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1. 
Purpose

1.1 To ensure the efficient and legal operation of the site and to fulfill the requirements of the environmental permitting regulations.
2. 
Responsibility
2.1. It is the responsibility of the site manager to ensure this procedure is followed.
3. 
Incident Log
3.1
The site manager must record all unsatisfactory events or any issue occurring, observed or reported by others in regards to the site.
3.2 All boxes on the Incident Note Log must be fully completed. These are;

· Record Number – This number must be in sequence

· Description of the incident

· Date of the incident

· Time of the incident

· Name of the person raising the issue

· Weather conditions at the time of the incident

· Action taken to remedy the situation

· The date the issue was closed out
4. 
Reporting & Records 
4.1
Any incident or breach of this procedure must be reported immediately to the site manager.
	Incident Log - Composting Facility
	

	Site  
	Coed Darcy Soil Treatment Facility
	

	Record
	Incident
	Date
	Time
	Raised By
	Weather Conditions
	Action taken
	Closed Out Date

	1
	Timbers in excavated load
	19/09/2016
	2.00pm
	A.N.Other
	N/A
	Segregated and collection by Contractors arranged
	20/09/2016
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