	Action
	Date completed

	Ensure Area Review carried out

	15/11/22

	Obtain operator / consultant sign off 
	22/11/22

	Update permit number, effective and issue dates on permit and decision document 
Permit number update only relevant to NEW permits
	23/11/22

	Permitting Team Leader sign off complete

	23/11/22

	Convert permit document to .pdf format

	24/11/22

	Prepare issue letter

	24/11/22

	Prepare Pollution Inventory letter, Reg 61 notice and Schedule of substances
Only applied to New permits and Transfers and for permits where an Installation is added to a permit for the first time.

	N/A

	Send Issue letter, Permit and Pollution Inventory letter, Reg 61 notice and schedule of substances (if relevant) to Operator by e-mail.
NOTE THAT: Compliance Officer, Compliance Team Leader and Compliance Technical Support Officer should be copied on this e-mail.

	24/11/22

	Send Issue Letter and Permit to the Company Secretary at the Registered Office address by post.

	24/11/22

	Ensure all relevant charging component(s) are entered into PALS

	24/11/22

	Arrange for a PALS QA
	N/A

	Issue on PALS
	24/11/22

	Save final documentation on to DMS, including all approval e-mails.
Signed permit and final version of DD should be stored in Licence Supervision folder

	24/11/22

	Review WIP folder, delete documents as necessary.
Documents that are already on DMS or those that were not pertinent to our decision making should be deleted.

	24/11/22

	Ask one of the team DMS Super Users to update DMS folder name from PAN number to base permit number
Only for NEW permits

	N/A

	Transfer all remaining documents in WIP folder to the relevant DMS folders, with appropriate disclosure status.
Save all emails using Repstor from outlook, and save as “email for perm comp”

Remember permit/notice and operating techniques go in “license supervision” – everything else in “license application/variation/transfer/surrender”

Review documents in DMS folder and update status to ‘Public Register’ if necessary.

“Normal” disclosure status (informative – Some HPI case documents etc may be escalated to more restricted status):

	Document
	Normal status

	Pre-application advice
	To be assessed

	All application documents (unless otherwise indicated e.g. below) – including if confidentiality claim rejected
	Public register

	Formally accepted Confidential application documents
	Approval for access

	Documents confirmed subject to national security
	Not public register

	Banking/finance information e.g. account number – not payment reference
	To be assessed

	Statutory consultation communications from organisations (e.g. PHW, Natural England) – including internal HRA Form 1’s, Form 2 responses and signed Appendix 4s from SNCB within NRW 
	Public Register

	Personal consultation responses from members of the public(e.g. with GDPR personal data)
	To be assessed

	Informal internal consultations (e.g. AQMRAT advice, Geoscience advice, Water FD assessments, any papers to ISG/RBB…)
	To be assessed

	Legal advice, potentially sensitive / contentious information 
	Approval for access

	Operator and area comments/agreement to permit
	To be assessed

	Peer review approval / checklist and 
Team leader sign-off (and SALS)
	To be assessed

	Permit, DD and “operating conditions” – including in “license supervision” folder
	Public Register

	Word copy of permit, DD, for future permit drafting etc
	Not public register



Public register is for a document that is suitable to be accessed by the public, in its existing form – without the need for redaction, or further assessment. There is a general presumption in most legislation that information should be disclosed to the public (public interest), particularly where it influences our decision or relates to emissions. We also want to be as transparent as possible, as an organisation.

Refer to On-line Public Register Guide - Using DMS metadata correctly_Final v4 Nov19.docx (sharepoint.com) if in doubt or for more detailed information on the correct disclosure status, and on naming conventions etc.

For variations, also check (and if required, update) the disclosure status of historic application documents. 

	24/11/22

	Update the appropriate spreadsheet/s if the site is IF, MCP or waste incineration. 
For IF sites it is the master spreadsheet, for MCP’s it is the two spreadsheets (billing and tracking) and for waste incineration it is the listing spreadsheet both internal and the published list.
	N/A

	Delete WIP folder

	24/11/22





