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1 INTRODUCTION 
 
Glass Tech Recycling Ltd (Glass Tech) wishes to recycle waste at King’s Dock, Swansea (see Figure 
1 and Figure 2). The operation will principally involve the recovery of glass waste. Such waste 
operations require a Permit from Natural Resources Wales (NRW).  NRW has advised that a 
bespoke Permit is required. One of the conditions of holding such a Permit is that a written 
environmental management system (EMS) must be in place once the site is operational.  
 
An Environmental Management System (EMS) is a structured system which, once implemented, 
helps an organisation to identify the environmental impacts resulting from its business activities. It 
also helps manage and reduce those impacts, so that the environmental performance of the 
organisation is improved. An EMS should provide a methodical approach to planning, implementing 
and reviewing an organisation’s environmental management.  
 
Under the Environmental Permitting Regulations, Glass Tech is required to have an appropriate 
EMS in place while it is holding a Permit. The EMS must set out in detail, how all the activities 
relating to the Permit, and specifically waste management and pollution control will be managed.  
 
At this stage of the application process, NRW require a summary of the management system to be 
in place when the site is operational.  By the time the Permit is issued, NRW will expect Glass Tech 
to have the management systems in place as it will be part of the first NRW site inspection.  
 
Central to the EMS will be a set of Procedures and Standard Forms which will need to be 
implemented when the site is operational. In this summary EMS, the range of procedures that will 
be required are detailed and the type of forms that will be implemented are provided.   The 
system to be implemented will be very similar to the system successfully implemented at the Glass 
Tech facility in Llandarcy (Standard Rules Permit No EPR/YP3795VF/A001). As Glass Tech will 
process waste to produce aggregates, a Factory Production Control system will also be in place 
when the site is operational.  
 

1.1 Objectives 
 
Glass Tech already successfully operates an integrated management system produced to achieve 
the benefits from management system standards ISO9001:2008 and ISO14001:2004.  
 
A bespoke EMS will be in place covering the proposed operations. This site specific EMS does not 
attempt to duplicate the procedures already documented in the integrated company EMS and 
which will also ultimately apply at the site. Rather, this summary EMS outlines the measures that 
will be adopted to ensure that the management of the waste is being controlled and risks to the 
environment managed. 
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2 APPROACH TO EMS  
 

2.1 Awareness of Legal and Other Requirements 
 
Glass Tech shall establish and maintain a procedure to identify and have access to current legal 
and other requirements that are applicable to the environmental aspects of its activities. This will 
be similar to the procedure provided in Appendix 1. 
 
The environmental management representative will consider all legislative requirements that have 
been identified as being applicable to the sites environmental aspects, and will ensure that all 
relevant aspects of the business are aware of the legislative responsibilities and requirements. A 
log of all currently applicable legislation will be maintained.  
 

2.2 Environmental Objectives & Targets 
 
Glass Tech is committed to continual environmental improvement. To achieve this goal, Glass Tech 
will establish and maintain key environmental objectives and targets that are directly linked to its 
environmental aspects and environmental policy and that are achievable and, where practicable, 
may be quantified.  
 
Objectives will be identified and defined as part of the ongoing evaluation of the sites 
environmental performance, legal requirements and Permit requirements. Implementation of the 
objectives and targets will be monitored by the environmental management representative, ideally 
on a monthly basis, to ensure acceptable progress and to help identify any additional resources or 
inputs that may be required.   
 
Glass Tech recognises that the main way in which environmental improvements will be achieved 
and implemented is if their progress is planned and sufficient and timely resources are committed. 
Every environmental objective will have a documented programme behind it. 
 
Each action plan will be assigned to designated personnel and clearly documented. The overall 
process to identify action plans is summarised overleaf. 
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Links between Significant Aspects and Action Plans 
 
 
  
 
 
 
 
 
 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Action plans may be documented in different ways depending upon the type of objective, the 
range of personnel involved and its complexity. The environmental management representative 
will track the performance of the implementation of the objectives. 
 

2.3 New Objectives 
 
Glass Tech recognises that the processes used to treat waste at the site could change over time as 
the business develops and in response to external drivers. Should new waste types, new plant, 
equipment, processes and buildings be required, the environmental management representative 
will undertake a review of the planned changes and identify the environmental aspects that will 
require management during all phases of development and implementation. Such changes will 
likely result in new action plans being developed and possibly also Variations to the Permit. 

 

Significant 
Aspects 

Environmental 
Policy 

Environmental 
Objectives 

Environmental 
Targets 

Environmental Action Plans
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3  SITE SPECIFIC EMS   
 

3.1 Scope of EMS  
 
The management system will need to reflect the environmental risks the waste operations pose to 
the environment and controls that will need to be in place. For this reason, the scope of the EMS 
will be directly linked to the Environmental Risk Assessment (see Report 3 Environmental Risk 
Assessment) for the site.  
 

3.2 Exposure Pathways and Pollution Controls  
 
The environmental risk assessment indicates that the proposed operations will not significantly 
adversely impact the environment provided the site is operated in accordance with a documented 
EMS. Some of the activities which will be need to be documented in the EMS are listed in Table 3-1 
with the associated recording forms in Table 3-2.  As each of these activities has the potential to 
impact the environment, each of these will be provided with a procedure and associated standard 
form, similar to those provided in Appendix 1 and Appendix 2 respectively.  
 

Table 3-1  Some of the Procedures to be Documented in the EMS  
Operation of processing plant 
Operation of vehicles and materials handling plant 
Storage of chemicals (COSHH) 
Noise from site activities 
Fire 
Vehicle movements  
Materials handling 
Maintenance of plant, infrastructure and drainage 
Storage of liquids e.g. diesel 
Fuel Delivery and offloading 
Refuelling of site vehicles and plant 
Maintenance of vehicles and plant 
Management of surface water run-off 
Waste acceptance, placement and inspection 
Non-compliant waste management 
Management of Quarantine Area 
Management of site drainage 
Preventative Maintenance Programme - vehicles 
Preventative Maintenance Programme - plant 
Complaints Management 
Product Management 
Waste Transportation 
Coordinating Site Visitors 
Manual Sorting 
Loading and Unloading Processing Plant 
Stockpiling Waste 
Stockpiling Products 
Collecting Samples for Testing 
Working around plant and vehicles 
Personal Protective Equipment (PPE and RPE) 
Refuelling Plant and Vehicles 
Site Security 
Method Statement of Production 
Product Inspection and Testing 
Product Handling and Storage 
Product Non-Conformance 
Evaluation of Environmental Aspects 
Procedure for Ensuring Compliance with Environmental Legislation 
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Table 3-2  Some of the Forms to be Included in the EMS  
Register of Environmental Aspects 
Evaluation of Environmental Aspects under Normal Conditions 
Evaluation of Environmental Aspects under Abnormal and Emergency Conditions 
Register of Significant Environmental Aspects 
Log of Environmental Legislation 
Environmental Action Plan 
Personnel Skills Matrix 
Personal Training Record 
Customer Complaint Form 
Customer Complaint Log 
Obsolete Document Register 
Accident and Incident Record 
Delegation of Responsibilities 
Non-conformance corrective action 
Job Specific Method Statements 
Maintenance Checklist 
Maintenance Record 
Environmental Monitoring Records 
Calibration Log 
Audit Programme 
Audit Report 
Management Meeting Agenda 
Management Meeting Minutes 
Non-Compliant Waste Form 
Register of Waste Deliveries Form 
Daily Process Control Record Form 
Product Non-Conformance Form 
Register of Waste Deliveries 
Record of Non-Compliant Wastes 
Emergency Plan 
Maintenance, Service, Calibration Schedule 
Site Inspection Form 
Emergency Drills 
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4 TECHNICAL COMPETENCE 
 
Glass Tech recognises that an EMS should not be viewed in isolation as many aspects of the 
business can impact on the successful implementation of the EMS.  Glass Tech also 
recognises that the role of the management representative is not to undertake all of the 
work required to implement the EMS.  For this reason, Glass Tech will document the roles 
and responsibilities for all personnel. Key authorities and responsibilities will be defined, 
documented and communicated to all employees.  
 
All employees will be made aware of their responsibility in achieving conformance with the 
environmental policy and the requirements of the EMS. Table 4-1 summarises the basic 
requirements for different levels of employees. 
 

Table 4-1  Minimum expectations for Glass Tech Personnel  
Title Responsibility 

Top Management Define and approve issue of the environmental policy 
Nominate an environmental management representative 
Review the EMS at set intervals 

Management Provide sufficient resources essential to the implementation and control of the EMS 
 

Management 
Representative 

Ensure establishment of EMS and reporting on performance to the top management 
 

Site personnel  Responsibilities are dependent upon their role  
 
 

4.1 Operator Competence 
 
Glass Tech recognises that to operate under a Permit, trained and competent staff are 
required.  On this basis, Technically Competent Persons (TCP) will coordinate compliance 
with the Permit, implement the EMS and coordinate new procedures when required. 
Appendix 3 contains a copy of the Continuing Competence Certificate for the relevant 
personnel. 
 
The TCP is not the sole individual responsible for ensuring compliance with the Permit or 
implementing the EMS as this requires input from the company and all relevant personnel 
involved with the permitted activities. 
 

4.2 Relevant Training  
 
All relevant staff working on the permitted activities will be trained on the requirement of the 
Permit and the EMS.  To assist with management of training records and needs, Glass Tech 
will regularly undertake analysis to identify skill gaps and record all training on the relevant 
forms in Appendix 2.  Glass Tech will ensure that all relevant staff are: 
 
 trained in aspects that can lead to pollution and the measures to be taken to prevent 

that pollution  
 trained to deal with accidents  
 aware of responsibilities under the Permit  
 aware of the importance of equipment and plant maintenance  
 competent to operate machinery and provided with safe operating instructions for 

that equipment or activity  
 appropriately inducted, including contractors.  
 
Records of training will be maintained by Glass Tech. 



 

  
1422r4v1d1214   Page 7 of 27 

The management of Glass Tech is fully committed to protecting the environment and 
demonstrating continual environmental improvement.  Through effective training, 
communication and delegation, Glass Tech will encourage all employees to be committed to 
the full implementation of the EMS. 
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5 WASTE MANAGEMENT 
 
Ensuring that the waste accepted at the site is in accordance with the Permit is fundamental 
to the operation of the site. As part of the full EMS Glass Tech will document each step to be 
taken and these actions will be embedded into the staff training programme. The principles 
of the methodology are outlined below with associated procedures and forms provided in 
Appendix 1 and Appendix 2.  
 

5.1 Waste Acceptance 
 
1.  A minimum of 24 hours notification (or less by arrangement) of waste being delivered 

to site shall be implemented, particularly if the waste is arising from a site where 
Glass Tech does not have control over the waste or its transportation. Prior to any 
waste leaving for delivery to the site, Glass Tech will ensure that the Waste Producer 
is aware of their Duty of Care requirements, the specifications for waste to be 
accepted and the limitations of the site Permit.  

2.  Prior to the waste being brought to the site the waste must be classified by the 
Waste Producer. The producer must provide information with respect to the waste’s 
relevant EWC code, appearance and any process applied to create the waste.  
Where Glass Tech are collecting the waste the driver will visually inspect the waste as 
far as reasonably possible. If the waste is not acceptable the driver will not collect the 
waste. 

3.  On delivery and, if necessary, the waste carrier shall present a Duty of Care 
certificate/ Waste Transfer Note (WTN) at the weighbridge. This is to be compared 
against the initial enquiry and the Waste Producers waste classification. If they are 
unable to produce valid certification, the waste shall be rejected and the incident 
recorded in the site diary.   

4.  If the waste is NOT as described or is not accepted within the terms of the Permit it 
shall be deemed to be NON-COMPLIANT.  All non-compliant wastes shall be rejected 
and the incident recorded in the NON-COMPLIANT WASTE FORMS.   

5.  If valid certificates are produced and have been reviewed, an additional visual 
inspection of the waste will be undertaken where possible.  This is to ensure the 
waste is in compliance with the WTN, the Permit and the driver’s description.  

6.  All NEW waste carrier drivers are to undergo site induction and also sign the safe 
working procedure form provided at the site office.   

7.  If the waste IS acceptable, the following information shall be recorded on the 
RECORD OF WASTE DELIVERIES RECORD FORM held at the site office: 

 
a)  Estimate of the volume/weight of waste in the vehicle 
b)  Category/EWC Code of the waste  
c)  Time of delivery 
d)  Vehicle Registration  
e)  Site address of waste  
f)   Name of waste carrier  

 
 

5.2 Waste Inspection and Weighing 
 
1.  On acceptance of the waste at the weighbridge the waste shall be weighed at the 

weighbridge by the operator (gross weight) and the value recorded. The empty 
waste vehicle shall be re-weighed on exit (net weight) and the value recorded. The 
weight of the waste will be GROSS minus NET weights. The weight of the waste 
delivered is to be recorded on the REGISTER OF WASTE DELIVERIES FORM. 
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5.3 Waste Input Recording 
 
1.  Collate and submit waste data to the NRW in accordance with Permit requirements.  
2.  All records of received and removed waste are to be stored for a minimum period of 

2 years. 
3.  All records of non-compliant wastes rejected from site are to be stored for a 

minimum period of 2 years. 
4.  All records of product from site are to be stored for a minimum period of 2 years. 
 
 

5.4 Waste Delivery to Working Area 
 
1.  Following correct classification and acceptance of the waste, the driver shall be given 

directions including, if necessary, a plan of the route to the relevant site area.  
2. If any new drivers are unsure of the correct location, contact (radio/telephone) 

between the Operation manager and the operating staff will take place to ensure the 
waste lorry arrives at its correct destination.  

3.  The operational staff will guide the waste lorry driver to the correct area for 
controlled discharge.  

4.  The waste receiving areas will be clearly marked with a sign to ensure no cross-
contamination of waste streams. 

 

5.5 Identification and Management of Non-compliant Wastes 
 
1.  When the waste is tipped into the dedicated storage area, the stockpile will be 

visually checked. Any non-compliant loads will be rejected and either sent back to the 
waste producer where they originated or landfilled at the client’s cost. The 
occurrence of such wastes will be recorded on the NON-COMPLIANT WASTE FORM.  
A comment may also be made in the Site Diary.  The information to be recorded will 
include: 

 
a) Date and Time 
b) Description of Waste 
c) Details of Non-compliant waste 
d) Details of action taken 
e) Name and address of Waste producer  
f) Vehicle Type 
g) Vehicle Registration 
h) Waste Carrier Details  
i) Waste Transfer Note Number 
j) Details of final waste destination 
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6 FACTORY PRODUCTION CONTROL  
 

In addition to the procedures to be set out in the EMS for waste acceptance, Factory 
Production Control (FPC) systems will also be established for the production of aggregates 
from inert waste glass. The FPC will extend beyond the requirements of the EMS to 
demonstrate that the waste has ceased to be waste and that a product has been 
manufactured or waste recovered. However, there will be significant overlap with the EMS to 
ensure risks to the environment are managed and documented.  
 

The overall process of Factory Production Control is summarised in the flow chart below with 
further detail provided in the following sections and relevant forms in Appendix 4.  The FPCs 
will be fully documented before the processes are operational.  
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Generic Factory Production Control process for production of aggregates  
 
 

Arranging supply of waste materials 
 

• Communicate acceptance criteria  to suppliers 
• Obtain  information 

 
 
 

Apply acceptance criteria 
Reject  

Rejected material 
 

Accept 
 

Receipt of waste materials 
 

• Weigh 
• Inspect 

 
 
 

Apply acceptance criteria 
Reject  

Rejected material 
 

Accept 
 

Stockpile 
 
 

Processing 
 

Process 
 
 
 
 
 
 

• Sampling and testing 
• Apply specifications 

Product verification 
 

Fail 

 
 
 
Non-conforming material 

 
Pass 

 
Storage and handling 

 
• Packaging 
• Storage 

 

 
 

Product dispatch 
 

• Provide information and guidance 
• Record information on use
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6.1 Method Statement of Production 
 
1.  All operational staff are to be fully trained in the waste recycling operations including: 

a) Location of different waste  
b) Types of waste  
c) Location of finished products 
d) Types of finished Products 
e) Manufacture of different finished products 

 
The areas of waste and finished products will be clearly marked with signs.  

 
2.  Operational staff will be informed by the plant foreman or the managing director of 

the product requirement and the plant equipment to use to produce the products. 
3. The recycling process will involve the operation of dedicated equipment.  

Records of maintenance of these pieces of equipment will be kept in accordance with 
MAINTENANCE RECORDS.  

4.  Relevant operational staff will be trained in the operation of the plant and a record of 
this training kept at the site office in accordance with TRAINING RECORDS.   

 

6.2 Product Inspection and Testing 
 
1.  The manufacture of finished product will be recorded by operational staff on the 

DAILY PROCESS CONTROL RECORD.  During the process, the operational staff will 
visually inspect the material produced to see if it complies with the required 
specification.  Comments about process difficulties should be recorded on this form. 

2.  Where necessary, each of the products will be routinely sampled and tested to assess 
the quality of the product.  The assessment criteria will be based on customer 
required and published standards. 

3. A schedule of testing shall be forwarded to the laboratory.     
4.  The testing records received from the laboratory will state whether the material 

conforms with the requirement of the end product as manufactured, or specified by 
the client. The testing records shall be examined by the Operation manager.   

5.  Non-conforming products will be identified. The cause will be investigated and 
recorded on NON CONFORMING PRODUCTS FORM in accordance with the relevant 
procedures. 

 

6.3 Product Handling and Storage 
 
1.  The manufactured finished product will either be: 
 

a) Moved to a stockpile/silo away from the processing area for later sale after 
process manufacturing 

b) Left in-situ immediately after processing ready for sale 
 
2.   Product stockpiles will be kept separate and away from waste stockpiles to avoid 

cross contamination.  
3. The finished products will be clearly marked with signs.  
4.  The finished products will be handled/moved/loaded according to relevant Standards/ 

Specifications and client requirements.  
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5.  The operational staff will be responsible for the cleanliness of the machinery used in 
the handling of the finished product in order to avoid cross contamination. If 
necessary, the machinery will be cleaned.  

6.  If cross contamination occurs, the product stockpile will be cleaned of any 
contaminated material. The contaminated material removed will be placed into the 
appropriate waste stockpile to await re-processing or disposal.    

 

6.4 Product Non-Conformance 
 
1.  On receiving a complaint or non-conforming laboratory test result, an investigation to 

determine the root cause will be undertaken. The DAILY PROCESS CONTROL 
RECORD FORMS will be evaluated to see if any indication is provided. The issue 
would be discussed with the relevant operating/processing staff to try and establish 
the cause of the problem.  

2.  The non-conforming material shall be either: 
a)    Reprocessed 
b)    Used for another end use which it is suitable for 
c)    Rejected and marked (on a sign) as being non-conforming 

3.  If the material has already been sent to a client, then an agreement will be made as 
to the course of action taken.  

4.  If the causes of the non-conformance can be established then a series of corrective 
actions will be implemented and documented. These could include: 
a) Examination of the testing procedure, which may result in adjustments to it 
b) Analyse the processes, operations, quality records sampling reports and 

customer complaints to see if any causes can be established 
c) Initiate preventive actions to deal with the problems to a level corresponding to 

the risks encountered 
d) Apply additional controls to ensure effective corrective actions are taken 
e) Implement and record changes to the management system procedures involved 

in any corrective action 
5.  The PRODUCT NON-CONFORMANCE FORM is to be filled in during and after the non-

conformance event has occurred. 
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7 PLANNED PREVENTATIVE MEASURES  
 

7.1 Maintenance 
 
Glass Tech recognises that many pollution incidents are a consequence of a maintenance 
failure.  To avoid such incidents, a Planned Preventative Maintenance programme will be in 
place.  The Plan will include routine checks of plant, machinery, infrastructure and drainage 
systems that could influence the environment. The Plan will be directly linked to the 
Environmental Risk Assessment. 
 
Glass Tech will investigate malfunctions, breakdown or failure of plant and equipment, 
techniques and near misses, releases to the environment, or impacts on the local amenity.  
 
The Plan will be documented using forms similar to those provided in Appendix 2. 
 
Basic daily / monthly vehicular checks will be undertaken at the Glass Tech facility but MOTs 
and servicing will be undertaken off-site, at least initially.  
 

7.2 Pollution Prevention  
 
Glass Tech will ensure that all aspects of site development are undertaken in accordance 
with the current Pollution Prevention Guidance issued by NRW/EA.  Input from the Fire 
Rescue Service (FRS) will ensure that the layout of the site and particularly the UPVC storage 
and processing areas, minimises the risk of fire.  The site will not operate until a Fire Safety 
Certificate is secured and FRS and NRW are satisfied with the site layout, stock heights and 
stack separation distances.   
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8 INCIDENTS & EMERGENCIES 
 
Glass Tech recognises that accidents can cause pollution.  For this reason a detailed incident 
management plan will be developed and will be reviewed as site works progress.   
 

8.1 Emergency Site Plans and Contact Details 
 
As part of the incident management plan a clear diagram of the site layout and access 
details, along with a schematic representation of the site drainage arrangements, will be 
produced. Features that will be included on the plan will be:  
 
• access routes and meeting points for emergency services.  
• the location of process areas. 
• areas or facilities used to store raw materials, products and wastes (include details of 

tank sizes and products stored). 
• bunded areas, with details of products stored and estimated retention capacity. 
• location of hydrants, ‘fireboxes’ and pollution prevention equipment and materials.  
• controlled water receptors. 
• site drainage including direction of flow. Surface drains will be marked as blue and the 

foul sewers as red. 
• inspection points to detect pollution. 
 
Alongside the detailed site plans, the response plan will detail the key contact details who 
may need to be informed in response to an emergency, as summarised in Table 8-1. 
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Table 8-1  Key Details to be Included in Emergency Procedures 
SITE DETAILS 
Location: 
Postcode: 
Site Access Grid Reference: 
SITE CONTACTS Name Office Hours (specify) Out of hours 
Owner:    
General Manager:    
Site Manager:    
Site Supervisor:    
Security Contact:    
Landowner / Agent:    
EMERGENCY SERVICES Office Hours Out of hours 
Emergency 999 999 
Medical:   
Police: 999 (emergency)  

101 (non-emergency) 
999 (emergency)  
101 (non-emergency) 

Fire: 999 999 
REGULATORS Office Hours Out of hours 
Health and Safety Executive (HSE) 0845 300 99 23 (major injuries only) 

Report other injuries on 
www.hse.gov.uk/riddor  

0151 922 9235 or 
0151 922 1221 

Local Authority: 01639 686868 01639 686868 
Natural Resources Wales (Local) 0300 065 3000   

(Mon-Fri, 8am - 6pm) 24 hr incident 
helpline: 0800 807060 
Floodline (24 hour service): 
0345 988 1188

24 hr incident helpline: 
0800 807060 
Floodline (24 hour service): 
0345 988 1188 

UTILITY/KEY 
SERVICES 

Name Office Hours Out of hours 

Water undertaker: Welsh Water   
Sewerage undertaker: Welsh Water   
Gas supplier:    
Electricity supplier:    
Oil supplier:    
Fuel supplier:    
Chemical supplier:    
Oil spill contractor:    
Maintenance contractor:    
Electrician:    
Plumber:    
Locksmith:    
Joiner:    
OTHER KEY 
CONTACTS 

Name Office Hours Out of hours 

Head Office:    
Adjacent landowners:    
Neighbours:    
Specialist advisors:    

 

8.2 Planning 
 
Glass Tech will assess the potential for negative environmental impacts to arise out of 
abnormal operating and emergency conditions using a systematic process underpinned by 
risk assessment.  From this assessment, Glass Tech will identify and document significant 
aspects to enable environmental action plans to be developed. This assessment will be 
reviewed at least annually and will be based on the forms and procedures included in 
Appendix 1 and 2. 
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Reviews will also be undertaken following any accidents and emergencies and in response to 
any employee reporting a hazard.  
 
Glass Tech recognises that causes of environmental incidents are varied but could include: 
 
• delivery and use of materials. 
• overfilling containment vessels. 
• plant or equipment failure. 
• containment failure. 
• fires, explosions or failure to contain firefighting water. 
• wrong connections of sewers and pipes.  
• incompatible materials coming in contact. 
• uncontrolled reactions.  
• vandalism. 
• flooding. 
 
Any of these incidents could affect: 
 
 drainage systems, surface waters, aquatic ecosystems, groundwater and soil. 
 air quality by producing toxic fumes and airborne pollutants which may damage human 

health, wild and domestic animals and ecosystems. 
 thermal radiation which can harm people and the environment.  
 
An overview of the aspects to be included and adopted in the plan are provided in Table 8-2 
and Table 8-3. 

 
Table 8-2  Emergencies to be Evaluated as part of full EMS  

Possible 
Accident/ 
Incident 

What Would The Harm Be? How will Glass Tech Reduce Likelihood of 
Accident Occurring?  

What To Do If 
It Happens? 

Spillage from 
Vehicle e.g. 

diesel delivery 

Contamination of land/water/air, injury 
to individuals. 

Ensure all materials are secured before transport; 
containers are suitable to hold the material and are 
not damaged. Also follow risk assessment procedures 
to minimise risk of incident occurring. 

Procedure to be 
listed in 
emergency plan  

Spillage from 
liquid storage 

on site e.g. 
diesel and oil 

Contamination of land/water, injury to 
individuals. 

Ensure all containers are suitable to hold the material 
and are not damaged. Also follow risk assessment 
procedures and pollution prevention guidance for the 
holding of liquids to minimise risk of incident 
occurring. 

Procedure to be 
listed in 
emergency plan  

Fire on-site Damage to equipment/vehicles/ 
plant/buildings, contamination to 
land/water/air, injury to individuals and 
inconvenience to community. 

Maintain good housekeeping, follow fire safety 
precautions on-site, particularly stack heights and 
stack separation distances. 

Procedure to be 
listed in 
emergency plan  

Vehicle Fire Damage to equipment/vehicle/plant/ 
buildings, contamination to land/ 
water/air, injury to individuals and 
inconvenience to community. 

Ensure preventative maintenance programme is 
implemented including daily checks by drivers. 

Procedure to be 
listed in 
emergency plan  

Vehicle 
Breakdown 

Damage to vehicle, injury to 
individuals. 

Ensure preventative maintenance programme is 
implemented including daily checks by drivers. 

Procedure to be 
listed in 
emergency plan  

Vehicle 
Accident 

Damage to vehicle, injury to 
individuals. 

Ensure preventative maintenance programme is 
implemented including daily checks by drivers. Ensure 
staff are trained in use of vehicles and plant. 

Procedure to be 
listed in 
emergency plan  

Injury 
(Minor/Major) 

Injury to individuals, damage to 
equipment. 

Ensure all employees follow the procedures outlined 
in risk assessments when carrying out specific tasks. 

Procedure to be 
listed in 
emergency plan  

Plant & 
Property 
Damage 

Injury to individuals, damage to 
equipment. 

Ensure all employees follow correct procedure when 
operating equipment. 

Procedure to be 
listed in 
emergency plan  

Flooding Injury to individuals, damage to 
infrastructure and off-site mobilisation 
of waste and potential contaminants. 

Layout of site to accommodate predicted flood 
extent. Ensure emergency plan is in place and staff 
and visitors are aware of emergency responses and 
access / egress routes. 

Procedure to be 
listed in 
emergency plan 

 



 

  
1422r4v1d1214   Page 19 of 27 

Table 8-3  Range of Emergency Response Procedures to be Adopted 
Foreseeable 
Emergency 
Situation 

Likely 
Scenarios Potential Actions to be Adopted 

Spillage From Vehicles 

In the event of a Spillage or leak that may occur from a vehicle during carriage on/off site or when 
stationary, the members of the vehicle crew shall take the following actions where safe and practicable 
to do so: 
‐ Apply the braking system, stop the engine and isolate the battery by activating the master switch 

where available. 
‐ Avoid sources of ignition, in particular, do not smoke or switch on any electrical equipment. 
‐ Inform the appropriate emergency services, giving as much information about the incident and 

substances involved as possible. 
‐ Put on warning vest and place the self-standing warning signs as appropriate. 
‐ Keep transport documents readily available for responders on arrival. 
‐ Where appropriate and safe to do so, use on-board equipment to prevent leakages into aquatic 

environment or the sewage system and to contain spillages. 
‐ Remove any contaminated clothing and used contaminated protective equipment and dispose of 

it safely. 
‐ Move away from the vicinity of the spillage, advise other persons to move away and follow the 

advice of the emergency services. 

Spillage 

From small 
amount of 
liquids stored 
on site e.g. 
diesel 

In the event of a spillage the trained operatives shall take the following actions where safe and 
practicable to do so: 
‐ Immediately alert area occupants and supervisor, evacuate the area if necessary. 
‐ If there is a fire or medical attention needed, contact emergency services on 999. 
‐ Attend to any people who may be contaminated, contaminated clothing must be removed 

immediately and the skin flushed with copious amounts of water until emergency assistance 
arrives. 

‐ If a volatile, flammable material is spilled, immediately warn everyone, control sources of ignition 
and ventilate the area. 

‐ Personal Protective Equipment to be used as appropriate to the Hazards. Refer to the Material 
Safety Data Sheet or other references to information. 

‐ Protect floor drains and other means for environmental release. Spill socks and absorbents may 
be placed around drains as needed. 

‐ Loose spill control materials should be distributed over the entire spill area, working from the 
outside, circling to the inside. This reduces the chances of splash or spread of the spillage. 

‐ When spill materials have been absorbed use brush and scoop to place materials in appropriate 
container. Polyethylene bags may be used for small spills. 5 gallon drums or 20 gallon drums 
with polyethylene liners may be appropriate for larger quantities. 

‐ Complete a Hazardous Waste sticker, identifying the material and affix onto the container. Spill 
control materials will probably need to be disposed of as hazardous waste. 

‐ Decontaminate the surface where the spill occurred using suitable detergents and water, when 
appropriate. 

Fire At Site 

When encountering a fire, firstly notify the Emergency Services by activating the fire alarm and/or 
calling 999 to provide details of the situation: 
‐ Extinguish the fire if you have been trained and it is safe to do so (Fire extinguisher locations will 

be identified in staff induction). 
‐ Make sure that you have a safe exit from the fire area. 
‐ If you are unable to extinguish the fire, leave the area immediately and activate the fire alarm.   
When evacuating the building or work area: 
‐ Stay calm, do not rush, and do not panic. 
‐ If safe and time permits, close doors and windows, but do not lock them. 
‐ As you exit, warn others to evacuate. 
‐ Proceed to the designated Emergency Assembly Point and report to your Evacuation Roll Caller. 

Injury 
Minor or 
Major Injury 
 

In the event of a minor injury or major injury occurring on site the emergency procedure is shown 
below: 
‐ Initial response is to assess the Injury to the individual and provide medical aid as appropriate 

whether the trained site Health and Safety officer can provide medical aid. 
‐ Prevent secondary accidents occurring by neutralising equipment/machinery that caused 

accident. 
‐ Emergency services contacted if individual requires hospital attention. 
‐ The incident will then need to be investigated following the relevant Accident/Incident 

procedures and reported as a Minor or Major injury to prevent the injury occurring in future. 
 
 

8.3 Establishment of Contingency Actions 
 
Based on the assessment of abnormal and emergency conditions Glass Tech will develop 
relevant emergency response procedures.  Where necessary, additional training will be 
organised and documented. The procedures will also detail the internal/external 
communication procedure during and after the occurrence of abnormal and emergency 
conditions. 
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8.4 Testing of Emergency Preparedness 
 
Glass Tech will periodically test all procedures where practicable, based on the drills included 
in Appendix 1.  The results of the tests will be documented.   
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9 COMMUNICATION AND COMPLAINTS 
 

9.1 Internal Communication 
 
Glass Tech is committed to ensuring that the requirements of the Permit and the EMS will be 
fully implemented.  One of the key ways of achieving this is through clear communication 
with all employees to ensure that the requirements are understood, available and fully 
integrated to routine site work. This will be achieved by various means including signage, 
meetings, environmental awareness training sessions, tool-box talks, inductions, signage and 
posters. Particular attention will be paid to ensure that sub-contractors are aware of the 
relevant requirements.  
 

9.2 External communications 
 
Dialogue with external parties may include submittal of information to external parties, 
receipt of requests for information, receipt of complaints and dialogue with NRW.  In the 
majority of cases, the Technically Competent Person (TCP) or Site Manager will be the initial 
point of contact.  All communication will be documented.  
 
Specific measures for dealing with complaints will be based on those detailed in Appendix 2. 
Glass Tech takes complaints seriously and will take the necessary actions to investigate the 
complaint.  If a complaint is valid Glass Tech will: 
  
•  identify the cause. 
•  minimise the impact of the activity causing the problem. 
•  investigate the root cause of the problem. 
•  take steps to ensure the problem is not repeated. 
•  record the complaint and what actions were taken to investigate and resolve it. 
•  amend the EMS if necessary. 
 
 
 
 

 

 



 

  
1422r4v1d1214   Page 22 of 27 

10 MONITORING AND MEASUREMENT  
 

10.1 Proof of Control  
 
Glass Tech recognises that a key aspect of any EMS is to document the operation of the EMS 
so that its effectiveness can be scrutinised and any shortcomings identified.  This will be 
achieved through thorough relevant training and routine assessment of working instructions 
and records for both employees, contractors and suppliers. 
 

10.2 Monitor and Measure 
 
Glass Tech will document implementation of the proposed waste operation and pollution 
control measures using forms similar to those provided in Appendix 2.  Records shall include  
waste acceptance, waste delivery, waste placement, preventative maintenance programmes, 
product production and environmental monitoring.  
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11 INTERNAL AND EXTERNAL AUDITS 
 

11.1 Internal EMS Audits  
 
The environmental management representative will establish a rolling audit programme that 
ensures each aspect of the EMS is audited at least annually. More frequent audits will be 
undertaken on the more sensitive procedures and aspects. The principle aim of the audit will 
be to determine whether or not the EMS conforms to planned expectations and is being 
effectively implemented and maintained. The environmental management representative will 
provide feedback regarding the audit process to management.  The audit findings will be 
recorded. 
 

11.2 External Audits of EMS 
 
As the EMS will be initially developed in-house, there is no formal mechanism for external 
audit.  This does not, however, mean that Glass Tech will not employ an external contractor 
to audit the system against the full EMS manual. Ultimately, Glass Tech plan on integrating 
the proposed activities into existing ISO systems, which will involve external audit. 
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12 NON-CONFORMANCE, CORRECTIVE & PREVENTIVE 
ACTION 

 

12.1 Continual Improvement 
 
Through monitoring of performance, Glass Tech will seek to identify non-conformance issues 
requiring action to ensure continued environmental performance and full implementation of 
the EMS. Glass Tech will seek to identify non-conformance issues through a variety of means 
including outcomes of audits, incident reports, reviews of legislation requirements and 
complaints.   

 

12.2 Investigation of Failings 
 
Following identification of non-conformance issues, the environmental management 
representative will lead an investigation into the root causes and identify ways in which the 
issues can be avoided in the future. The review will also aim to identify any ways in which 
the EMS may be improved. This may require specialist input from internal and external 
parties. This process will lead to corrective and preventative action plans being developed 
and tracked.   
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13 RECORDS, REPORTING AND NOTIFICATIONS 
 
The Permit will require records to demonstrate that the activities are in compliance with the 
EMS.  
 

13.1 Controlled documents 
 
This summary EMS outlines some of the relevant procedures and forms that will be required 
to document the proposed waste activity. All documents will be controlled and issued by the 
Technically Competent Person (TCP). One of the responsibilities of the environmental 
management representative is the maintenance of this documentation.  
 

13.2 Location of documents 
 
All relevant documents will be available on site and routinely backed up.  
 

13.3 Review, Update and New Documentation 
 
Glass Tech will periodically review the EMS.  Only authorised personnel are able to make 
amendments to documentation in consultation with the TCP Environmental management.  All 
employees will, however, be encouraged to provide feedback regarding the documentation 
to ensure it remains fit for purpose. 
 

13.4 Document Issue and Removal 
 
Glass Tech will ensure that all current versions of the documentation are reviewed, updated 
and issued to all the relevant parties. Any documentation not required will be clearly 
identified through the use of an obsolete records system.  
 

13.5 Document and Record Retention  
 
Glass Tech will ensure that all documentation will: 
 
 be legible.  
 be made as soon as reasonably practicable.  
 if amended, be amended in such a way that the original and any subsequent 

amendments remain legible or are capable of retrieval.  
 be retained for at least 6 years unless they relate to off-site environment effects or 

matters relating to the condition of the land, groundwater and surface water, in which 
case they will need to be retained until the Permit is surrendered.  

 

13.6 Reporting to NRW  
 

Glass Tech will report relevant waste records to NRW at the required intervals set out in the 
Permit.   
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13.7 Notifying NRW  
 
Glass Tech shall notify NRW without delay the detection of:  
 
 any malfunction, breakdown or failure of equipment or techniques, accident or emission 

of a substance not controlled by an emission limit which has caused, is causing or may 
cause significant pollution.  

 the breach of a limit specified in the Permit.   
 any significant adverse environmental effects.  
 
Written confirmation of actual or potential pollution incidents and breaches of emission limits 
shall be submitted to NRW within 24 hours.  
 
Glass Tech will notify NRW within 14 days of the occurrence of the following matters:  
 
 any change in the operator's trading name, registered name or registered office address.  
 any steps taken with a view to the operator going into administration, entering into a 

company voluntary arrangement or being wound up.  
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14 PERMIT SURRENDER 
 
Should Glass Tech wish to surrender the Permit at some point, NRW will need to be 
convinced that necessary measures to avoid any pollution risk resulting from the waste 
activities have been taken.  
 
The legal test for surrender is – “that the necessary measures have been taken:–  
  
(a)  to avoid a pollution risk resulting from the operation of the regulated facility; and  
(b)  to return the site of the regulated facility to a satisfactory state, having regard to the 

state of the site before the facility was put into operation.” 
 
Given the site history and location, the Site Condition Report considers that the ground 
beneath the site is not likely to be significantly impacted by historical site activity. With the 
available desk based information, the presence of made ground associated with the 
construction of the unit cannot however be discounted and during the operation of the 
previous automotive facility, leaks and spills may have occurred.   Provided the site is 
operated in accordance with the Permit and records are maintained that show waste 
acceptance and pollution control measures have been implemented, the land quality should 
not be altered. This may mean that a ‘Basic Surrender’ will be feasible. During operations, 
Glass Tech will therefore need to ensure that the relevant records are maintained and the 
Site Condition Report updated. This will ensure that several lines of evidence demonstrating 
the legal test has been satisfied are gathered during operations.   
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Figure 1  Site Location Plan 
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EVALUATION OF ENVIRONMENTAL ASPECTS 
 
1. Purpose 
 
The purpose of this procedure is to ensure that all environmental aspects (operations, 
activities and equipment) carried out and used at the site are identified and that the 
significance of their environmental impacts are assessed to permit improvement objectives 
and the implementation of necessary control measures. This procedure should be used to 
address normal and abnormal operating conditions and also emergencies.  This procedure 
applies to all activities including those of contractors. 
 
2.  Scope 
 
This procedure covers all environmental aspects and impacts undertaken at the Kenfig 
Works which Glass Tech controls or has reasonable influence over. 
 
3.  Procedure 
 
3.1 Aspects & Impacts Identification 
 
The environmental management representative is responsible for carrying out an annual 
review of the overall environmental aspects and impacts of all operations and activities at 
the site.  
 
Aspects are defined as those operations or activities over which Glass Tech has either control 
or significant influence and which have the capacity to affect the environment. 
 
Impacts are defined as the effects upon the environment, positive or negative, which the 
environmental aspects of the operations and activities produce. 
 
Separate additional reviews will be required to assess the aspects related to any new 
processes, changes in operational practice, new legislation and other foreseeable factors. 
 
The results of all reviews shall be recorded on the Register of Environmental Aspects.  
 
The annual review shall be timed to produce a list of prioritised environmental impacts for 
consideration during the setting of environmental objectives and targets for the following 
year. The review shall identify environmental aspects by an asses・ sment of the operations, 
activities and services, together with consideration of the actual and potential effects of: 
 
Air emissions to atmosphere 
Water usage and discharges to surface water groundwater and sewers 
Land contamination caused by spillages, etc. 
The production, re-use, recycling and disposal of waste 
Receipt of waste for processing and recycling 
The storage and management of materials 
Activities upon local ecology of operations, sites and premises 
The visual impact of sites and buildings 
Environmental noise 
Energy use and management 
Use of transport and vehicles 
Materials used 
Organisation & site information 
Legal issues and other requirements 



 

 

Existing environmental management 
Raw materials 
Packaging 
Office activities 
Landscaping and infrastructure 
Other relevant issues such as odours, particulates, lighting & pests 
 
3.2  Assessment of Significance 
 
Each aspect identified shall be assigned a significance rating to indicate the relative 
importance of its related environmental impacts. The significance rating shall be used to 
define those impacts which shall be controlled through environmental objectives and targets, 
or by the implementation of operational control procedures. 
 
Impacts shall be assessed by the environmental management representative using the 
following method: 
 
All aspects which are legitimate concerns of major stakeholders and the company shall be 
regarded as significant, if necessary controls have not been implemented. 
 
All aspects which are subject to environmental legislation shall be regarded as significant.  All 
aspects where insufficient information is available to make a reasoned judgement shall be 
regarded as significant until further information is available. 
 
Where none of the above criteria apply, the aspects and related impacts shall be evaluated 
by the method specified in the following sections. 
 
3.3  Normal conditions 
 
Under normal operating conditions an impact is evaluated by taking into consideration the 
quantity of the aspect being evaluated and the environmental consequence of the impact.  
 
Impact  = Quantity of Aspect  x Environmental Consequence 
 
The Quantity of Aspect is given a rating with a value of between 1 and 4 based on the 
criteria summarised in Table 1.  Judgement will need to made and documented regarding 
the quantity of materials used and/or the amount of sub-stance emitted to the environment. 
  

Table 1  Quantity of Aspect 
5 MAJOR source of emissions or use of resource 
4 HIGH source of emissions or use of resource 
3 MODERATE source of emissions or use of resource 
2 MINIMAL source of emissions or use of resource 
 
 
The environmental consequence of the impact is also given a rating based on the criteria 
summarised in Table 2. In gauging the significance of the consequence the assessor will 
need to take into consideration the sensitivity of the environment and should make reference 
to the Site Condition Report. 
 



 

 

Table 2 Consequence Rating 
4 MAJOR effect on the environment. Equivalent to an EA category 1 Compliance Classification Scheme rating.  
3 SIGNIFICANT effect on the environment. Equivalent to an EA category 2 Compliance Classification Scheme 

rating.  
2 MINOR effect on the environment. Equivalent to an EA category 3 Compliance Classification Scheme rating.  
1 MINIMAL effect on the environment. Equivalent to an EA category 4 Compliance Classification Scheme 

rating.  
 
 
By multiplying the quantity and consequence scores the impact significance is calculated. If 
the impact rating is 6 or above then the aspect is considered significant under normal 
operating conditions  
 
Significant Impact (6-16) 
 
Non-significant Impact (1-5) 
 
This evaluation will be recorded and justified. 
 
ALL SIGNIFICANT IMPACTS WILL BE LISTED AND TAKEN FORWARD FOR 
MANAGEMENT AND MITIGATION 
 
3.4  Abnormal and emergency conditions 
  
Conventional risk assessment is used to evaluate the significance of potential impacts during 
abnormal and emergency conditions. For each plausible impact identified, the likelihood of 
the impact and the magnitude of the consequence of the impact occurring will be evaluated.  
The overall magnitude of the impact is the product of the likelihood and the consequence 
associated with the event.  Therefore, the overall magnitude can be summarised as follows: 
 
Magnitude of Impact =  Likelihood X Consequence 
 
The consequence and likelihood of each impact takes into consideration five sets of criteria:  
 
Consequence of Impact 
Magnitude – the severity of the impact. 
Scale – the geographical extent of influence of the impact. 
Duration – the time period over which the impact will continue to be experienced. 
 
Likelihood of Impact 
Exposure – the frequency of the activity that may cause the impact. 
Probability of occurrence – the probability that the impact will actually occur during the 
period of exposure. 
 
For each of the criteria, a rating system has been developed.  An explanation of the ratings 
associated with each of the above criteria is provided in Table 3 and Table 4.  
 
To facilitate evaluation and ranking of the potential impacts each criteria has been assigned 
a numerical score between 1 and 5. Where there is insufficient data to categorise an impact 
against the criteria, the impact is assigned an appropriate default value and labelled 
‘unknown’. In these instances, a conservative approach is adopted and negative impacts are 
assigned a value of 5, reflecting the theoretical worst case scenario. Positive impacts that 
cannot be confidently rated against the criteria are assigned a value of 3, reflecting a 
conservative positive impact. 
 



 

 

To obtain the overall consequence rating of the potential impact, the numerical values for 
each criteria (magnitude, scale and duration) are added together. Similarly, to obtain the 
overall likelihood of an impact, the exposure and probability scores are added together.  The 
range of possible values for consequence is therefore 3-15,  and the range for likelihood is  
2-10. 

 
Table 3 Criteria for evaluation of the consequence of possible impacts 

Criteria Description Possible Results 
Term Description Score

Magnitude 
of Impact 

An indication 
of the 
severity of 
the impact 
and either 
positive or 
negative 

Very High 

Extreme negative effect - e.g.  environmental functions or 
processes permanently cease, significant harm to human 
health  

5 Extreme positive effect –e.g. permanently off-sets 
consumption of natural resources, large scale or major 
improvement of resource quality; extensive restoration or 
enhancement; major improvement of attribute quality 
(Beneficial). 

High 

Severe negative effect – e.g. environmental functions or 
processes are altered to the extent that they temporarily 
cease, long-term or irreversible effect to human health. 

4 Severe positive effect - e.g. temporarily off-sets 
consumption of natural resources, benefit to, or addition of, 
key characteristics, features or elements; improvement of 
attribute quality (Beneficial). 

Moderate 

Moderate negative effect - the affected environment is 
altered, but functions continue, albeit in a modified way, 
medium-term or reversible effect to human health.  

3 
Moderate positive effect – Consumption of natural resources 
continues, but a significantly lower quantity is required,  
moderate benefit to, or addition of, one (maybe more) key 
characteristics, features or elements; some beneficial impact 
on attribute or a reduced risk of negative impact occurring 
(Beneficial). 

Low 

Minimal negative effect - affects the environment in such a 
way that functions and processes are not affected, short-
term or reversible effect to human health. 

2 Minimal positive effect -  Consumption of natural resources 
continues, but a large amount is still required, minor benefit 
to or positive addition of one or more characteristics, 
features or elements 

Very low Minimal or negligible effect (positive or negative), no 
measurable effect on humans. 1 

Unknown Magnitude of impact unknown 5* 

Scale of 
Impact 

An indication 
of the 
geographical 
extent of the 
impact, 
either 
negative or 
positive 

National Affects international resources   5 
Regional Affects the resources of Wales and the UK 4 
District Affects off-site resources within adjacent County Boroughs 3 
Local Affects the immediate surroundings 2 
Site-
specific Localised  1 

Unknown Extent of impact unknown 5* 

Duration 
of Impact 

An indication 
of the 
duration or 
time over 
which the 
impact will 
be 
experienced, 
either 
negative or 
positive 

Permanent Will remain permanently 5 
Long Term Extends throughout the life of the Permit 4 
Medium 
Term Occurs over a period of months  3 

Short Term Occurs over a period of a few weeks   2 
Transient Very short duration (fee days) 1 

Unknown Duration of impact unknown 5* 

* Score of 3 assigned for positive impacts  



 

 

Table 4 Criteria for evaluation of the probability of plausible impacts 
 

Criteria Description Term  Description Score

Frequency 
of Impact 

An indication of the 
frequency of the 
activity that may 
cause the impact, or 
the continuity of the 
exposure, either 
negative or positive 

 Discrete Event Prolonged Exposure from 
a Single Activity or Event  

Very high Daily or continuous Exposure in perpetuity 5 

High Weekly/once per 
week 

Continuous exposure for 
several months 4 

Moderate Monthly/once per 
month 

Continuous exposure for a few 
weeks  3 

Low Bi-annually Continuous exposure for a few 
days 2 

Very low Annually or less 
frequently 

Prolonged exposure but for a 
very short duration (< 1 day) 1 

Unknown Frequency of 
activity unknown 

Continuity of exposure 
unknown 5* 

Probability 
of 
Occurrence 

An assessment of 
the degree of 
certainty associated 
with a potential 
impact, either 
negative or positive 

Certain There is a pathway between receptor and hazard and 
an event is certain to occur 5 

Highly 
Likely 

There is a pathway between receptor and hazard and 
an event would appear very likely in the short-term 
and almost inevitable over the long-term, or there is 
evidence at the receptor of harm or pollution. 

4 

Likely 

There is a pathway between receptor and hazard and 
all the elements are present and in the right place 
which means that it is probable that an event will 
occur. Circumstances are such that an event is not 
inevitable, but possible in the short-term and likely 
over the long-term. 

3 

Possible 

There is a pathway between receptor and hazard and 
circumstances are possible under which an event 
could occur.  However, it is by no means certain that 
even over a long period such an event would take 
place, and is less likely in the shorter term. 

2 

Unlikely 
There is a pathway between receptor and hazard but 
circumstances are such that it is improbable that an 
event would occur even in the very long-term. 

1 

Unknown Probability of occurrence unknown 5* 
NOTE: * Score of 3 assigned for positive impacts 
 
Based upon the overall aggregate scores each impact is assigned a qualitative term, ranging 
from ‘very low’ to ‘very high’ in accordance with Table 5.  
 
 

Table 5 Overall consequence and likelihood ratings 
 

 
 
Finally, the overall significance associated with the impact is determined by cross-referencing 
the overall consequence and likelihood ratings, as shown in Table 6.  This determines the 
overall significance of the impact, which is assigned one of four qualitative terms, ranging 
from negligible to major.  Each of the qualitative terms and implication of these levels of 
significance for the site are provided in Table 6 and Table 7.  
 
 

Overall 
Consequence 

Sum of Magnitude + 
Scale + Duration 

3-4 5-7 8-11 12-14 15 
Very Low Low Moderate High Very High 

Overall 
Probability 

Sum of Exposure + 
Probability 

2-3 4-5 6-7 8-9 10 
Very Low Low Moderate High Very High 



 

 

Table 6 Matrix used to determine overall significance of potential impact 

 
 
 

Table 7  Explanation and interpretation of significance ratings for impacts 
 

Significance of 
Impact 

Implications for Project 
Positive Impacts Negative Impacts 

Major  There is a high probability that severe harm could arise to a 
designated environment receptor from an environmental 
aspect. Only adverse effects are normally assigned this level 
of significance. They represent key factors in the decision-
making process and require Glass Tech to consider re-
designing operations to mitigate impact.  

Moderate Very substantial 
improvement to existing 
resources 

It is possible that harm could arise to a designated receptor 
from an identified hazard. However, it is either relatively 
unlikely that any such harm would be severe, and if any harm 
were to occur it is more likely, that the harm would be 
relatively mild.  
Glass Tech will set objectives and implement environmental 
action plans to control and mitigate the impact. 

Slight Appreciable improvement 
to, or will sustain, existing 
resources 

Acceptable effect - the possibility of the impact occurring is by 
no means certain and the consequence of exposure is such 
that there would be no measureable harm. Unlikely to be 
critical in the decision-making process, but are important in 
enhancing the design of the site. 

Negligible Negligible effect - probable that impact could occur but the impact would be beneath levels 
of perception, within normal bounds of variation or within the margin of forecasting error. 

 
 
4. Management of Significant Impacts 
 
All of the aspects identified as being significant will be documented and  registered and  
subjected to further investigation and management under Environmental Action Plans.   
 

 OVERALL CONSEQUENCE OF IMPACT 
(Sum of Magnitude + Duration + Scale) 

Very Low Low Moderate High Very High 

O
V

ER
A

LL
 L

IK
EL

IH
O

O
D

 O
F 

IM
P

A
C

T 
(S

um
 o

f 
Ex

po
su

re
 a

nd
 P

ro
ba

bi
lit

y)
 

V
er

y 
Lo

w
 

Negligible Negligible Negligible Negligible Slight 

Lo
w

 

Negligible Negligible Negligible Slight Moderate 

M
od

er
at

e 

Negligible Negligible Slight Moderate Moderate 

H
ig

h 

Negligible Slight Moderate Moderate Major 

V
er

y 
H

ig
h 

Slight Moderate Moderate Major Major 



Fire Drills 
 
A drill is intended to ensure, by means of training and rehearsal, that in the event of fire: 
  
The people who may be in danger act in a calm and orderly manner.  
The appointed personnel undertake their key tasks 
The means of escape are used in accordance with a pre-determined and practised plan.  
If evacuation becomes necessary, staff should be aware of what to do.  
 
Normal, advance warning should not be given of the fire drill.  
 
Every opportunity should be taken to learn lessons from the drill and to reinforce staff 
training where gaps are identified.  
 
It is good practise to appoint a small number of people to observe the drills and highlight 
areas of concern. It is important that all managers are aware of the procedures, as 
employees will look towards them in an emergency.  
 
 
FIRE EVACUATION LOG SHEET 
 
Date: Reason for Evacuation: 
Time of Alarm:  
Time Taken To Evacuate:  
Time Taken To Conduct Roll Call:  
  
Anyone unaccounted for:  
  
Were any escape routes blocked?  
If yes, with what?  
  
Were all windows and doors closed?  
If not, why?  
  
Were all machinery, processes, etc, 
ceased or switched off? 

 

If not, why?  
  
Fire alarm reset?  
  
Feedback from employees?  
  
  

 
 
Fire evacuation drills should be carried out at least once in every period of 12 months, unless 
otherwise specified. 
 
 



Spill Drills 
 
In the event of a Spillage on-site trained personnel shall take the following actions 
where safe and practicable to do so: 

‐ Immediately alert area occupants and supervisor, evacuate the area if necessary; 
‐ If there is a fire or medical attention needed, contact emergency services on 999 
‐ If a volatile, flammable material is spilled, immediately warn everyone, control 

sources of ignition and ventilate the area. 
‐ Protect floor drains and other means for environmental release. Spill socks and 

absorbents may be placed around drains as needed.  
‐ Loose spill control materials should be distributed over the entire spill area, 

working from the outside, circling to the inside. This reduces the chances of 
splash or spread.  

‐ When spill materials have been absorbed use brush and scoop to place materials 
in appropriate container.  

Decontaminate the surface where the spill occurred using suitable detergents and 
water, when appropriate. 

 

Spill Simulation Log Sheet 
 
Date: Reason: 
Time of Spill:  
Time Taken To Locate Spill 
Material: 

 

Time Taken To contain 
spillage: 

 

  
  
  
Were any spill materials 
unavailable? 

 

If yes, why?  
  
Was the spill contained with 
no flowing liquid escaping 
from the controlled area? 

 

If not, why?  
  
Were all machinery, 
processes, etc, ceased or 
switched off? 

 

If not, why?  
  
Spill area cleared?  
  
Feedback from employees?  
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Accident and Incident Record 
 

Date and time of the incident  

 

 

 

What happened, what was it about? 

 

 

 

 

Was anyone else aware of this – other witnesses?  If so who? 

 

 

 

What caused it? 

 

 

 

What action did you take to fix the problem? Were external agencies involved? 

 

 

 

 

What have you done to make sure that it does not happen again?  

 

 

 

Was there any significant pollution – for example: oil entering a surface water drain. If so 
what? 

 

 

 

If there was then you must notify the 
Environment Agency on 0800 807060 
ASAP.  Have you done so? 

Yes/No/not applicable 
Time: 
Date: 
E.A Incident number: 

Please print your name and sign 

 
 

 
 





Register of Environmental Aspects 

 List all the 
processes/ 
activities/ 

equipment at 
your site in 

these 
columns. 

Answering YES to any of these questions 
automatically means the aspect is significant 

Identify using a tick if the aspect may result in one of these impacts. 
Consider other impacts if necessary. 

All potential impacts need to be evaluated in accordance with Procedure PROC01. 

Item 
Ref 
No 

Process/ 
Activity/ 

Equipment 

Legitimate 
concern of 

company and 
stakeholders? 

Subject to 
legislation? 

Insufficient 
information 
available to 

make 
judgement 

Emissions 
to Air 

(including 
dust) 
- A 

Emissions 
 to Water 

 - W 
 

Energy 
Usage  
(for 

example, 
electricity, 
gas, oil)  

- E 

Waste 
Disposal 

 - D 
 

Land 
Contamination 

 - L 
 

Nuisance  
(i.e. noise or 

odour)  
- N 

 

Resource 
Consumption 
(for example, 

water, 
chemicals, not 

energy)  
- R 

1            
2            
3            
4            
5            



 

 

Register of Significant Environmental Aspects 
 
Refer to procedure for full guidance 
 

 
 
 

Item Ref  Describe the 
environmental aspects 
giving rise to potential 
significant effects 

Is impact controlled 
by equipment? 

Is equipment included on 
maintenance checklist? 

Is impact controlled by a procedure?  

If so, what is the reference? 

     
     
     
     
     





















 

 

Complaint Form 
 
 
Name and Adress:  Tel:  

 
Fax:  
 
E-Mail:  
 
Mobile:  
 

Date Complaint Received 
 
 
 

Written or Verbal Date Complaint Rectified Written or Verbal 

Nature of Complaint 
 
 
 
 
 
 
 
 
 
 
 
Remedial Action 
 
 
 
 
 
 
 
 
 
 

All Complaints Should Be Discussed At The Next Management Review Meeting 
 
Review Meeting Date 
 
 

Complaint Discussed Action Agreed Signed (Meeting Rep.) 

Comments 
 
 
 
 
 
 
 
 
 
 
 

 



Customer Complaint Log 
 

 
Complaint  

No. 
 

 
Name and Nature of 

Complaint 

 
Date of Complaint 

 

 
Date Rectified 

 
Signed Off By 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

     

     

     

     

     

 
 



 
MANAGING NON-COMPLIANT WASTES   

Date and 
Time 

Waste 
Description 

Reason for non-
compliance e.g. 

odour, visual 
contamination, 

too wet etc 

Action Taken 
 

Name and Address of Waste 
Producer 

Waste Carrier Details, 
Vehicle Type and Vehicle 

Registration 

Waste 
Transfer 

Note 
Number 

Final Waste Destination NRW 
Contacted? 

         

         

         

         

         

         

 



 

 

REGISTER OF WASTE DELIVERIES FORM 

Date/ 
Time 

Reference 
No: 

 

Site Address of Waste Name of Supplier/ 
Carrier 

Waste 
Carrier 

Registration 
Number 

Waste 
Transfer 
Note No. 

Delivery 
Vehicle 

Registration 
Number 

Waste Type Waste 
EWC 
Code 

Quantity 
in load 

tonnes/ 
volume 

Waste 
Acceptable 

Reasons for 
Waste Rejection 

Y N 
             

             

             

             

             

             

             

 



 

 

TRAINING MATRIX 
 

 
JOB/NAME 

 
TRAINING REQUIRED 

(tick boxes to show who needs which training) 
COMMENTS 

 

Environmental awareness Maintenance/operations Accidents and emergency 
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Training Record 

 
Name Date employment Commenced 

Department Job Title 

 
Induction Training 

Course Title Authorisation by 
Line manager 

Date of 
Authorisation 

Date training 
Completed 

Initialled by 
trainer 

     

     
     

     

     

     

     
 

Qualifications gained in this employment                                                              Expiry Date 
 

 
Training requirements 
 

 
External Training Courses         
Training Course                 Organisation 
Dates         Approval 
 
 
Training Course                 Organisation 
Dates           Approval 
 
 

 











Maintenance Checklist  

Item requiring 
maintenance 

How often? 
(tick the appropriate box) 

Where are 
maintenance 
instructions? 

Who is 
responsible? 

D
ay

 

W
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k 
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on

th
 

Y
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2 
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5 
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Control 
 



 
 

PRODUCT ENQUIRY FORM 

 
ENQUIRY FROM 

 
 
 

 
DATE 

 
 

 
CONTACT DETAILS OF 
SITE ADDRESS WHERE 

PRODUCT IS 
REQUIRED 

 
 

 
 

 
PRODUCT 

REQUIREMENTS 

 
 
 

 
PRODUCT 

SPECIFICATION 

 
 

 
TONNAGE REQUIRED 

OF PRODUCT 
 

 
 

 
ADDITIONAL SPECIFIC 
REQUIREMENTS FOR 

PRODUCT 
 

 
 
 
 
 
 
 
 

 
DELIVERY or 

COLLECTION DETAILS 

 
 

 
OTHER DETAILS/ 

COMMENTS 

 
 

 



DAILY PROCESS CONTROL RECORD FORM 

Date Time 
 

Waste 
Feedstock 

Stockpile 
ID Code 

Deteriorated  
or 

Contamination 
Evident 
(Y/N) 

Water or 
Moisture 
Content 

Acceptable 
(Y/N) 

Oversize/ 
Undersize 
material 
present 
(Y/N) 

Waste 
Acceptable 

for Use 
 

(Y/N) 

Equipment 
Used to 
Process 
waste 

Product to 
Manufacture 

 

Product 
Visually 

 OK 

Operator Waste 
Feedstock 

Sample 
Location 
and Test 

Comments/Remedial 
Works 

 
Y 

 
N 

               

               

               

               

               

               

 



SAMPLING REPORT FORM 
 

Sampling Sheet No  

Production Week Ending: 
Day 1 Day 2 Day 3 Day 4 Day 5 Day 6 Day 7 

 
Date:        

Product 

Type 

        

        

Upper Aggregate Size        

Purpose for aggregate:        

Location of Sampling 
Points: 
Stockpile Middle / Base 

       

Batch Name:        

Batch Size (tonnage):        

Comments:        

Sampling Method Description 

Date        

Sampling Plan Used        

Weather During 
Sampling: 

       

Sampling Procedure:        

Sampling apparatus:        

Mass of sampling 
increments in Kg: 

       

Number of sampling 
increments 

       

Sampler- print name and 
signature: 

       

Sampling Dispatch 

Samples 
combined to 

form 
representative 

batch sample of 
weeks 

production 

 Unique 
Sample 

Reference 
No. 

 
 
Contact Test 
Laboratory  
(Date) for 
collection 

 Bulk 
samples 
collected 

by 
laboratory 

(date) 

 

 



 
WEEKLY SITE INSPECTION FORM 

 
 

Week ending: 
 

       

Inspected By: 
       

Site Road 
Condition 

       

Waste Volumes        

Waste Stockpile 
Stability 

       

Product Stockpile 
Stability 

       

Dust        

Odour        

Noise        

Litter        

Site Security         

Vandalism        

Weather        

Other        

Actions  

 
 
 



 
 

PRODUCT NON-CONFORMANCE FORM 

Product 
Type 

Dates of 
Production 

Product 
Sample 

Location 
 
 

Unique 
Product 
Sample 

Reference 
(see Sampling 
Report Form) 

 

Date 
Sent to 

Laboratory 

Operator Quantity 
Involved 

Nature of Non-
Conformance  

Corrective Action Causes  Remedial Action 
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