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Touchstone

Intelligent property management

Environmental and Energy Management System Manual

Scope and exclusions
This document describes the Integrated Environmental Management System (EMS) and the
Energy Management System (EnMS) applicable to Touchstone.

The scope of this system covers the operation of corporate offices for the provision of
property management and administration services for the private rented sector. The activities
and operations covered include all activities at the offices of Touchstone as detailed in section 1 of
this manual. There are 2 offices on the scope, Milton Keynes (leased from Places for People) and
Bath (leased). The Bath office uses electricity and petrol/diesel for the company cars and the Milton
Keynes offices uses electricity and petrol/diesel for the company cars.

There are no exclusions from the requirements of 1ISO 14001:2015 or ISO 50001:2011.
Responsibility

The Health, Safety & Compliance Director has been nominated as the person responsible for this
Integrated Management System across the organisation and acts as the management

representative.

All members of staff are responsible for working within the framework of the Integrated
Management System and contributing to its continual improvement.

CONTENTS
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5 Process Maps
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1. Organisation Profile

Touchstone has been managing residential property for over 25 years. They currently manage over
20,000 units for institutional and corporate investors, retailers with residential upper parts, private
landlords and mortgage lenders. It is a diverse client base and includes a whole variety of different
types of stock, situated across the length and breadth of the UK, including Northern Ireland.

Touchstone is a wholly-owned subsidiary of Places for People, the property services group which
includes a range of property ownerships.

The group aims to provide specialist services in specific sectors whilst offering cross-sector support
from within the group where opportunities arise. The group - particularly through Touchstone — is
committed to providing services to the Private Rented Service as it grows, and this includes the
management of individual units in high street locations and attempts to bring vacant or redundant
units back in use.

The company has a Management System which is compliant with ISO 14001:2015 (Environmental
Management Systems) and ISO 50001:2011 (Energy Management Systems).

The sites covered by the ISO 14001:2015 and I1SO 50001:2011 Management Systems are:

2 Crescent Office Park, Clarks Way, Bath, BA2 2AF
55 Triangle Building, Wolverton Park, Wolverton, MK12 5FJ
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2. Overview

An overview of the key elements of the Integrated Management System and their interaction
are shown below. ,

Environmental and Energy Management Process

Review of organisational context, risks and
opportunities; preliminary environmental review; |«
energy review

T

Identify environmental and energy aspects and
carry out assessment

T

Identify applicable legislation and other
requirements, and assess compliance

e L

Set objectives and ensure risks are controlled and/
or subject to an improvement programme

v

Review and feeback

Monitor and review
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2.1 Introduction

Touchstone have an Integrated Energy and Environmental Policy statement aimed at improving their
energy performance and reducing the environmental impacts of their activities and operations.

Touchstone have also adopted this management system to support the policy. The system sets out
the roles and responsibilities for managing, auditing, reviewing and updating policies and procedures
in support of the overall management policy.

2.2 Roles and Responsibilities

The Directors of the organisation have overall responsibility for the Energy and Environmental Policy,
the Integrated Management System which supports it, and the achievement of related energy and
environmental objectives.

The Health, Safety & Compliance Director is the designated Management Representative for the IMS.
He has responsibility for reporting to other Directors, planning and implementing changes aimed at
achieving agreed targets and carrying out a review of the organisation’s energy performance. The day
to day running of the IMS is managed by Jacqueline Harley, Office Manager.

Managers working across the organisation are responsible for promoting the IMS policy in their areas.

All staff and any contractors working on the premises are expected to follow the principles of the IMS
policy statement and it's supporting policies and procedures.

The Environmental Sustainability Team at Places for People have been engaged as specialist
advisors with regards to the IMS and responsible for briefing key staff in auditing, evaluation of
aspects, maintenance and updating of the IMS manual and the register of applicable legislation and
requirements.

2.3 Objectives and Targets

Touchstone adopt and review, on a regular basis, targets for energy and environmental improvement.
These are specific, measurable, achievable and consistent with the stated Energy and Environmental
Policy of continually improving performance. Details of targets and objectives are also communicated
internally.

2.4 Audit and Review

Touchstone aims for continuous improvement in their energy and environmental performance. To
achieve this, performance is monitored by regular auditing, along with measuring progress towards
any targets. The Health, Safety & Compliance Director will collate information for an annual review
and report to the other Directors.

2.5 Regulations

Touchstone reviews, at least annually, existing and impending energy and environmental legislation
that impacts on its business activities. Legal compliance audits are completed annually.

2.6 Training

The Health, Safety & Compliance Director will arrange for training or take other action to assist staff in
their role in promoting the Energy and Environmental Policy. The Health, Safety & Compliance
Director and auditors will also take steps, through visits to departments and sites, to improve
awareness amongst staff of our aims in relation to the energy and environmental performance of the
organisation.
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3. Energy and Environmental Policy Statement

Our Energy and Environmental Policy has been established to guide all of the work which Touchstone
does by setting a framework to address progress on our energy and environmental performance.
Environmentat issues are now high on the political agenda and suppoited by a range of new policies,
legistation and other requirements. At the same time, energy and waste costs have already risen and
are likely to continue to rise in the long term. These changes are having a direct impact on operational
costs, customers and the requirements for new developments.

The policy is communicated to our staff, customers and stakeholders and is reviewed every year.
Touchstone is a large and diverse organisation that operates throughout the United Kingdom. We
recognise that our operations have a range of impacts on the environment and we are working to
minimise them wherever possible. We will work to develop new approaches, services and products
that reduce our impacts and that contribute to wider environmental action that will benefit everyone.
We will work with our staff, partners, suppliers and contractors to help them reduce their own impacts
and the products and services they supply to us and our customers. The energy and environmental
performance of Touchstone is monitored by the board and the Managing Director is the main sponsor
for our activity. All company Directors are responsible for identifying environmental impacts in their
part of the organisation, putting in place action to reduce impacts and monitoring performance.

Touchstone accepts that it has a direct responsibility for the environment. We will implement policies
and deliver services using methods intended to minimise the consumption of resources and the
creation of non-recyclable waste.

We are commilted to providing a safe, healthy and attractive working environment for our employees,
visitors and others living or working in the immediate vicinity. We will continually strive to improve our
energy and environmental performance and in particular we will:

e Seek to ensure compliance with existing and future legislation and any other initiatives or
requirements to which the firm subscribes including 130 14001 and 1SO 50001.

o Work with relevant external bodies and our own staff to continually improve our energy and
environmental performance, prevent pollution and maintain safe and healthy working
conditions.

Identify and seek to reduce any harmful environmental effects which arise from our business.
Purchase energy-efficient products and services, and design for energy performance
improvement.

e Minimise, re-use and recycle materials wherever practicable.

o  Provide environmental training for our staff, and encourage them to apply good environmental
practice, both at work and at home.

* Require employees to utilise video conferencing facilities and public transport wherever
possible.

» Discuss environmental issues regularly at the highest management levels of the organisation
and take authoritative action as necessary.

» Ensure the availability of information and of necessary resources to achieve objectives and
targets.

¢ Review and revise this policy as necessary at regular intervals.

Our Integrated Energy and Environmental Management System will enable us to monitor our
performance and help us achieve energy and environmental performance objectives. These
objectives will be set and reviewed annually and will be measurable. Information about our
environmental aspects, objectives and performance can be obtained by contacting our Business
Support Team - fraining@touchstonecps.com who would also welcome any observations you may
have on the environmental aspects of our business.

Date: 08/04/19 4}

Approved: Tristram King Signed: M Sistand ij"%f‘
Health, Safety & Compliance Director {Muf Managing Director
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4. Organisation Chart

Touchstone Board

Health, Safety & Compliance
Director

ISO Reps at the
offices

Places for People —
Environmental Sustainability
Team

The dotted line means that the Environmental Sustainability Team at Places for People supports the
Health, Safety & Compliance Director with the Energy and Environmental Management System.
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5. Process Maps

Contents
No. Title Page No.
EP 5.1 Identification of organisational context, risks and opportunities 09
EP 5.2 IMS, policy, leadership and responsibilities 10
EP 5.3 Identification and evaluation of aspects and impacts 11
EP 5.4 Identification and evaluation of legal and other requirements 12
EP 5.5 Energy planning 13
EP 5.6 Setting of targets, objectives and improvement programmes 14
EP 6.7 New projects, design and procurement 15
EP 5.8 Emergency preparedness and response 16
EP 5.9 Training, awareness and communication 17
EP 5.10 Document and record control 18
EP 5.11 Audit, review and improvement 10
EP 5.12 Improvement and Non-Conformities 20
EP 5.13 Performance measurement and monitoring 21
EP 5.14 The role of ISO Rep 22
EP 5.15 Collection and disposal of waste 23
EP 5.16 Delivery, storage and use of oils and chemicals 24
EP 5.17 Drainage System 25
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EP 5.1 Identification of organisational context, risks and opportunities Process owner
Health, Safety &
To ensure ongoing and systematic identification and assessment of the Compliance Director
risks posed to, and opportunities for, the results of the organisation’s Applicable clauses
Management System. ISO 14001:2015-4.1, 4.2,
SCOPE To ensure ongoing and systematic identification and assessment of the 43, 44,61.1,6.1.4
needs and expectations of interested parties affecting, and affected by,
the organisations Management System.
To establish the internal and external issues relevant to Places for People
which may affect its ability to achieve the intended results of its
Management System.
Controls

% Internal Audits
< External Audits
% Management Review
*¢ Business Risk Register

Business Risk Register
¢ A 4
No Context/Requirements \
» Assign a unigue number to each issue or Statev..vhethertherlsk/oppor!umty arises from the
requirement identified. business context or relevant requirements {or
both)
: Existing Controls
Issue/ Requirement Describe any existing controls already in place
Provide a brief summary of the issue or b & yan g
requirement | | T + &
Risk/ Oppurtunity
Assign to which interested party the issue/
: requirement relates
Detail -
Provide additional details of the issue/requirement *
and the impact it may have on the organisation, Significant Assessment
relevant interested parties or the Management Assign values to the reflect the likelihood and
System impact to determine the score and signifcance.
h 4
Type of Issue/ Requirement Action
Assign an appropriate category to theissue Enter a summary of the action to be taken
requirement RS A
IL No
Nature. Record the related Improvement Log number for
State whether the issue is internal or external any issue/requirement where action is planned
Interested Party Status ‘
Assign to which interested party the issue/ For each entry, specify whether it bas been raised,
requirement relates closed or cancelled,
*Or as and when required
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EP 5.2 IMS, policy, leadership and responsibilities Process owner

Health, Safety &
Compliance Director

scopg | To ensure that the Energy and Environmental Policy is agreed and Applicable clauses
distributed and determine the responsibilities. ISO 14001:2015-5.1, 6.2,
5.3

1ISO 50001:2011 -4.2, 4.3

Controls

% Management review
% Internal audit
% External audit

Input Output

A 4

A 5 Draft and agree the Energy | Energy and
Bu:ﬁi‘;’;:wk and Environmental Policy. —— Environmental
: g : Sign policy and distribute. | Policy
A 4
Review and approve the IMS |
Manual —
Y

Determine responsibilities
and communicate to

employees

v

Review IMS Manual and
Energy and Environmental
Policy at Management — ——]

Review Meeting

Management Review Meeting
Minutes

Management
Review Record
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EP 5.3 Identification and evaluation of aspects and impacts Process owner

Health, Safety &
Compliance Director

SCOPE | To ensure that the environmental and energy aspects and impacts of our | Applicable clauses

activities are identified and controlled. ISO 14001:2015 —-6.1.2,
6.1.4

Controls w

d

.
s

Management Review

Internal Audit

External Audit

Objectives & Targets Register
Environmental Aspects Register

<,

.
0‘0

>
0’0

53

RS

e

*

Input l QOutput

Identify and record all relevant environmental and
energy aspects

Assess the frequency, impact and influence of
each environmental aspect

¢ f

EnviFonmantal Aspacts Develop and implement controls for all significant
4 P environmental aspects —1
Register

: | | i
|

h 4

Operational Control Procedures

Identify improvement opportunities and set
objectives to improve environmental perfarmance p———

h 4

I

Objectives & Targets ReglsteD

i Record data on environmental aspects on |

| — ] ts ist
Energy Aspects & Visuals P> Eirondital Aspacts Resicter ‘—H Environmental Aspects Regis 9 |
|
= |
o o |

v

Review Environmental Aspects Reglster at least
Management Review Record annually at Management Review Meeting mm—

Management Review Meeting
Minutes
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EP 5.4 Identification and evaluation of legal and other requirements

Process owner

To ensure that all legislation and requirements relating to the

SCOPE | organisations activities and services are identified and complied with.

Health, Safety &
Compliance Director

Applicable clauses

ISO 14001:2015 - 6.1.3,
6.1.4,9.1.2

ISO 50001:2011 - 4.4.2,
4.6.2

Controls

-,
o

Management Review
Internal Audit
External Audit
Compliance Audit

,
"0

X3

3

*,
o

Input

A 4

Identify all relevant energy and

requirements,

Gctiv Compliance Manager ' +

Complete compliance

requirements

2

Develop and implement controls
for compliance with legal
requirements

v

Review legal requirements at
) 3 least annually at the
view Recor ! ! —
C\nanagement Revle e Management Review Meeting

environmental legislation and —

assessment against relevant

Output

Legal Register )

HC
_(

Legal Compliance Report )

Management Review Meeting
Minutes
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EP 5.5 Energy planning Process owner

Health, Safety &
Compliance Director

SCOPE | To ensure that energy baselines are established, data collected, and Applicable clauses

energy performance reviewed. ISO 50001:2011 —4.4.1,
4.43,4.4.4,4.45,4.4.6

Controls

>

*

Management Review

Internal Audit

External Audit

Objectives & Targets Register

e

2

<,
e

53

S

Input Output

|dentify all energy consuming assets
(e.g. electricity, gas, heating, lighting,
IT equipment, vehides etc.)

v

Input all energy data onto the energy
pack and create graphs for each
office to show the comparison
visually

v

Collate mileage data from accounts at
the end of the year

+ ' —)( Energy Aspects & Visuals )

Head count is collected from staff
lists from the Business Support Team

v

Calculate the quarterly EnPl

Compare each year with the baseline

year (the year is based on financial
years)

A 4

Complete annual energy review : i
; " : * R Management Review Meeting
Management Review Record including review of energy objectives !
: Minutes
/ at the Management Review

v

Version 3 Page 13 of 25

Uncontrolled when printed, controlled copy held in the Touchstone Y:Drive/ISO Documents folder




EP 5.6 Setting of targets, objectives and improvement programmes Process owner
Health, Safety &
Compliance Director

To ensure that objectives, targets and improvement programmes are Applicable clauses

SCOPE | established to meet legislative and policy requirements. ISO 14001:2015 -6.2.1,
6.2.2,7.4.1,9.1
ISO 50001:2011 — 4.2.1,
445,446, 46.1

Controls

e

*

Management Review
Internal Audit
External Audit

®,
0.0

.
o

53

pX

Input

Objectives & Targets Register

Output

Environmental Aspects
Register

Set objectives to reduce impact of significant
environmental aspects and improve energy
performance

Objectives & Targets
Register /

T

Ensure objectives are SMART so performance can
be measured

v

Develop improvement plans, outlining actions to
achieve objecives.

v

@nagement Review RECOEB—)

Review objectives at least annually at the 1SO
Corporate Working Group

Management Review Meeting
Minutes
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EP 5.7

New projects, design and procurement

Process owner

SCOPE

To ensure that environmental and energy requirements are considered in
the projects, design work and the procurement of products and services.

Health, Safety &
Compliance Director

Applicable clauses

ISO 14001:20156 -7.2, 7.3,

7.4.3, 8.1
ISO 50001:2011 - 4.5.6,
4.5.7

Controls

e

*

Management Review
Internal Audit
External Audit
Compliance Audit

3

*

e

5

7
ol

Review environmental and
energy aspects and impacts for
all new projects

v

Consider sustainability and
energy efficiency of products
within designs

v

Procurement Route

Fleet Policy

Version 3

Include environmental and
energy specifications in
invitations to tender where
required

v

Include energy and
environmental considerations in
supplier approval criteria

v

Provide IMS information to
subcontractors or anyone
working for/on our behalf
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EP 5.8 Emergency preparedness and response Process owner

Health, Safety &
To ensure that potential emergency situations are anticipated, and Compliance Director

SCOPE | appropriate response planned and reviewed. Applicable clauses

ISO 14001:2015 - 8.2
ISO 50001:2011-4.5.5

Controls

e

*

Management Review
Internal Audit
External Audit

53

S

3

A

>

%+ EMS Checklist
Input Output
< 1
Identify potential for, and
Fire Safety Log Book responseslto ac'mdents and
; emergency situations that could |
S A affect the environment
s ¢ """ Bath — Fire Evacuation
Bath — Fire Evacuation Procedure and Spill
Procedure Procedure
~ Implement control measures < = S :
Milton Keynes — Fire Milton Keynes — Fire
Evacuation Procedure Evacuation Procedure and
hrE o AL + Spill Procedure
Complete monthly checks e.g.
visual inspections and equipment o EMS Checklist
maintenance, to ensure ’K
accidents are prevented. :
Provide training on control
measures and emergency
responses
L A
In the event of an accident or
near miss, report it to the ISO
Rep and the Places for People
Environmental Sustainability Improvement Log
Team and an improvement
report is to be completed
Y ] Fire Safety Log Book
Review the incident and
response, and amend the <
company procedure where Periodic Review Form —
necessary. Fire Risk Assessment
Review incidents at least MRS
annually at the Management — anag Ay
: Meeting Minutes
Review
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EP 5.9 Training, awareness and communication

Process owner

To ensure that training needs are identified and that records are

Health, Safety &
Compliance Director

Applicable clauses

SCOPE | maintained. ITS:? ;zzom 2015~ 7.1, 7.2,
ISO 50001:2011 — 4.5.2,
453,
Controls

% Management Review
s Internal Audit
% External Audit

Input

Carry out a review of Environmental and Energy
training requirements

v

Welcome Email
A .
>

Provide basic awareness training to all staff at
induction

T

Provide IMS information to contractors or anyone |
working for/on our behalf

v

Provide additional training for staff with specific
IMS responsibilities e.g. waste management

A A

Maintain records of IMS training and briefings
records

T

Receive, document and respond to
communications regarding the IMS

v

Management Review Meeting
Record

Review training and communication requirements
at least annually at the Management Review

T

1

Version 3

Output

Sign-In Sheet

Training records )
New Starter Distribution
Monitoring Sheet

anagement Review Meeting
Minutes
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EP 5.10 | Document and record control Process owner
Health, Safety &
Compliance Director
To ensure that control is exercised over all documents and records within | Applicable clauses
SCOPE | the IMS 1SO 14001:2015-7.5.1,
752, 1.53
ISO 50001:2011 - 4.5.4,
4.6.5
Controls
% Management Review
% Internal Audit
% External Audit
% Document Control Register
Input Output
Exercise control of documents, forms, data and
records
vy -
Ensure documented information has identification, Biscumanties ol roaistat
a description and in the correct format '\0 - )
v
Review IMS documents for adequacy prior to use
i
Ensure obsolete documents are removed from all
points of issue
Retain completed documented information for 3
years (unless otherwise stated)
Provide suitable adequate storage for IMS records
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EP 5.11 [ Audit, review and improvement Process owner

Health, Safety &
Compliance Director

To ensure that the IMS is monitored, audited and reviewed on a regular Applicable clauses

SCOPE | yasis. SO 14001:2015 — 9.2.1,

9.2.2.
ISO 50001:2011 —4.6.3.

Controls

e

%

Management Review

Internal Audit

External Audit

Improvement Log

Internal Audit & Management Review Schedule

3

*

53

o

53

A

s

*

Input Output

Management Review Meeting Carr\:' olft the hanasenist Rviag sfodp Management Review Meeting
which is attended by Top Management
Record Minutes
and the ISO Rep /

An internal audit and management review
schedule is to be created and maintained

v

Audit scope and criteria is to be
confirmed

v

Gtemai and External audit re@.—)

Review previous audit reports, create
draft checklist and set a time plan for the
audit

v

Contact individual needed to assist with
the audit and organise the time for the
audit

v

)

( Internal audit report

Version 3

Conduct the audit and record the results

using an internal audit report

v

Any Non Conformities and OFI’s should be
agreed with the auditee

v

Record opportunities for improvement
and non-conformities on the internal
audit report

Internal audit report to be sent to the
Health, Safety & Compliance Director

Finding to be recorded on the
improvement Log

Await the Improvement Reports once the
finding has been resolved and record on
Improvement Log

Internal Audit & Management
Review Schedule

Internal audit report )

Improvement Log D:

Improvement Log )
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EP 5.12 | Improvement and Non-Conformities Process owner
Health, Safety &
The process to systemise the identification, recording and analysis of Compliance Director
change requests and improvement ideas in order to prevent problems Applicable clauses
SCOPE | arising, and to facilitate the continual improvement of the Places for 1S014001:2015 - 10.1,
People Management System. If a Non-Conformity occurs, the 10.2, 10.3
improvement process map shows how to take action and resolve the ISO50001:2011 - 4.1,4.6.4
issues.

Problem - identified at CHangeth.documatiad

Complaint - from a customer internal audit, external Improvement idea - from ; :
i : : information, processes or
or third party audit, or environmental any interested party
checklist context

Complaint details noted,
including contributing
events, processes and

people involved. Details

passed to Env. Compliance
Manager

Problem details noted, Change details noted,

including contributing Improvement idea details including required

events, processes and noted amendments and necessary
people involved approvals

v

Assign responsibilities

v

Appropriate containment action to
be taken

v

Improvement Log to be raised,
detailing the corrective/
improvement/risk reduction
action

v

Effectiveness status to be B (rrovarentio
recorded on the Improvement Log o p &

v

Improvement Log to be reviewed
by ISO Rep/Health, Safety &
Compliance Director
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EP 5.13 | Performance measurement and monitoring Process owner

Health, Safety &
Compliance Director

To ensure that the performance of the IMS is measured and monitored Applicable clauses

SCOPE | on aregular basis ISO 14001:2015-9.1.1, 10.1,
10.2,10.3
ISO 50001:2011 - 4.6.1,
46.4
Controls

% Management Review

% Internal Audit

% External Audit

% Improvement Log

% Objectives & Targets Register

Input Output

Monitor the effectiveness of

»| corrective actions arising from legal

compliance audits, internal audits
and external audits

v

Ensure that reactive measures of
performance are collated and
reviewed

Ensure that sufficient data is available
to facilitate effective analysis

v

eview urement X
Management Review i : .I'I:IUIﬂtOI‘lng and meastirement = Management Review
activities at least annually at the P :
Meeting Record = Meeting Minutes
Management Review

Improvement Log

Objectives & Targets w| Monitor performance against the
Register 7’| Environmental and energy objectives
T -
A 4 v
i o Moenitor performance against
t s :
Env|ronme|:|taIAspects Manitor performance agalns significant energy use, EnPls and Energy Aspects & Visuals
Register significant environmental aspects
actual vs expected energy use s N
T —— T
k4

I
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EP 5.14

The role of IMS Rep

Process owner

SCOPE

To ensure monthly checks, communication and improvements are made
in terms of environmental and energy management.

Health, Safety &
Compliance Director

Applicable clauses

ISO 14001:2015~8.1

Controls

*

¥ Monthly checklist

7

»  Objectives & Targets Register

7

% Improvement Report

*

-,

Input

Output

ISO Reps to complete
monthly environmental
checks.

EMS Checklist

|

Bi-annual objectives and
targets sheet to be
completed with targets

1

Report any environmental
incidents e.g. a spill, out of
data waste transfer note or
out of service boiler/air
con unit

Objectives & Targets
Register
—P( Improvement Log >

1

Report any environmental
communication received
to G.E.S Team

T

Report any change to the
EMS system at an office
level e.g. change in
building management or

_changein ISO Rep

Display communication
newsletter/posters on
Green Boards in the office

Action any findings from
the internal and external
audits using the

improvement Log

Version 3

Improvement Log
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EP 5.15

Collection and disposal of waste

Process owner

SCOPE

To ensure waste is collected and disposed of in the appropriate manner.

Health, Safety &
Compliance Director

Applicable clauses

ISO 14001:2015 -8.1

Controls

>3

RS

EMS checklist

Improvement Log

Waste Transfer notes
Waste Carrier Licenses
Permit/ Exemption numbers
Consignment notes

Waste briefing

3

<

e

hS

7
0.0

o
B

53

A

53

*

Input

C EMS Checklist )—P

( Waste Briefing >—>

Version 3

Ensure waste is promptly dealt
with, segregated and stored in
designated containers/areas

v

Ensure waste is separated and
recycled as appropriate

v

If an incident oceurs it must be
promptly dealt with and reported |
to Top Management via an
Improvement Log

v

Waste removed from site needs
to be removed by an approved,
registered waste carrier

v

Waste Transfer notes should

include Hierarchy statement, SIC |

code, EWC Code, Signature of
Carrier and Producer

h

Output

-

Improvement Log >

Record of Waste Transfer Notes
(to be retained for a minimum of
2 years)

v

Ensure contractors taking away
our waste are waste carriers and
check the licence number

Ensure the contractor taking our

waste away istaking it to a site

with a permit or exemption for
the waste

i

If hazardous waste is produced,
ensure it is dealt with in
accordance with the Hazardous
Waste Regulations

T

Record of waste carrier IicencD.

1

Consignment Note

Permit/ Exemption details)
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EP 5.16 | Delivery, storage and use of oils and chemicals Process owner

Health, Safety &
Compliance Director

To ensure that any oils and chemicals are handled, stored and used ina | Applicable clauses

SCOPE 3w e - ; :
way that minimises the possibility of spills, leaks and therefore pollution. ISO 14001:2015 - 8.1
Controls
% Improvement Report
% Spill Procedure
% COSHH Sheets and Risk Assessments
Input Output
Ensure that chemicals, including
oils, are stored in a way that
prevents accidental or malicious
splills and leaks
;{2::;& i;li?;r:;::&:;;ﬁ?l: Absorbent materials including spills kits
e Jevidence of spills or leaks need to be available and easily accessible
( ; ) If a spill or leak occurs, ensure it
Bath - Spill Procedure is dealt with promptly and safely.
== —» Any residue is to be disposed of Improvement Log
in accordance with the waste 4
Milton Keynes - Spill procedure. )
Procedure /
Ensure up to date chemical
ass:::frg:tast: rsehg:t:i Efn:vra:islzble 4)Gupies of COSHH and Risk Assess men@;
for all chemicals in use — ——
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EP 5.17 | Drainage System

Process owner

To ensure that the drainage system is visually inspected regularly, and
SCOPE | that any contamination or blockage is dealt with in the appropriate
manner.

Health, Safety &
Compliance Director

Applicable clauses

ISO 14001:2015-8.1

Controls

% Monthly checklist

7

% Improvement report

Input

Ensure that drainage systems

Output

(sinks, toilets, gullies etc.) are
. being visually checked on a
E h
( M3 Cheghdise ) regular basis to ensure that there

Completed checklist )

are no obvious blockages or
contamination

v

contamination Is dealt with
promptly

Ensure that any blockage or :

Improvement Log >

-

Inform the building management
company if the office is leased or,
the FM team if the officeis
owned
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