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1. 	Scope 

This procedure applies to all relevant legal and other requirements applicable to the environmental aspects of the activities of UWTSD. It describes the overall methods for monitoring and measuring the operations and activities of the Group that can have a significant impact on the environment. Information will be recorded to cover performance, operational controls and conformance to legislative requirements and the Groups environmental objectives and targets.

2. 	Responsibility 

	Classification 
	Contents 
	Collected by: 

	Energy Usage 
	Gas & Electricity kWh & costs 
	Invoice received by Finance, and the Operations Team  

	Water Usage 
	Water & Sewerage m3 & costs 
	Invoice received by Finance, and the Operations Team  

	Waste 
	Monthly data reports, providing data on all waste collected from site by primary contractor, including WTN and HWCN    
	Invoice received by Finance and the Operations  
Monthly reports - Sent to the Operations  Team waste@uwtsd.ac.uk 

	Staff Business Millage 
(owned and leased/hired) 
	Personal - expense claims & fuel type 
Hire - fuel type & mileage  
Fleet - fuel type & mileage 
Energy emissions (kg CO2) 
	Data collected by Finance 

	
	
	

	Materials 
Paper Consumption 
	Centralised printer logs  
	Produced by IT Helpdesk 

	F-Gas
	Supplier work sheets
	Contact the suppliers directly to request copies



3. 	Procedure  

Utilities

All utility invoices are directed to the Finance Department. Finance process and upload the data onto the University's finance system BluQube. Invoices for gas & electricity are passed to the TEC for verification and approval.  Invoices for water a reviewed by operations finance lead. Once approved, invoices are paid by the Finance Department and the original invoice digital copies are stored at the office for a 2-year period. 

(Independent individual meter (electric/gas/water) readings are taken by porters across the estate and emailed to the Sustainability Team for data capture, targeting and monitoring purposes. Meter readings are stored in the ‘Utility’ email account in a meter folder.)


As part of a programme of continuous improvement, ongoing data validation and billing corrections is completed. 

F-GAS Emissions 

The University compiles F-GAS emissions data and calculates the carbon equivalent emitted to atmosphere annually.  Invoices are checked for any F-Gas that has been replaced over the academic year and this information is then captured on a spreadsheet.

Waste 
(Licences, Invoices, Monthly Reports and Waste Transfer Notes) 

Waste Transfer Notes and Waste Carrier License information is currently held by the Operations Team  

The Operations Team receives monthly reports from waste management contractors which is collated into a central spreadsheet.

Business Vehicles 

· Swansea Campus
· Lease cars used for staff business travel contain log sheets in the vehicles where staff record vehicle millage, pre and post journeys to calculate millage.  
· Car Rental; University staff use Days Car Rental who provides a corporate car rental service to the university. Days’ invoices are directed to the Finance Department which include millage figures. Some information is captured on BluQube and reports can be produced, however this does not include CO2 or car fuel and type.  

· Carmarthen and Lampeter Campus
· EV pool car available for staff business travel: booked through AX management portal
· Car Rental Cars for staff business travel are provided by Enterprise for both Carmarthen and Lampeter; invoices are directed to the Finance Department in Carmarthen. Enterprise provide mileage data, cost and CO2e emissions per journey Grey Fleet
For staff business travel where staff use their own vehicles, a Travel Expenses form is submitted to the Finance Department to reclaim fuel costs, the form captures mileage information which can be collated by the finance department, and reported on request, and captured by the BluQube system. aff Travel Expenses 

Commuter Travel 

Currently no data is held on staff or student commuting across all three university sites. Annual  surveys are undertaken to capture commuting habits and trends.
 
Material – Paper 

Centralised printer printing log reports are produced for each campus by IT Staff. 
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