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1.0 Scope and Objective

This procedure applies to the activities, products, and services of all departments and operations of Covanta Fairfax.  It describes the facility’s system for the identification, storage, maintenance, accessibility, and disposition of environmental records that include compliance records as well as records relative to the facility’s environmental management system (EMS). This procedure also summarizes the facility’s reporting requirements.

2.0 Definitions
2.1
Record: Evidence of an event or a series of events that has occurred and which is not subject to revision or update.  Records can take many forms including paper, electronic files, photographs, videos, and audio tapes.  “Records” are further defined in the Corporate Covanta Records Retention Policy.

3.0 Procedure 

3.1 The Environmental Specialist identifies environmental records that must be maintained for compliance purposes and/or to meet requirements of the facility’s EMS.  The Environmental Specialist notifies the responsible departments of applicable record keeping requirements.

3.2 The Environmental Specialist works with departments, as necessary, to design the format for the required records (e.g., an inspection form). 

3.3 Records generated by procedures (such as Standard Operating Procedures or EMS Manual procedures) are identified within those procedures, with templates for the records included as attachments where appropriate. 

3.4 The facility has developed a matrix to effectively manage the identification, maintenance, storage, retention, and disposition of environmental records.  An example of such a matrix is attached.

3.5 At a minimum, the records management matrix is reviewed annually and updated as necessary. 

3.6 Records are dated, legible, identifiable (by name and/or number), and traceable to the activity, product, or service involved.  Records are readily retrievable and stored in such a way as to minimize deterioration or loss (including periodic back up of electronic files).  

3.7 The retention times for environmental records are consistent both with Covanta policy and with any applicable legal requirements.  

3.8 The method of disposition of records beyond their retention date is specified on the records management matrix.  The disposition of “privileged and confidential” records must be by shredding. Non-confidential records may be disposed of by other means (e.g., office paper recycling). 

3.9 Environmental records typically should not be removed from their designated location. Persons wishing to remove or borrow environmental records must obtain permission from the designated responsible person.  The person designated with responsibility for the records retains responsibility at all times, and may require records to be “signed out” or otherwise document their location when temporarily removed.

3.10 Covanta reporting requirements pursuant to facility permits and applicable environmental regulations are compiled in the Facility Schedule of Environmental Deliverables/Action Items (located in the ECAM) to ensure that all reports and action items are completed/submitted on a timely basis. The comprehensive multi-media reporting requirements include:

· Quarterly Excess Emissions and CEMS Performance Report

· Semi-Annual Emissions/Parametric Monitoring Report

· Semi-Annual Subpart Cb Compliance/Deviation Report

· Semi-Annual Deviation Report (Part 70)

· Annual Compliance Certification 

· Annual Emissions Inventory

· Annual Stack Test Report

· SARA Title III Tier II Inventory

· Annual Solid Waste Assessment

· Monthly Discharge Monitoring Report (direct discharge permit)

· Quarterly Industrial User Compliance Reports (wastewater)

· Quarterly Storm Water Visual Examination Reports

· Annual SWPPP Site Compliance Evaluation Reports

· Excursion Reporting pursuant to CERCLA, Facility Permits and applicable regulations on an as-needed basis.

· Weekly Facility Inspection Report

4.0 Related Documents

Covanta Records Retention Policy
Document Control Procedure (EMS-009)

Legal and Other Requirements Procedure (EMS-002)

5.0 Responsibilities

The Business Manager assigns responsibility for implementing the Covanta Records Retention Policy for records that are reviewed, maintained, and generated by the facility.

Each employee is responsible for ensuring that accurate and complete records are identified, retained, stored, protected, and subsequently destroyed in accordance with the Corporate policy.

The Environmental Specialist is responsible for identifying compliance and EMS records, notifying facility personnel of record keeping requirements, and reviewing and updating the records management matrix.

The responsibility for maintaining specific records is identified on the records management matrix. 

6.0 Records

Current and obsolete versions of the environmental records management matrix

7.0 Attachments

Environmental Records Management Matrix (EMS010a)


