	
	

	Statutory inspection
	
	
	
	

	Relief device
	
	
	
	

	Planned Maintenance schedule
	
	
	
	

	Fire protection systems
	
	
	
	

	Drawings
	
	
	
	

	Instrument Drawings
	
	
	
	

	Electrical Drawings
	
	
	
	

	Piping Drawings
	
	
	
	

	Equipment Drawings
	
	
	
	

	Site Plan
	
	
	
	

	Plant/Technical Documentation
	
	
	
	

	Process instructions / record sheets
	
	
	
	

	Training documentation / records
	
	
	
	

	QC Records / methods
	
	
	
	

	MSDS
	
	
	
	

	COSHH
	
	
	
	

	Hazard review / HAZOP documents
	
	
	
	

	PPE requirements
	
	
	
	

	GHG inventory records
	
	
	
	


All the records indicated above have been changed

Signed:……………………………………       Position:…………………….. Date:…………………..
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