ENVIRONMENTAL MANUAL

Scope

The Environment Management System covers Bayliss Recovery Ltd’s operations at the sites; Ogmore Vale, Bridgend, Bridgend Industrial estate, Bridgend and the Tremorfa Industrial estate site in Cardiff. The operations include the storage, transport and processing of ferrous and non-ferrous metals as well as end of life vehicles. 
Description of Key Elements
PROCEDURE GUIDE
The procedure guide consists of information on how each aspect of the Environmental Manual was compiled. It can be referred to whenever anything needs reviewing, updating or altering. The purpose is to enable anyone who reads it to be able to understand what was done previously and to carry the Environmental Management System on in a way that is consistent to when it was first begun. 

Relevant Section(s): File A, 5) System Procedures

Relevant Documents: Individual Procedures; Procedure Calendar, List of Procedures; PR0
LEGAL REQUIREMENTS & COMPLIANCE
This is a very important section of the Environmental manual because it contains detailed information on all legislation relevant to Bayliss recovery. It can therefore be referred to when updating or reviewing the Environmental Aspect register and used to help establish a significance rating. It is absolutely vital that all legislation is complied with both for Environmental Protection purposes and to maintain a good company reputation, and the register provides an up to date resource that can be referred to. For these reasons it is necessary to ensure the register is kept up to date, this can be done by following the directions in the relevant procedure guide. This section also contains copies of the waste management and transportation of waste licenses for all companies we deliver our special and controlled wastes.
Relevant Section(s): File B. 1) Compliance Obligations File A, 5) System Procedures
Relevant Documents: Compliance Obligations; Record of Legal Documents; European Waste Catalogue Codes; PR1
ENVIRONMENTAL POLICY
The Environmental policy is a key aspect of the Environmental Management System. It consists of one A4 page giving an overview of the company’s activities and commitments to Environmental protection and continual improvement. The Environmental Policy is displayed prominently in the company premises where all employees and visitors can see it. A copy can also be requested by any company with reasonable need to see it.

Relevant Section(s): File A, 2) Environmental Policy, Statement, Review; File A, 5) System Procedures
Relevant Documents: Environmental Policy; PR2
ESTABLISHING ENVIRONMENTAL ASPECTS
This section consists of both a list of processes and detailed process diagrams, showing all the Environmental Aspects caused by the inputs and outputs of the company’s work processes. It can be useful to refer to when updating the Environmental Aspect register to find out where exactly different Aspects are originally caused.

Relevant Section(s): File B, 3) Establishing Environmental Aspects; File A, 5) System Procedures

Relevant Documents: List of Processes; Process Flow Diagram; PR3
LIST AND REGISTER OF ENVIRONMENTAL ASPECTS
This section consists of a list of Environmental Aspects with reference numbers and a detailed register of all the company’s environmental aspects. The list is to be used for quicker access to the relevant aspect in the register. For each aspect there is information on the source of the aspect, possible environmental impacts, comments on current controls and a significance test. There are also references to the relevant process diagrams and legislation records (if applicable). It is important that this section is kept up to date, so that when Objectives and Targets are determined the most significant aspects can be clearly identified and dealt with.

Relevant Section(s): File B, 4) Environmental Aspect List & Register; File A, 5) System Procedures
Relevant Documents: List of Environmental Aspects; Register of Environmental Impacts; PR3
ESTABLISHING SIGNIFICANT ASPECTS
All the Aspects in the register are rated, and the ratings are recorded in the Significant Aspect list. The list is used to determine the most significant Aspects and which should be used in the Objectives and Targets.

Relevant Section(s): File B, 5) Highlighting the Significant Aspects; File A, 5) System Procedures
Relevant Documents: Highlighting the Significant Aspects; List of Significant Aspects According to Rating; PR4
OBJECTIVES AND TARGETS
The most significant Aspects are considered here, with the aim of reducing their environmental impacts. The register of Objectives and Targets contains all the details on what will be carried out, by whom, and by when. This enables continual Environmental Improvement throughout the company by ensuring that the Targets are met within the timescale, and the impact to the environment is minimised. Once an Objective has been completed it can be updated in the Aspect Register and another Significant Aspect can be dealt with.

Relevant Section(s): File B, 6) Objectives & Targets; File A, 5) System Procedures
Relevant Documents: Summary of Objectives & Targets; Register of Objectives & Targets. PR6
ENVIRONMENTAL MONITORING
Environmental Monitoring consists of recording certain products entering and leaving the site. This means that wastes generated can be fully traced and it can be ensured that they are disposed of correctly after leaving the site. In addition to this, electricity, fuel, and LPG use are recorded so that the weight in Kg of Carbon Dioxide generated each year can be kept track of and, if appropriate, action can be taken to reduce the weight.

Relevant Section(s): File B, 7) Environmental Monitoring; File A, 5) System Procedures 
Relevant Documents: Environmental Monitoring Checks; CO2 Calculations; Weekly Water Maintenance Checklist; Fuel Tank Levels; Maintenance Checklist; Environmental Record Review; PR7
POLLUTION PREVENTION PLAN
This section documents the procedures to be followed in pollution incidents, for example in case of fire, flooding or spillages. The current controls are recorded as well as the Risk of environmental harm being caused. This enables an assessment to be made to decide whether the current controls are going to be sufficient or whether more precautions/prevention measures need to be implemented.

Relevant Section(s): File B, 8) Pollution Prevention Plan; File A, 5) System Procedures
Relevant Documents: Pollution Prevention Plan; Pollution Prevention Action Plan; Pollution Prevention Review; PR8 
CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)

The COSHH folder that contains all the safety data sheets is stored separately in the large filing cabinet in the main office building along with the Environmental Management System Folder, the Health and Safety Guidance Notes and an Employee Handbook., so that they are always accessible to all employees. This Environmental Manual contains the procedure plan, review form and contact register which should all be used to keep the COSHH folder up to date and carry out any necessary assessments.

Relevant Section(s): File B, 9) COSHH; File A, 5) System Procedures
Relevant Documents: Contents of COSHH Folder in Company Name Order; Substance Checklist; PR9
MISCELLANEOUS ADDITIONAL INFORMATION
This section holds the EMS Maintenance checklist and other reference material. The Maintenance checklist should be consulted monthly and priority should be given to carry out the tasks it details correctly. If this is done properly then the Environmental Management System will always be up to date and useful.

Relevant Section(s): 10) Miscellaneous Additional Information.
STRUCTURE RESPONSIBILITY AND RESOURCES
The structure and allocation of each employees responsibility within the Environmental Management System is described in the manual. It contains a company structure diagram which outlines the position of environmental issues within the company. It also outlines the responsibilities that each person has within the system and what the role of the environmental representative is. 

Relevant Section(s): File A, Responsibilities
Relevant Documents: List of Responsibilities;  Company Structure; Declaration of Responsibility and Resources
TRAINING
The section relating to training of staff describes the method by which staff are trained on environmental issues within the company. It outlines the structure of the staff training programme as well as the methods, and subjects of training. It also assigns responsibility for the training programme within the company.

Relevant Section(s): File B, 11) Staff Training; File A, 5) System Procedures
Relevant Documents: Staff Training; Staff Training Programme; Training PowerPoints; Training Attendance Forms; PR13
COMMUNICATION
The communication section of the Environmental Management System describes and takes account of both internal and external communication. External communication can include correspondence with regulatory bodies and public complaints issues. Internal communication can include such aspects as environmental training. 

Relevant Section(s): File B, Communication; File A, 5) System Procedures
Relevant Documents: Environmental Complaints Register; Communication Register; PR14
CONTROL OF DOCUMENTS
A list of all documents and their status is described in the system.  A register of all changes made to documents within the system is also maintained. A procedure on how documents are controlled is also included. 

Relevant Section(s): File B, 2) EMS Maintenance Checklist & Control of Documents; File A, 5) System Procedures
Relevant Documents: Control of Documents; Document Control Register; PR15
ENVIRONMENTAL CONTROL
Several sections of the Environmental Management System are concerned with environmental control. This includes the pollution prevention plan and COSHH section. Operating procedures are also in place to ensure operations are carried out correctly. 

Relevant Section(s): File A, 6) Operational Procedures; File A, 5) System Procedures File B 8) Pollution Prevention Plan, 
Relevant Documents: Operational Procedures 1-10; PR16
PROBLEM IDENTIFICATION, CORRECTIVE/PREVENTATIVE ACTION
A section within the Environmental Management System is designed to identify any environmental problems on the site and suggest and report on any action taken to remedy those problems and prevent them from happening again. 
Relevant Section(s): File A, 7) Problem Identification/Correction; File A, 5) System Procedures
Relevant Documents: Form PR12.1
ENVIRONMENTAL RECORDS
All environmental records are recorded and stored electronically on computer for easy monitoring. Hard copies of all records and waste transfer notes are kept on file permanently. 
Relevant Section(s): File B, 7) Environmental Monitoring; File A, 5) System Procedures
Relevant Documents: Environmental Monitoring Checks; Environmental Record Review; CO2 Calculations; PR7
DETAILS OF SYSTEM DOCUMENTS
The environmental manual shall briefly describe all the key elements of the system and act as a signpost to the rest of the system. The Environmental Management System itself will contain all recordable information such as the legislation register, Environmental Aspect Register and Objectives and Targets. 

Relevant Section(s): File B, 2) EMS Maintenance Checklist & Control of Documents; File A, 5) System Procedures
Relevant Documents: Control of Documents; Document Control Register
ENVIRONMENTAL REPORT
The Environmental Report shall describe the company’s environmental performance on an annual basis. The report itself shall provide a brief introduction to the company and its operations. It will also describe in brief the success of the previous year’s environmental objectives and targets and introduce the present or coming year’s objectives and targets. The report shall also describe the environmental aspects of the company and its performance in terms of waste, transport, energy and other environmental monitoring. 
Relevant Section (s): File B, 6) Objectives & Targets, 4) Significant Aspects, 7) Environmental Monitoring.
INTERNAL AUDIT
An audit of all parts of the environmental management system shall take place on an annual basis. Each part of the EMS shall be audited in turn as instructed by the audit schedule. The audit shall review each section to ensure that it is working properly and delivering in its aims and objectives. 
Relevant Sections (s): File B, Section 13: Internal Audit. All Sections of the Environmental Management System
Relevant Documentation: Internal Audit Checklist, Internal Audit Schedule. 
MANAGEMENT REVIEW
The management review provides an opportunity for top level management to discuss whether or not the EMS is still relevant to the organisation and is meeting the needs of the organisation.
Relevant Section: All elements of the EMS, File B, 13) Internal Audit
File B, 14) Management Review
Relevant Documentation: All parts of the Environmental Management System
INDIRECT IMPACTS
The indirect impacts section will keep a record of what suppliers and contractors are environmentally aware. It shall also retain copies of the company’s environmental policies and statements.

Relevant Section: File B, 4) Environmental Aspects. File A, 5) System Procedures. File B, 15) Indirect Impacts. File B 6) Objectives & Targets
Relevant Documentation: Suppliers/Contractors List. Suppliers/Contractors Policies. OT09.
INTERNAL SYSTEM MONITORING

Internal system monitoring is separate from the internal audit and the management review. It is more of an informal day to day check to ensure that the system is fit for purpose. Specific questions may be asked in this section that critically assess the competency of the system.

Relevant Section: All sections of File B
