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1.	Summary of Procedure





A list of legal and other requirements is required for each environmental aspect identified on a particular site. The list of legal and other requirements should at least identify all applicable Acts of Parliament and associated Statutory Instruments relating to each environmental aspect. In addition it should also identify any policies, codes of practice and any other documents the organisation subscribes to.





This procedure provides guidance regarding the identification of legal and other requirements. It outlines the personnel concerned with its implementation, the work instructions to be followed and the methods of recording and verification on its completion.





2.	Purpose of Procedure





The purpose of this procedure is to aid management construct a list of legal and other requirements for each of the aspects identified as being present on a particular site. 





3.	Implementation of Procedure





This procedure shall be implemented by the Environmental Management Representative, supported by an environmental management team and other staff as necessary. 





4.	Verification





Verification of particular elements within the GREENCODE Environmental Management System will be required in the future. Verification of this procedure will be monitored by the generation of its associated database report ‘Legal & Other Requirements’. The following work instructions indicate how this report can be generated from within the GREENCODE database software.





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 document generated using this procedure must be retained in section 8 of the GREENCODE manual and made available in a readable manner to any auditors in the future. 





When this procedure is completed for the first time (as part of your Initial Review) the record should be stored in section 7 of the GREENCODE manual.





6.	Selected References





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





7.	Appendices





None




















�
N.B.	This procedure follows directly GREENCODE document 3.1.1 'Identification of Environmental Aspects'. It can only be completed using the GREENCODE DATABASE 'Review' function.





8.	Work Instructions





Once the list of Environmental Aspects has been completed using GREENCODE document 3.1.1 'Identification of Environmental Aspects', the management team must now identify the legal and other requirements associated with them for the site under consideration. 





The following steps describe how legal and other requirements should be identified using the GREENCODE DATABASE.





From within the GREENCODE Database, select 'open' from the 'Review' menu. From the 'List of reviews' presented, double click on the one of your choice. You will then be presented with the GREENCODE review screen. 





Legal Requirements





For each of the environmental aspects you selected previously (i.e. those in the 'Environmental aspects selected' box), you now need to decide what legislation, if any, is applicable for the site under consideration. 





Double click on one of your selected aspects and you are presented with a list of the legislation that could be applicable to that particular aspect (the list should start with Acts of Parliament at the top). Select the first citation and double click on it. This will present you with the standard GREENCODE citation screen.





Each citation has an abstract which you should read to determine whether this piece of legislation is applicable to the selected aspect on the site under consideration. On the bottom panel of the screen you will see a 'Yes' and 'No' button. Click on the appropriate button to make your decision on the applicability of this piece of legislation.





You may also wish to look at the associated legislation relating to this citation. If so, select the 'Associated Legislation' button on the panel at the bottom of the screen. This will allow you to make a decision on these pieces of legislation as well.





Once you have made a decision on all the legislation relating to an aspect, select the 'EXIT' button and you will return to your original list. In the right hand column you will see either a 'U' , 'Y' or 'N' indicating the decisions made. 





�SYMBOL 183 \f "Symbol" \s 10 \h�	A 'Y' means you have decided that this piece of legislation is applicable. 





�SYMBOL 183 \f "Symbol" \s 10 \h�	A 'N' means you have decided that this piece of legislation is not applicable.





�SYMBOL 183 \f "Symbol" \s 10 \h�	A 'U' means you have not decided yet (i.e. 'undecided'). 





Now select 'Close' to return to the first GREENCODE review screen. 





On returning to the review screen, you will see an additional column entitled     ‘% Complete’. This column indicates, on a percentage basis, how many pieces of legislation you have made a decision on in relation to a particular aspect.





Once you have completed step 7 for all the environmental aspects selected on the first GREENCODE review screen, you are now in a position to identify the ‘Other’ requirements for the site under consideration.





Other Requirements





To enter the information relating to ‘Other’ requirements for the environmental aspects on a particular site, select the ‘Other Requirements Worksheet’ option from the ‘Tools’ menu. You will then be presented with the GREENCODE ‘Other Requirements Worksheet’. 





If an aspect has been identified as having a piece of legislation applicable to it, this will be indicated by a cross in the appropriate column. Selecting the appropriate cell will display the applicable legislation in the grid at the bottom of the screen. 





If the organisation has a policy or a code of practice relating to the aspect in question, then a cross should be placed in the appropriate column by double clicking on it with your mouse. This will activate the grid at the bottom of the screen where you can enter the title of these documents. 





If the organisation subscribes to some other type of document(s) then a cross should be placed in the column titled ‘Other’ by double clicking on it with your mouse. This will activate the grid at the bottom of the screen where you can enter the document title(s). 





If there is no cross entered in any of the above categories, then this should be identified by placing a cross in the column titled ‘None’.





To print your list of legal and other requirements select ‘Legal & Other Requirements’ from the ‘Print’ menu.





This printout should now be retained as a record of your decisions. If this is the first time this has been carried out for a particular site then it should be recorded as part of the site 'Initial Review' and should be stored in Section 7 of your GREENCODE manual. Otherwise it should be stored in section 8.2.





The management team shall review the list of legal & other requirements regularly (e.g. at least once per year). This list should also be updated if, at any time, the activities or services on the site change or if any of the ‘legal & other requirements’ relating to the site change.





The environmental management team shall produce a document explaining the methodology to be used to gain access to and keep up to date with the legal & other requirements which may be pertinent to their site. This document shall be placed in section 8.2 of the GREENCODE manual





The Environmental Management Representative shall maintain records of all documentation development and shall maintain records of changes to this procedure and related documentation in section 8.11 of the GREENCODE manual using GREENCODE document 3.2.2 (SF/05).





For more details on the use of the GREENCODE DATABASE see the software manual in section 6 of the GREENCODE manual





End of Procedure
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