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1.	Summary of procedure


Effective management of environmental records is essential to the successful implementation of the environmental management system. Environmental records demonstrate conformance with requirements of the system and must be protected from damage, loss and deterioration and must be retrievable.





2.	Purpose of procedure


The purpose of the procedure is to ensure that all environmental records within the GREENCODE environmental management manual are controlled in a consistent, effective and efficient manner, thus demonstrating conformance with the environmental management system.





3.	Implementation of procedure


This procedure shall be implemented by the Environmental Management Representative.





4.	Verification


Verification of particular elements within the GREENCODE environmental management manual will be required in the future. Verification of this procedure will be monitored by the correct generation and storage of all environmental records contained within section 8 of GREENCODE.





5.	Records


Certain records require to be maintained within the GREENCODE Environmental Management System to verify past activities and prove compliance with the environmental policy and objectives. To assist with these requirements, the documents contained in section 8 of GREENCODE shall be considered as the environmental records for the GREENCODE system and should be made available in a readable manner to any auditors in the future. 





6.	Selected references  


1.	ISO 14001 Environmental management systems - specification with guidance for use. International Organisation for Standardisation, 1996.


 


7.	Appendices


Standard Form	Environmental Records Issue Log	3.2.5 (SF/01)


�
8.	Work instructions


All documents listed in section 8 of GREENCODE (see contents pages) shall be regarded as the environmental records to be controlled.





All records shall be controlled by the Environmental Management Representative.





All records shall be retained for a minimum of three years.





Any records which are deemed to be confidential shall be marked as such.





Access to records shall be restricted to the Environmental Management Representative and the members of the environmental management team. Other members of staff may have access to the records by prior arrangement with the Environmental Management Representative.





Any records removed from section 8 of GREENCODE shall be logged in and out by the Environmental Management Representative using GREENCODE document 3.2.5 (SF/01) ‘Environmental Records Issue Log’ and stored in section 8.20 of the GREENCODE manual.





The environmental management team shall document and record which records can and cannot be distributed to interested parties outwith the organisation in section 8.20 of the GREENCODE manual.





The Environmental Management Representative shall be responsible for ensuring stored environmental management system records are protected from damage, loss and deterioration and are retrievable for analysis.





The Environmental Management Representative shall maintain records of all documentation development and shall ma
