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Guidelines for the Preparation of Environmental Annual Reports

Please be advised that the following are guidelines for preparing your Annual Report and are not to be treated as a questionnaire that is to be completed and returned to the Agency. 
The following points should be included in the Annual Report:




To present the Summary of Activities undertaken by Operation during the period under review you may choose from two options:


Option 1:	A description of activities done in the areas of: Operation, Waste, Noise, and Hazardous Waste/ Materials Management; Compliance, Monitoring and Reporting; or
Option 2:	This option consists in reporting the activities done to comply with each one of the Permit Conditions stipulated in your Final Environmental/Operation Permit.
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Option 1. Please consider the following points for each area:
Operation
· Have you made any structural/operational changes to your process/ facility since the issuance of the Permit? If Yes, Please state.
· List (name and number) the fire-fighting equipment present on site.
· State measures that you have in place to minimize/avoid any adverse impacts of the project on the environment and public health.
         Waste Management
· Provide details of how you manage your solid waste.
· How do you store garbage on site prior to disposal?
· Do you have toilet facilities present? If Yes, please state how many and the type present.
· Is there a septic tank present on site? If yes, give a brief description of it.
· If a drainage system is present on site, describe its structure.
· State how you maintain good housekeeping, sanitary and hygienic practices and improvement in the aesthetic quality of your surroundings and how often these activities are conducted.
· If your operation involves the processing of lumber, what measures are in place to ensure dust and waste containment?
Noise management
· List the equipment on site that generates noise when in use. Include the energy capacity of the equipment.
· How do you reduce noise generated from the equipment identified above?
· If any complaints were ever received regarding your operation, please state the nature of this complaint.
· State the hours of operation of any sound-making equipment on site.
Hazardous Waste/ Material Management

· State if your operation produces any of the following a) waste oil, b) lead acid, c) household acids, d) chemical solvents, e) pesticide residues, f) medical waste, g) paint sludge, h) thinner residues, i) other. If other, please state.
· Using the table as a guide, classify each type of waste produced/ stored on site.
Ignitable – a material that can burst into flames easily (gasoline, paint, furniture polish, solvents, etc), can be a fire hazard.
Corrosive – burns skin on contact; when exposed to it, it can wear away (corrode) or destroy a substance.
Reactive – can cause an explosion or create a poisonous gas when combined with other chemicals.
Toxic – hazardous, poisonous to humans, plants and animals upon exposure or consumption.
· How much (quantity in kg (kilograms)) of each of the following that you selected from above do you store on site/ generate?
· Does any of the waste have to be treated before disposal? If yes, discuss if this is done offsite or onsite.

Compliance Monitoring and Reporting
· If annual reports were previously submitted to the Agency, state the years for which these were submitted.
· If a visit was ever conducted at your facility by the Agency, please state the nature of the visit.
· Please state the conditions of your Permit you have been unable to comply with and the reason(s) why.

Option 2. If you choose to use option 2, you must address each Permit Condition as was provided to you in your Final Permit. An example of how this is to be done is given below.
	Permit Condition
	Compliance

	Not construct, alter, expand or replace any plant, structure, equipment, apparatus, mechanism or thing that may discharge or from which may be discharged a contaminant into any part of the environment except and in accordance with this Permit.
	State if there was any alteration, expansion, structural change etc. to the operation that may have impacted the environment negatively.

	Provide adequate fire protection measures in accordance with the requirements of the Guyana Fire Service.
	Give a detailed description of all firefighting equipment present on site. Provide details of the equipment and their location in the operation.

	Construct and maintain a suitable drainage system at the facility.
	Discuss drainage facilities present on site. Also, state the material from which they were constructed.

	Avoid pollution of the nearby water resource; solid and liquid waste shall not be discharged directly into watercourse, without prior treatment. 
	Discuss how you treat waste water produced so as to avoid any nearby water resource, e.g. river, stream, etc. State measures you have in place for this.

	Etc…
	



The following must accompany the Annual Report on submission.
· Submitted by:
· Date submitted:





Overview/Project Summary



Summary of Activities undertaken by the Operation during the period under review.


No. of Employees; and 


Working Hours; 


Updated License(s); 


Annual Turn Over; 


Reporting Period;


Date of Commencement of Project; 


Business Address; 


Permit Reference Number; 


Sector of Operation; 


Developer’s name; 


Address; 


Project Name; 
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