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Purpose

This procedure describes the identification, maintenance and disposition of
environmental records.

Scope

This procedure applies to all records established to demonstrate the conformity to the
requirement of HKGEAC's EMS and ISO 14001 requirements. These records shall
include, but not be limited to, training records, CAR forms, results of audits and
reviews, and monitoring records, etc.

Reference Documents
Section 4.5.4, EMS Manual

EP-04 Control of Documents
Definitions
EMR — Environmental Management Representative

EMS Committee

Environmental Management System Committee
EP — Environmental Procedure (S)

El — Environmental Instruction (s)

Responsibility
Environmental Management Representative

The Environmental Management Representative (EMR) ensures the requirements of
this procedure are effectively implemented in HKGEAC as a whole, and is
responsible for maintaining the Master List of Environmental Records.

Function / Departmental Manager

The Function / Departmental Manager shall ensure the requirements stipulated in this
procedure are effectively implemented in the functions / departments concerned, and
the environmental records are maintained and kept in a satisfactory manner.

Procedure

All environmental records shall be legible, identifiable and traceable to the activities
involved. They may be in the form of any type of media such as hard copy or
electronic media.

Environmental records shall be collected in the office or in facilities where they shall
be filed, stored and maintained in proper facilities to ensure ready access and
preservation against damage, deterioration and loss.

Responsible person for collecting and checking the records and collection methods
shall be specified in the corresponding EP, El, or Programmes.

The EMR shall maintain and update a Master List of Environmental Records (form
EF-EP08-01 shown in Appendix 1) which specifies the type / name of records, the
form number (if applicable), the party responsible for keeping the record, and the
retention time.

Environmental records shall be kept in appropriate storage for the following minimum
retention periods:
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e 3years, or
e as specified in the EP,EI, or
e as required by statute.

6.6 Once the retention period has expired the responsible personnel shall decide and
authorise the disposal of the relevant records.

7.0 Records
Records as specified in the Master List of Environmental Records
8.0  Appendix
Appendix 1 : Template of Master List of Environmental Records (EF-EP08-01)
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Master List of
Environmental Records

HKGEAC

Form Number : EF-EP08-01
Revision Number : 1
Date : 01-01-2006

Prepared by:

(Admin Dept)

Updated on : Reviewed by : (EMR)
Name of Record Form No. Keeping by Retention Time
Register of Environmental Aspects EAR-O1 EMR Two Pr_ewous

versions
Register of Legal and Other AD keeps the Two Previous

. LR-01 :
Requirements Master Copy versions
Environmental Objectives and O&T-2006 EMR 3 years of_ obsolete
Programmes versions
Monitoring and review records Zflsi\ﬁinnt-
regarding the progress of objectives, N/A P 3 years
charge of the
targets and programmes
programmes
Meeting minutes of EWG meeting N/A EMR 3 years
Annual Training Plan (EMS training) EF-EP03-01 HRM 1 year
Staff Training Records N/A HRM Until the staff leave
Training Attendance Records EF-EP03-01 HRM 1 year
Environmental communication log N/A EMR 3 years
Communication records /
corr_espondences regarding EMS, N/A Responsible 3 years
environmental performance / persons
requirements
Distribution / Circulation Record of EE-EP04-02 AD 1 year
Documents
Obsolete master Documents (EMS
manual / procedures / instructions / EF-EP08-01 AD 3 years
forms)
Mater List of Documents / Forms EF-EP04-01 AD Update version
Monthly Office Inspection Checklist EF-EI10-01 AD 3 years
Paper Consumption Records N/A AD 3 years
Electricity Consumption Records N/A AD 3 years
Waste Recycling Records N/A AD 3 years
Waste Disposal Records N/A AD 3 years
Wastewater Monitoring Records N/A Factory 3 years
Manager

Vehicle Maintenance Records N/A AD 3 years
Fuel Consumption Records N/A AD 3 years
Vehicle Inspection Logbook EF-EI09-01 AD 3 years
Supplier / Contractor Evaluation Form | EF-EI12-03 AD 3 years
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i Form Number : EF-EP08-01
HKGEAC . MaSter LISt Of Revision Number : 1
Environmental Records Date : 01-01-2006

Name of Record Form No. Keeping by Retention Time
i:gg!gn/e ﬁt"ggf‘rﬁtor Performance | er Fi15.04 AD 3 years
Emergency Drill Report EF-EP05-01 Admin Mgr 3 years
Accident Report EF-EP05-02 Admin Mgr 3 years
Completed CARs EF-EPOQ7-01 EMR 3 years
CAR Status Logs EF-EP07-02 EMR 3 years
Annual Audit Plan EF-EP09-01 EMR 3 years
Completed Audit Checklist EF-EP09-02 EMR 3 years
Audit Report N/A EMR 3 years
g/lna:jnﬁ/lg?ﬁlrjrt\eegt Review Meeting Agenda N/A EMR 3years
Master List of environmental records | EF-EP08-01 AD update version
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