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Purpose

The purpose of this procedure is to define the requirement for Internal Waste Disposal.

Scope

This procedure covers internal waste disposal across our sites. Segregation and correct disposal practices
within the organisation contribute to improved recyclability and reduced disposal costs. Authorisation of
Waste Transfer Notes Waste Transfer records are managed locally. Authorised employees are accredited to
sign off any waste transfer note for the company. So long as the waste carrier is authorised.

General

The Waste Duty of Care places a legal requirement on the company to ensure that waste generated by the
company is only transferred to properly authorised sites.

A Waste Management License may be a site licence (authorising the deposit, recovery or disposal of
controlled waste in or on land), or a mobile plant licence (authorising the recovery or disposal of controlled
waste using certain types of mobile plant).

Some Waste Management Licences are valid only for certain kinds of waste or certain activities.
There are exemptions from licensing for certain activities and certain types of waste.
For example, recycling activities of various types of waste, such as paper, textiles and plastic.

Most exempt businesses must register their exemption with the Environment Agency or the Scottish
Environment Protection Agency.

It is possible to check with the Agencies that the exemption is registered.
All Waste Carrier Certification is retained for a minimum of three years.

Procedures

Spent Toners and
Cartridges are
retained in the office

Returned to
Supplier

Toners & Inkjet
Cartridges

Contents to be disposed
of down a foul water
drain

Water from
cleaning floors

) General
General Waste CBlpllgcted in Waste Skip Collection
In Bags (Facilities) for Disposal

Collected, boxed &
sent to IT department
for data transfer

IT department to arrange
disposal by registered
Waste contractor

Information
Technology |y
Equipment

Collected by
registered waste
carrier

Paper and Held in store

Cardboard

Collection points
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Contact number found on
the box, when full, to
arrange Collection

Stored in a suitable
container

Batteries

Collected in
Workshop

Held in store for
recycling

Collected by
Scrap Metal = registered waste

carrier for recycling

Fluorescent &
Discharge Lamps

Collected in
Box

Transfer note
issued for
disposal records

Taken to
supplier

Collected from Site by an Collection
approved Contractor for
Reclaimed
Refrigerant
Returned to Engineer to Collected and _1
Service Centre return (waste labelled in
Transfer) Store
Transfer to Collection
Waste QOil for
Waste Qil /

Generated
on Site

Contaminated
Water

Engineer to return
(waste Transfer)

Collected and
labelled in

Qil / Air Filters generated
on Customer Site

Stored Sealed
Plastic Bags and
labelled

Collection for
Recycling

Stored in

Absorbent Material Hazardous Waste

Disposed of by
licensed Waste

Bags Contractor
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