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PURPOSE
To define the planning responsibilities related to cut block layout, road, bridge and culvert layout and design, and site plans to facilitate compliance with legislation and conformance with the EMS.

SCOPE
This environmental operating procedure (EOP) applies to all BA staff involved in the issuance of authorities, compliance and conformance monitoring and inspections of contracts for planning activities related to cutblocks, roads, bridges and culverts, and site plans, or when completing these activities themselves. When BA staff are completing these activities themselves, procedures related to contract administration (i.e. pre-works, inspections, etc.) are not applicable.

	PROCEDURE:
	RESPONSIBILITY

	Planning 
	

	· Review the following as relevant:
· FSP, SFMP, LRMP, LUP, LUO etc.;
· assessments;
· statutory decision maker direction / policy; 
· aerial photographs; 
· contour maps; 
· terrain maps; 
· resource features and management strategies; 
· Guidebooks; 
· comments received; and 
· any other relevant information.
	

	· Determine required assessments, identify critical access / control points, identify approximate road locations, major stream crossings and other contract requirements.
	

	· Meet with appropriate agency specialists, as necessary, to review and develop project specifications and provisions.
	

	· Prepare contract documents incorporating all obligations arising from the above.
	

	· Determine the risk rating for the project
	

	· Notify stakeholders as required or ensure notification is complete.
	

	Pre-work Meeting
	

	· Schedule a pre-work meeting between appropriate BA staff, contractor and relevant agency experts.
	

	· In preparation for pre-work meeting:
· collate and review all relevant project documents such as operational plan, contract documents, field procedures, and maps; and 
· review the status of all documents and required authorities.
	

	Pre-work Meeting (Continued)
	

	· With BA staff and contractor review information and requirements as applicable:
· safety
· contractor obligations, including legislation;
· contract specifications and deliverables;
· field marking requirements and project maps;
· riparian classifications;
· management strategies;
· species at risk information;
· assessments and expertise;
· environmental field procedure(s);
· emergency prevention, preparedness and response obligations;
· other related EMS responsibilities (e.g. Training Records); and
· special conditions or issues, and operational logistics.
	

	· When the contractor is required to self-inspect, review the inspection requirements as per the project risk-rating and contract requirements.
	

	· Provide or make available copies of relevant documents, checklists and maps to contractor representative.
	

	· Walk the site area jointly, if necessary according to the risk rating, to ensure the contractor understands all issues and requirements.
	

	· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Complete Consulting Services Pre-work Report, record discussions, distribute and file appropriately.
	

	Compliance and Conformance Inspections
	

	· Conduct project monitoring and inspections at a frequency according to the risk rating of the project. Assess conformance/compliance with:
· Conformance to EMS / SFM requirements (e.g. EMS training completed and documented, pre-work(s) completed and documented, eERP completed, implemented and on-site if applicable, EFPs followed and onsite etc.) and SFMPs;
· Licence, permit and/or contract conditions;
· Compliance with legislation (e.g. FRPA, Wildfire Act, TDG, etc.); and
· Safety requirements
· If inspections include engineered structures (e.g. bridges, designed culverts), involve BCTS engineering staff.
	

	· When the Contractor is required to monitor and inspect conformance with the EMS (including project plan), review their documentation and confirm that
· the monitoring/inspection results are accurate
· non-conformances and potential non-compliances are correctly identified, and
· corrections and corrective actions are appropriate and completed.
	

	· Record inspection results on the:
·  Consulting Services Inspection Report, distribute and file appropriately.
	

	· When, in the course of the Contractor’s self-inspections or self-monitoring, the Contractor has identified a non-conformance or potential non-compliance that has or could result in environmental damage, also record the event and any corrections and corrective actions assigned by the Contractor on the Consulting Services Inspection Report.
Distribute, file and enter data into Cengea Resources as appropriate. Note: For potential non-compliances and significant non-conformances refer to EOP 04 Incident Reporting & Investigation.
	

	· Follow up on any non-conformances and potential non-compliances identified during previous assessments to determine if corrections and corrective actions have been carried out.
	

	· Ensure that corrections and corrective actions are identified and are appropriate for the observed potential non-compliances or non-conformances.
	

	· Input potential non-compliance and significant non-conformance information into the EMS Issue Tracking System. (ITS) Refer to EOP 04 Incident Reporting & Investigation.
	

	Completion
	

	· Review submitted information for:
· compliance with contract specifications;
· legislation requirements;
· management strategies; and 
· assessments.
	

	· Determine if field review is required, considering proximity to key resource values, complexity and the results of the Contractor’s inspections/monitoring, to ensure that all options and contract requirements are considered.
	

	· Conduct field review if required to:
· confirm boundary locations and markings;
· confirm road locations, landing locations and markings;
· confirm structure locations, layout, design and markings;
· assess integrity of data collected;
· confirm appropriateness of management strategies;
· assess compliance with contract specifications;
· assess quality of required assessment information collected; and
· confirm the plan adequately reflects the assessment information.
	

	· Identify outstanding issues requiring resolution.
	

	· Advise contractor of any outstanding issues requiring contract resolution.
	

	· Confirm and document completion of outstanding issues.
	

	· Consider need for Special Use Permits and Foreshore permits for gravel pits, rock quarries, sort yards, log dumps and other uses.  Initiate as required.
	

	· Confirm that the cutblocks and/or roads are consistent with the FSP.
	

	· Update appropriate tracking systems.
	

	· Ensure all records are filed appropriately.
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