NT EPA Online - User Guide
Application for an Environment Protection Licence

June 2015

NT EPA Online User Guide
Table of Contents
1

Introduction to NT EPA Online................................................................................ 3

2

NT EPA Online Account .......................................................................................... 3
2.1
Create an account .......................................................................................... 3
2.2
Maintain your account .................................................................................... 4
2.2.1 Log in to your account .................................................................................... 4
2.2.2 Manage account............................................................................................. 4
2.2.3 Multiple account users.................................................................................... 4

3

Create new EPL application .................................................................................... 5
3.1
Overview ........................................................................................................ 5
3.2
Applicant details ............................................................................................. 6
3.3
Activities ......................................................................................................... 6
3.3.1 Listed waste ................................................................................................... 6
3.3.2 Premises and surrounding environment ......................................................... 7
3.3.3 Vehicles ......................................................................................................... 7
3.4
Environmental risks ........................................................................................ 7
3.5
Review & lodge .............................................................................................. 8
3.5.1 Review ........................................................................................................... 8
3.5.2 Make payment................................................................................................ 8

4

Tracking licences ..................................................................................................... 9
4.1
Drafts ............................................................................................................. 9
4.2
In progress ..................................................................................................... 9
4.3
Completed .....................................................................................................10
Not Accepted.................................................................................................10
4.4

5

Requests for clarification .......................................................................................10
5.1
Clarification prior to acceptance ....................................................................10
5.2
Clarification after acceptance ........................................................................10

6

Review of draft documents ....................................................................................11

7

Annual Returns .......................................................................................................11

8

Duration of a licence...............................................................................................13

9

Amend, Transfer or Renew ....................................................................................13
9.1
Amendment ...................................................................................................13
Transferring an EPL ......................................................................................13
9.2
9.2.1 Transferor .....................................................................................................14
9.2.2 Transferee .....................................................................................................14
9.3
Renewal ........................................................................................................14

Appendix A: Waste Management and Pollution Control Act – Schedule 2 ....................15
Appendix B: Waste Management and Pollution Control (Administration) Regulations –
Schedule 2 (Listed waste) ..................................................................................................18
Appendix C: Frequently asked questions ........................................................................21
Page 2 of 21
NORTHERN TERRITORY ENVIRONMENT PROTECTION AUTHORITY

NT EPA Online User Guide

1

Introduction to NT EPA Online
The Northern Territory Environment Protection Authority (NT EPA) plays a significant
role in protecting the environment. As part of this role, the NT EPA administers the
Waste Management and Pollution Control Act (WMPC Act). Section 30 of the Act
specifies that certain activities undertaken in the Northern Territory require an
Environment Protection Licence (EPL). These activities are outlined under Schedule 2 of
the WMPC Act which is reproduced in Appendix A of this guide.
This guide is for the purpose of using NT EPA Online to make an application for an EPL
under the WMPC Act. It is intended as a guide only, and should be read in conjunction
with the WMPC Act and the Waste Management and Pollution Control (Administration)
Regulations.
For further information or assistance, please contact the NT EPA on (08) 8924 4218 or
email waste@nt.gov.au.
The Northern Territory Environment Protection Authority (NT EPA) has prepared this
document in good faith, exercising all due care and attention, but no representation or
warranty, express or implied, is made as to the relevance, completeness or fitness for
purpose of this document in respect of any particular user’s circumstances. Users of this
document should satisfy themselves concerning its application to their situation and,
where necessary, seek expert advice.

2

NT EPA Online Account
You will need to create an Account to use NT EPA Online. Accounts can be set up for a
Business or Individual. NOTE: An email address is required, and will become your
login username.

2.1

Create an account
Visit the NT EPA Online Login page at https://www.ntlis.nt.gov.au/ntepa, and select
‘Create Account’. Save this login page to your favourites for easy access.

Select whether you are a Business or an Individual, and complete the required fields.
Then press ‘Create’. An error message will display if required information has not been
provided, and you will be prompted to provide the required information.
Once the required information has been received, you will be directed to your
personalised home screen. This is where you can apply for licences, manage your
account details, and track the progress of your applications being assessed.
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2.2

Maintain your account

2.2.1

Log in to your account
Visit the NT EPA Online Login page at https://www.ntlis.nt.gov.au/ntepa, and log in using
the email address and password you selected when creating the account. You have the
option to retrieve your password if it is forgotten. A new password will be sent to the
username email address.

2.2.2

Manage account
Select ‘Manage Account’ to edit details, change your password, deactivate your account,
and add other users to a business account.

2.2.3

Multiple account users
Multiple account users can be linked to business accounts. This may be required if there
are multiple licences being managed by a business, and correspondence is not required
to be through one central contact. Select ‘Manage Account’ from the home screen and
provide the required information to create new individual user accounts linked to the
business. Administrator rights are optional, and the Administrator may edit or deactivate
linked users.
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3

Create new EPL application
Once you have an account, you can apply for, and manage, licences online. To initiate
an application, select ‘Create New: Environment Protection Licence.

An application lodgement consists of 5 parts:
1. Overview;
2. Applicant;
3. Activities;
4. Environmental Risks; and
5. Review & Lodge.

3.1

Overview
Please read the overview carefully for information on how to complete an online
application. Your application will not be accepted for processing until the application is
completed with all required information.
You must enter a ‘Reference Name’ which will become your identifier when
communicating with the NT EPA.
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3.2

Applicant details
This section requires information about the Licence holder, who will be the primary
contact point for the NT EPA. Licence holders must maintain up-to-date contact details
in their NT EPA Online account for the duration of the licenced period. Applicant details
can be amended by the applicant at any time.
Information on the applicant’s compliance history is required under this tab. Any
documents that are required to be uploaded must be in PDF format.
Throughout the application, please make use of the following features designed to
assist:

3.3



Hyperlinks throughout the application will take you to the relevant document or
guideline referenced in the application;



Information icons throughout the application will provide further clarification on
the information required when the mouse is hovered above;



Pressing ‘next’ will automatically save the information you have previously
entered; and



You can ‘validate’ your information at any stage throughout the application. When
you reach step 5: Review & Lodge, an automatic validation will occur and any
errors will be brought to your attention.

Activities
This section of the application requires details about the activity for which the licence is
being sought. Multiple activities can be selected, and additional information may be
required depending on the activity selected. Please refer to Appendix A and B for details
on the activities and waste streams (‘listed wastes’) that are regulated by the NT EPA.
Note: Some browsers (eg Internet Explorer) may offer to stop running a ‘script’ on this
page, to allow the browser to run faster. Stopping the script can affect the functions of
your application – please select ‘no’ if you are given this option.

3.3.1

Listed waste
If you will be handling a listed waste (ie collect, transport, store, treat, recycle or
dispose), you are required to indicate the type of activity you will be undertaking for each
listed waste, and the estimated annual volume you anticipate handling. If all, or most,
listed wastes will be handled, it may be useful to select all, and then unselect those not
required.

Page 6 of 21
NORTHERN TERRITORY ENVIRONMENT PROTECTION AUTHORITY

NT EPA Online User Guide

Activity

Waste
Scroll
to view
wastes

3.3.2

Premises and surrounding environment
If any, or all of your activity, will be conducted on a premises, you are required to provide
information about the proposed site and surrounding environment, including evidence of
landowner consent if you are not the owner.
Licensees who conduct a scheduled activity at more than one premises are required to
hold a separate licence for each premises.

3.3.3

Vehicles
If you are transporting a listed waste, you must initially provide details of all vehicles to
be used. Licence holders must maintain an up-to-date vehicle register in their NT EPA
Online account for the duration of the licenced period. No additional application is
needed to add or remove vehicles.
Vehicle registers can be updated by opening the relevant licence application, and editing
the vehicles section under the ‘Activities’ tab.

3.4

Environmental risks
Applicants are required to demonstrate an understanding of the potential environmental
impacts of their activity, and how these impacts will be managed. Either a description or
a document upload is required in each section. If you are unable to provide the required
information, you must provide a reason why.
Information hovers contain tips on providing the appropriate information. Hyperlinks will
direct you to specific documents for additional guidance where available.
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3.5

Review & lodge

3.5.1

Review
Section 5 (Review and Lodge) allows you to review the information you have provided
before lodging. You will be notified if there is any information missing, and given the
opportunity to edit the relevant section. Once you are satisfied that your application is
complete, please:
a) select your method of payment; and
b) tick the box confirming that you are authorised to submit the application.
Then press ‘lodge and pay’. Your application fee and annual fee can be made by credit
card or by ‘other’. If you have chosen to pay by credit card, you will be directed to the
payment screen. If you choose to pay by ‘other’ method, you will be contacted by the NT
EPA to arrange payment. Your application will not be queued for processing until all
required payments have been received.

3.5.2

Make payment
Your application fee and annual fee will be calculated, based on the activities you have
selected. Please see
http://www.ntepa.nt.gov.au/__data/assets/pdf_file/0004/139999/fees_payable.pdf for
information on associated fees.
The holder of an Environment Protection Licence that is granted for a period of 2 years
or more must pay an annual fee. The annual fee is payable in advance of the grant of
the Licence, and will be refunded in the case the application is not approved.
If you are paying by credit card, you will be directed to the payment screen. Follow the
prompts provided. You will then be able to return to the home screen, where you can
view your receipt. Your application will be locked against any further edits, ready for
processing by the NT EPA.
If you choose to pay by ‘other’, you can still lodge your application, however it will not be
queued for processing until the application fee is paid. You will be contacted by the NT
EPA to arrange payment.
Please contact the NT EPA Finance Officer on (08) 8924 4218 for further information on
financial payments.
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4

Tracking licences
Licence applications can be managed and tracked from your home screen. Applications
will be in one of four possible states – Draft; In Progress; Completed; or Not Accepted.

4.1

Drafts
Applications remain in draft until lodged. You can save and exit your incomplete
application and return to it later. Look for incomplete applications under ‘Drafts’.

4.2

In progress
Once lodged, your application(s) will appear under ‘In Progress’ and its status with NT
EPA will be displayed. Further detail on the status is displayed by hovering over the
status bar. The application(s) can be opened and viewed, but will be locked for further
editing. Applications will not be accepted for processing until the NT EPA is satisfied that
all required information has been submitted in the application.
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The NT EPA will conduct a preliminary review of your lodged application and may accept
it for processing. You will receive an email confirming acceptance, and a link to return to
your home page.

4.3

Completed
Licences that have been issued to your business can be viewed here.

4.4

Not Accepted
Applications may not be accepted by the NT EPA. In such circumstances, you will
receive an email detailing the reasons why the application was not accepted. This may
be, for example, that an EPL is not required for the specified activity.

5

Requests for clarification
The NT EPA may require clarification of the information provided in the application prior
to accepting the application. If the NT EPA requires further information prior to
acceptance, you will receive an email specifying the information required, and the
application will revert to an editable ‘draft’.
The NT EPA may also require further clarification at any stage throughout the
assessment.

5.1

Clarification prior to acceptance
If further clarification is required prior to acceptance, you will receive an email specifying
the information required. You should log into your account from the emailed link, where
the application will revert to ‘draft’. Provide the clarification requested, and hit ‘Lodge’
under Tab 5: ‘Review and Lodge’. Once lodged, the application will be locked for further
editing and can be viewed on the home page, under ‘In Progress’.
Once the NT EPA is satisfied with the information provided, you will receive an email
notifying you that the application has been accepted for processing. You can monitor the
progress of your applications by viewing the status bar on the home screen.

5.2

Clarification after acceptance
Once an application is accepted, the application will enter a risk assessment phase. The
NT EPA may require further clarification during this phase. If so, you will receive an
email specifying the information required, with a link to the relevant application. The
status bar will reflect that clarification has been requested.

The accepted application will remain locked for editing, and you will provide the
response in a text box. Once complete, hit the ‘Submit Response’ button to lodge.
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Text entered here...

6

Review of draft documents
Draft licences will be generated with conditions that reflect the activity you are applying
to undertake, and specific requirements to manage any associated environmental risks.
You will receive an email asking you to review and respond to the draft licence online.
Please check that the contact details you have entered are correct and that you agree to
the proposed conditions. A typed response or an uploaded document is required, e.g. “I
agree to the conditions of the draft Licence”. Once finalised by the NT EPA, you will
receive a notification email, with a link to view and download your licence.

7

Annual Returns
An Annual Return is a requirement of an Environment Protection Licence issued by the
NT EPA. The purpose of an Annual Return is for the licensee to report on their
performance against each condition of their licence for the previous 12 months, or to
acquit your licensee obligations when surrendering or transferring a licence.
Your nominated contact person will be notified with further instructions when an Annual
Return is due. Annual Returns are also used to calculate your annual return fee, based
on the quantity of approved waste handled for the previous 12 months. Further
information on calculating annual fees can be found at
http://www.ntepa.nt.gov.au/__data/assets/pdf_file/0004/139999/fees_payable.pdf .
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The status of Completed Environment Protection Licences will read ‘Annual Return Due’.
Select view to open the Annual Return tab and follow the instructions to confirm the total
volume of each Listed Waste handled for the period.

Select save to view the Annual Return payment calculation, then select your payment
method and complete the declaration. To submit the Annual Return and payment, select
the Lodge and Pay button.
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8

Duration of a licence
A licence will remain in force until its expiry date or until it is surrendered by the licensee,
is suspended, or cancelled in accordance with the WMPC Act.
The licensee must notify the NT EPA within 14 days after ceasing to conduct the activity.
The licensee may, with the approval of the NT EPA, surrender the licence via the NT
EPA Online system.

9

Amend, Transfer or Renew
These functions only apply to new EPL’s that were issued via the NT EPA Online
system.
A licence that was issued prior to the availability of the NT EPA Online licencing system
cannot be amended, transferred or renewed online. Please contact the NT EPA for
advice on how you may update your licence via NT EPA Online.

9.1

Amendment
The licensee may apply to amend or revoke a condition of their licence. A fee applies,
and the application must be made via NT EPA Online. Amendments cannot be made
within 90 days of licence expiry.
The NT EPA may also amend or revoke a condition of a licence as set out in section 38
of the WMPC Act.

9.2

Transferring an EPL
The licensee can apply to transfer a valid EPL to another person. There is no fee for a
licence transfer. The application must be made via NT EPA Online.
The licensee must first ensure that the company to receive the transferred licence (the
‘Transferee’) has created an NT EPA Online account as per section 2.1.of this guide.
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9.2.1

Transferor
The licence holder should select ‘Transfer’ under Completed Environment Protection
Licences. Enter the email address used to create the account of the Transferee, and
then press enter.
To complete the transfer, the Transferor will receive an email notification with
instructions to complete an Annual Return, per section 7 of this Guide. When the NT
EPA is satisfied that all reporting obligations have been met, the Transferors obligations
under the licence will be acquitted. The Transferors EPL will be cancelled and the status
updated on their home screen.

9.2.2

Transferee
The Transferee logs into their client account and edits details in Step 2 – Applicant tab,
and Step 4 – Environmental Risks tab. The transferee must update the Licence Contact
and Emergency Contact details for the account per section 3.2 of this guide, and
uploads the relevant Environmental Risks documentation per section 3.4 of this guide.
The Transferee then validates the page to confirm that all details entered are correct.
The Transferee then selects the Review and Lodge tab, completes the declaration at the
bottom left hand side of the page, and selects the Lodge button on the bottom right hand
side of the page. This will complete the Transferee requirements.
When the Transferor has completed the Annual Return requirements described above,
the transferred licence will be activated in the Transferee’s Completed Environment
Protection Licence page under My Applications.

9.3

Renewal
The licensee may apply for the renewal of their licence not earlier than 90 days, and not
later than 30 days, before their licence expires. A fee applies and the application must
be made via NT EPA Online. Renewal applications received within 30 days of expiry will
only be accepted for processing at the discretion of the NT EPA.
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Appendix A: Waste Management and Pollution Control
Act – Schedule 2
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Appendix B: Waste Management and Pollution Control
(Administration) Regulations – Schedule 2 (Listed
waste)
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Appendix C: Frequently asked questions
Q: How do I upload a document?
A: Parts of the NT EPA Online application require either a written response in a text box, or a
document to be uploaded (‘add files’). Only PDF documents can be uploaded. Please refer to
your individual computer settings or an internet search for instructions on converting word
documents to PDF.

Q: Why am I asked if I want to stop running a script?
A: Some browsers (eg Internet Explorer) may offer to stop running a ‘script’ during your
application, to allow the browser to run faster. Stopping the script can affect the functions of
your application – please select ‘no’ if you are given this option.

Q: What if I don’t have access to a computer?
A: Please contact the NT EPA on 8924 4218 if you require assistance.

Please contact the NT EPA on (08) 8924 4218 if you would like to provide feedback on this
User Guide, or to provide suggestions for inclusions.
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