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26 Environmental Management

The function of managing the impact of the institution and its business on the environment, and ensuring compliance with environmental legislation.
26.1 Environmental Management Strategy Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development and establishment of the institution's environmental management strategy.
	
	Superseded + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



26.2 Environmental Management Planning 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the formulation of plans for the implementation of the institution's environmental strategy.
	
	Superseded + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


26.3 Environmental Management Performance Management 

The activities involved in managing the institution’s performance against the plans for implementing its environmental strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised; reporting on performance to statutory authorities and to internal and external stakeholders. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's environmental strategy.
	
	Current academic year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's environmental strategy.
	
	Current academic year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the environmental management function, and responses to the results.
	
	Current academic year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



26.4 Environmental Management Policy Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development and establishment of the institution's environmental management policies.
	
	Superseded + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


26.5 Environmental Management Procedures Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development of the institution's environmental management procedures.
	
	Superseded + 10 years
	
	NA
	
	
	



26.6 Environmental Audit 

The activities involved in conducting environmental audits of the institution’s activities and operations.

Activities include: planning audits; conducting audit investigations; writing and delivering audit reports; reviewing and responding to audit reports, including drawing up action plans to address issues raised

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of environmental audits, and action taken to address issues raised.
	
	Completion of audit + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



26.7 Environmental Hazard Identification & Risk Assessment 

The activities involved in identifying environmental risks affecting the institution’s premises or operations, conducting risk assessments to establish the likelihood and consequences of those risks and implementing appropriate measures to eliminate the risks or to mitigate their consequences. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting identified environmental hazards to the institution, or created by its operations, and the conduct and results of risk assessments.
	
	Elimination of risk + 5 years OR Updating of risk assessment + 5 years
	
	NA
	
	
	


26.8 Environmental Management Scheme Accreditation Management 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the attainment and maintenance of the institution's accreditation under established environmental management schemes.
	
	Termination of accreditation + 1 year
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


26.9 Environmental Awareness Promotion 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting action taken by the institution to raise awareness of environmental issues among its employees, other staff and students.
	
	Current year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


26.10 Environmental Incident Recording, Reporting & Investigation 

The activities involved in recording and investigating environmental incidents on the institution’s premises or caused by its operations, and the reporting of reportable incidents to the enforcing authorities.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the recording of environmental incidents on the institution's premises or caused by its operations.
	
	Last action on incident + 40 years
	
	NA
	
	Potential long-term liability
	

	Records documenting the investigation of environmental incidents on the institution's premises or caused by its operations.
	
	Closure of investigation + 40 years
	
	NA
	
	Potential long-term liability
	

	Records documenting the notification and reporting of reportable environmental incidents to enforcing authorities.
	
	Date of notification + 5 years
	
	NA
	
	
	


26.11 Energy Management 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting routine monitoring of the institution's use and consumption of energy.
	
	Current year + 5 years
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of formal reviews of the institution's use and consumption of energy, and action taken to address issues raised.
	
	Completion of review + 5 years
	
	NA
	
	
	


26.12 Waste Management 

The activities involved in collecting, classifying, storing and disposing of the institution’s waste.

Waste includes: ‘household waste’, ‘industrial waste’ and ‘commercial waste’ as defined in the Controlled Waste Regulations 1992; ‘special waste’ as defined in the Special Waste Regulations 1996. For practical purposes, these categories include: office waste; catering waste; redundant equipment and consumables; redundant records; clinical waste; other hazardous waste. 

For negotiating and managing contracts with waste disposal contractors, use the appropriate sections of 35
Procurement.
F
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	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the classification, collection and storage of 'controlled waste' prior to removal from the premises for disposal.
	
	Removal of waste consignment + 2 years
	
	S.I. 1991 / 2839 
	
	
	

	Register of 'controlled waste' removed from the premises for disposal by registered / licensed contractors.
	
	Removal of waste consignment + 2 years *
	
	S.I. 1991 / 2839 
	 
	
	

	
	
	
	
	
	
	
	

	Records documenting the classification, collection and storage of 'special waste' prior to removal from the premises for disposal.
	
	Removal of waste consignment + 3 years
	
	S.I. 2005 / 894 * 
	
	
	

	
	
	
	
	
	
	
	

	Register of 'special waste' removed from the premises for disposal by registered / licensed contractors.
	
	Removal of waste consignment + 3 years *
	
	S.I. 2005 / 894 * 
	
	
	


