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Executive Summary
The following pages discuss the analysis that was made of existing written Macedonian documents and electronic tools that are used by environmental inspectors on central and local levels. The listed documentation (protocols, procedures, manual, guidelines, checklists and templates) with our comments and recommendations can be found below.

Although the provided documentation was considered to be too fragmented to be used as a guidance for the inspectors, in some cases the information was found valuable to use. Some of the  documents need updating to comply to national or EU legislation and/or  need a more consistent layout. 
The overall conclusion of the experts is that an overall manual on inspections is missing. This manual should include: (i) all the useful analysed information and (ii) good practices from EU and EU Member States. The manual should form the backbone of the inspectors documentation and needs to include checklists for inspections and abstracts of relevant industrial sectors. The manual should also be the basis of the training material to be delivered within this Twinning project.   
The appendix includes the structure of the proposed manual for inspections.

Within this benchmark, the experts focussed mainly on the tasks of of environmental inspectors related to IPPC/IED. Tasks related to other areas like Seveso, CITES and transfrontier shipment of waste, are equally important but do not fall within the scope of this activity. See section 3 for further information.
1. Existing written and electronic tools available for environmental inspectors.
1.1. Protocols and procedures
Under the section protocols and procedures the following schemes have been analysed:
· Scheme: Annual Report (scheme of future procedure to prepare Annual Report)

· Scheme: Quarterly Report (scheme of future procedure to prepare Quarterly Report)

· Scheme: Annual Programme (scheme of future procedure to prepare Annual Inspection Programme)

· Scheme: Quarterly Programme  (scheme of future procedure to prepare Quarterly Inspection Programme)

· Scheme: Inspection Supervision Procedure
· Scheme: Mediation Procedure

· Scheme: Misdemeanour Procedure
The documents above are developed by the company Reaktiv, that is now designing a new IT-system for the Inspectorate (Business Process Management System (BPMS)). The schematic processes are brief presentations of the inspections’ steps and do not provide detailed information. An English explanation of the steps will be sent to the experts. As we understood the IT system will be very flexible and extra steps and details can be included at a later stage. It was agreed that the inspection procedure (designed in the manual together with the inspectorate) will be synchronised on a later stage with the schemes that are in the current documents of the BPMS. The screenshots of the BPMS system will be used in the manual to establish the relation between this tool and the inspection work.
	Brief explanation of BPMS:

1. During the preparation the inspector chooses the right checklist from the platform.

2. The inspector uses an ipad on site and enters the findings into the checklist. 
The platform supports digital signature.
3. The system supports drafting the report and the possible measures (mediation, misdemeanour commission, etc) to be taken by the inspector. 

4. On a dashboard the inspector can see his planned inspections (including the follow-up actions from old inspections). 

5. To do a follow-up inspection, a new inspection has to be entered and a reference has to be made to the old inspection.
6. Each inspection process has a single ID and the documents of each process are available in the system. They can be searched through different fields in the database and it is possible to request all info related to a company generated in a certain period

7. The system will deliver management reports, to  monitor the work of inspectors and for designing inspection plans


Furthermore, the Rulebooks listed below have been analysed. According to the Macedonian law, there are several rulebooks which are officially published (Official Gazette). 

· Rulebook on Annual Inspection Planning (rulebook for the content, the form and the way of adoption of the plan for performing the inspection supervision, Official Gazette of RM no. 128/07) 
· Rulebook on the contents of the annual report on the performed inspection supervision, as well as on the manner and term of the report delivery(Official Gazette of RM no. 71/06)
· Rulebook on the format and content of the annual report on the Inspection Service
· Rulebook on the type, form and content of the registers of interest for Inspection Council
· Rulebook on the form and content of the quarterly report of the each inspector
· Rulebook on the format and content of the annual report on the Inspection Service
· Rulebook on the form and contents of the annual work program of Inspection Services
· Rulebook on the form and content of the quarterly work plan for each inspector
· Rulebook on the form and content of the monthly work plan of Inspection Services
The Rulebooks, that are legally binding documents, describe how planning and reporting should take place. The Rulebooks for planning describe the way that the annual programme and the quarterly and monthly plans should be developed (form and content) and adopted. The Rulebooks on reporting describes the content of the reports and how they should be delivered. It must be noted that the Rulebooks have also been analysed in mission 2.2.1 within activity 2.2 of this Twinning project. 
The inspection planning rulebook does not fulfil the provided minimum criteria for environmental inspections in the Member States (“RMCEI”, 2001/331/EC). It is recommended to include some information about the classification of the installation (eg. like in the IMPEL IRAM method) which helps to divide the installations into the more harmful ones (undergoing more frequent inspections) and less harmful (requiring less frequent inspections) to the environment. It should be helpful to plan the inspections more effectively. The rulebooks should also outline the procedures for non-routine environmental inspections, used in response to the complaints, accidents, incidents and occurrences of noncompliance and for purposes of granting permission. There is no clear connection and correlation between SEI and local authorised environmental inspectors from municipality (e.g. for the performance of combined inspections with participation of inspectors of both levels). 
SEI has made a first attempt to implement a management system according to ISO 9001 standard. After having been analysed,  a simple scheme of control procedure was prepared according to ISO 9001, but finally SEI withdrew it from the implementation of the system. 
1.2. Manuals and guidelines
There are neither (Macedonian) manuals nor guidelines related to inspections. Some information about the procedures during and after the inspections are stated in the law regulations (especially in: the Law on Inspection Supervision,  the Law on Environment,  the Law on Waste Management, the Law on Ambient Air). 
Some information about planning of inspections is included in the rulebooks which have been commented in the previous subsection. 

1.3. Checklists
The following checklists have been analysed:
· Checklist for refineries
· Checklist for cement plants

· Checklist on storage

· Checklist for municipal landfill

· Checklist for PCBs

· Checklist for collection and transport of municipal waste

· Checklist for mineral industry

· Checklist for waste management
· Checklist or storage of waste oils

The layout, scope and questions used in the different checklists were not consistent and are assumed to be developed by different people. 
The following checklists were well prepared: the checklist on storage; the checklist on municipal landfill; the checklist on waste. We recommend however that these checklists will also be updated  with conditions from national legislation and permits. We advise to reconsider the rest of the checklists. These checklist do not provide the appropriate questions related to the legislation and  characteristics of the installation. In some cases the requirements described in the permits are also missing.
Note that checklists are usually developed to cover the operation of a whole facility or installation. In case of “Checklist for storage of waste oils” it is related to only a small activity (or part of an installation). 
1.4. Templates

The following templates, that are used to improve the efficiency of inspection activities, have been analysed:
· Minutes on inspection findings

· Minutes, conclusions and justification after inspection

· Minutes to justify and request mediation procedure

· Minutes about irregularities and measures to be taken
The minutes are very compact and related to the Macedonian law. 
In the case of “Minutes on inspection findings”  they should be more developed and include the information concerning: the evidence related to possible non-conformity/ies; the collection of data; impounding of goods; and sampling. 

The rest of the documents are closely related to the Macedonian law. 
Regarding the so-called “complexity coefficient” the following documents have been analysed:

· Table with the value of the inspection complexity coefficients of inspections for 2015
· Decision determining the inspection complexity coefficient

In these documents the detailed way of the calculation with different criteria has been described. These documents can be useful to improve the planning of an inspection, including the risk assessment of the installation. 
1.5. Electronic tools for priority setting of inspections

As far as we understood there are no electronic tools present at this moment. 
1.6. Quality control on the environmental inspection system

To assess the quality of controls according to the environmental inspection system, the following documents have been analysed:
· SEI 2013 Annual Programme

· SEI 2013 Annual Report

· SEI 2014 Annual Programme 

· SEI 2014 Annual Report

· SEI 2015 Annual Programme 

The documents above are coherent with the rulebooks, which are mentioned in chapter 1.1. The annual program for 2015 is much broader than the previous years. In the 2015 program we also find  the information about the types of inspections, the number of inspections, and the frequency of inspections (including the criteria that have influenced the frequency of inspections). We do recommended however to use a more systematic approach to plan the inspections by setting priorities based on a  risk assessment. 
In the reports for 2013 and 2014 the assessment of the achievement of the objectives stated in the corresponding programs have been described, but we recommend to use more specific data to define the targets and objectives. It would help to assess whether they have been achieved or not. 
Some information about the quality of controls is also related to:

· Table with the value of the inspection complexity coefficient of inspections for 2015
· Decision determining the inspection complexity coefficient

The documents above contain the information about how much time has to be spent to prepare an inspection, providing the inspection and post inspection actions. 

SEI also prepares quarterly reports, which have been analysed:

· SEI Quarterly Plan 2015 first quarter

· SEI Quarterly inspections_2015_quarter-1_EN.xls

The plan and report can be used to assess the number of provided inspections, but there is no strict information about the quality of the inspections. The inspection targets formulated in the quarterly plan are too general and therefore it is difficult to assess if they have been achieved. 
2. Gaps detected
2.1. Protocols and procedures

In general more detailed procedures are needed. The information about procedures is spread among different laws, rulebooks and schemes but it does not cover all necessary steps, like for example preparing the inspection or site visit. 
The content of the templates (minutes) described in section 1.4. could be reconsidered, as mentioned in section 2.4.
2.2. Manuals and guidelines

There are neither manuals nor guidelines related to the inspections. A comprehensive  document should be prepared during this project. The existing rulebooks, reports and programs can be useful during the preparation of the manual and should be taken into account.  For the layout see annex 1.
2.3. Checklists

There are some checklists, but they are not consistent in terms of layout and scope. It is necessary to reconsider them and prepare new ones. The manual mentioned in section 2.2 will provide a template for this. The existing sub-laws (mentioned in section 1.2) will also be useful to define the structure of the checklist template and during the preparation of the manual. 
2.4. Templates

There are some templates (minutes, table inspection complexity coefficient). We recommend to prepare more useful templates to conduct the inspection, or to rearrange the existing minutes (like the minutes on the inspection findings). The minutes should include information such as the evidence related to non-conformity, collected data, impounding of goods, sampling, etc. 
2.5. Electronic tools for priority setting of inspections

There are no such electronic tools present at this moment. Activities 2.1 and 3.1 of this Twinning already foresee the implementation of the electronic tool IRAM. 
2.6. Quality control on the environmental inspection system

There are some documents related to the quality of  control on the environmental inspection system, but these documents are broad and do not fulfil all needs. This issue should be considered during the preparation of the manual.  The existing rulebooks or reports (annual, quarterly or monthly) can be useful during the preparation of the manual for the inspections. 
3.  Materials recommended to be developed

Within the Twinning project, it has been agreed to deliver the following supporting materials, to cover the gaps detected: 
	Material
	Missions to develop it
	Description / comments

	Guidelines, procedures, templates (standards report)
	1.2.2

1.2.3

1.2.4
	A general “Manual for environmental inspection” - one of the main targets of the project. Index of contents can be seen in Annex 1  

	Several checklists for waste streams
	1.2.5

1.2.6
	They will be included as an annexes of the manual for environmental inspection

	Factsheets & checklists for some industrial sectors
	1.2.7

1.2.8
	They will be included as an annexes of the manual for environmental inspection

	Guideline on IPPC (BAT)
	1.2.9

1.2.10
	It will be included as an a chapter of the manual for environmental inspection

	Guideline for the industrial operators
	1.2.11

1.2.12
	A leaflet with key information for operators. It will be included as an annex of manual for inspection and checklist

	Recommendations to implement RMCEI
	2.2.3

2.2.4
	They will be addressed within the contents of the manual for environmental inspection

	Risk assessment matrix
	2.1.5

2.1.6

2.1.7
	It will be addressed within the contents of the manual for environmental inspection

	Recommendations for roadmap for the modernization of older installations that includes operators and establishes multi-annual plans for meeting the new legal requirements
	2.1.1 – 2.1.4

2.1.8
	Separated document, to support strategic decisions regarding inspection planning in the short and middle term


The documents mentioned in the table above, with the exception of the last one, will all be part of one manual for inspection.  Although the manual itself is applicable for all inspection tasks, with the annexes (checklist, abstracts and BAT guidance) we bring a clear focus to IPPC/IED related inspections. We suggest that for other tasks related to areas like Seveso, CITES and transfrontier shipment of waste, new activities or projects will be initiated so new annexes can be included to this manual.
Annex 1: Structure of manual for environmental inspection
Summary 
List of Acronyms
1.
Introduction
1.1.
The project
1.2.
Scope of this manual
1.3
EU context
1.4
Minimum criteria for Inspection
1.3
Environmental Inspection Cycle
1.4
Structure of this manual
2
Environmental Inspection
2.1
Introduction
2.2
The context of your inspection work
2.2.1
Scope of the Inspection organisation
2.2.2
Data and information gathering
2.3
What are the priorities
2.3.1
Risk assessment
2.3.2
Setting priorities
2.4
What are Inspection targets
2.4.1
Defining objectives
2.4.2
SMART targets
2.4.3
Performance indicators
2.5
What is the best strategy
2.5.1
Intervention strategy
2.5.2
Enforcement policy
2.6
How to prepare your inspection plan
2.6.1
Inspection plans
2.6.2
Inspection programme
2.6.3
Review
2.6.4
Capacity and budget
2.7
Conditions that need to be fulfilled to do inspections
2.7.1
Training
2.7.2
Equipment
2.7.3
Authorisation and competences
2.7.4
Protocols and instructions
2.7.4.1
How to perform an inspection
2.7.4.2
Routine versus non-routine inspections
2.7.4.3
Type of routine inspections
2.7.5
Cooperation
2.8
Prepare the inspection
2.8.1
Decide on type of inspection, staff and (safety) equipment
2.8.2
Desktop study  - gathering information and data
2.8.3
Principles in peparing a checklist
2.8.4
Should you announce your visit ?
2.8.5
Prepare a short action plan
2.9
Execute the inspection
2.9.1
Principles of a good inspector
2.9.2
Identify yourself
2.9.3
Explain purpose of visit
2.9.4
Obstruction by the operator
2.9.5
Interview techniques
2.9.6
Checking the administration
2.9.7
Safety issues
2.9.8
Physical inspection
2.9.9
Emission monitoring systems
2.9.10
Environmental management systems
2.9.11
Sampling and laboratory analyse
2.9.12
Impounding of goods and administration
2.9.13
Collecting evidence
2.9.14
Closure of site visit
2.10
Reporting on the inspection
2.10.1
Content of your report (template)
2.10.2
Signing of report
2.10.3
Comments operator
2.10.4
Time frames
2.10.5
Informing your partners
2.10.6
Sanctions
2.10.7
Determine fines
2.10.8
Publication of inspection report
2.10.9
Confidentiality 
2.10.10
Appeal from operator
2.11
Follow-up inspection (inspector’s measurements)
2.12
Keeping records
2.13
Performance monitoring (Qualitative versus quantitative)
3
MIRS (Summary of Business Process Managemet System)
4
Legislation (applicable national legislation for inspectors)
5
Best Available Techniques
Annexes
Annex 1: Checklist for waste transfer
Annex 2: Factsheets on industrial sectors for inspectors
Annex 3: Leaflet for operator
Annex 4: Templates for reports
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