Worksheet: Documents needed for an initial review
	Completed by: 
	Date: 
	

	Documentation 
	Available: 
	Held by: 

	Process authorisations (Licences and permits)

Details: 
	
	

	Consents or authorisation to discharge to controlled waters (issued by the Environment Agency, Scottish Environment Protection Agency or Northern Ireland Environment Agency) 
	
	

	Consents to discharge to sewer (issued by your sewerage undertaker) 
	
	

	Complaints and incidents records 
	
	

	Copies of relevant legislation 
	
	

	Copy of relevant waste documentation (consignment notes and transfer notes) 
	
	

	Copies of waste contractors' carriers licences 
	
	

	Copy of permit, licence or exemption for the site where waste is taken 
	
	

	Hazardous (special) waste registration (if applicable) 
	
	

	Details of breaches and prosecutions 
	
	

	Copies of complaints from local residents 
	
	

	Site drainage drawings and plans 
	
	

	Drawings of any relevant plant (eg oil interceptor, boiler house and effluent treatment plant) 
	
	

	Existing procedures and controls covering:

  Raw materials

  Effluents

  Emissions

  Waste

  Safe systems of work

  Processes

  Emergencies 
	
	

	Maintenance schedules and records 
	
	

	Monitoring data for discharges 
	
	

	Operations logs 
	
	

	Product information 
	
	

	Purchasing records 
	
	

	Raw material specifications and data sheets (COSHH Manual and Material Safety Data Sheet) 
	
	

	Training records 
	
	

	Utility bill:

  Electricity

  Gas

  Water
  Others 
	
	


