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Section 1 -3 To be Completed by Person Receiving Details of Complaint / Incident, 

Section 4 -6 To be Completed by Operations Manager or Environmental 

Representative 

Section 1: Site Details 

Site Name::  

Date & Time Received::  

Received By: Name:  Position:  

Type: 

(Mark with X) 
Complaint 

Odour  

Environmental 
Incident 

 Noise  

Other  

Section 2: Complainant / Notifier Details (If Provided) 

Name:  

Address:  

E-mail Address:  

Telephone:  

Section 3: Details of Incident / Complaint (Attach Any Additional Information) 

Date & Time Occurred: 

 

 

 

Description: 

(Record exact words) 
 

Any Other Details: 

(Either Provided By 
Complainant or Noted By 

Security) 

 

 

Who Was Contacted At 
Time of Complaint / 

Incident:  
 

Pass To Operations Manager or Environmental Rep At Earliest Opportunity For Investigation 
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Section 4: Investigation Details 

Odour / Noise Assessment 
Required To Be 

Completed:  
Yes  No  

(If Yes – Provide Date 
Completed & Attach 

Assessment) 
 

Weather At Time of 
Incident / Complaint: 

 

Relevant Site Activities 
Operational At Time of 
Complaint / Incident: 

 

Other Relevant 
Information: 

 (Root Cause) 

 

 

 

 

Section 5: Corrective & Preventative Actions Identified 

What Action Required 
Who 

Responsible 

Planned 
Completion 

Date 

   

   

   

   

   

Section 6: Response To Complainant / Notifier? 

Did Site Respond:  Yes  No  

Who Responded:   

When Responded:   

How Responded  

(Eg: E-mail / Telephone):  
 

Remember To Record Details On CAR Log 


