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1.0 Purpose
This procedure outlines the requirements for accepting waste when it is delivered on site and lists the actions that need to be taken to ensure the proper acceptance/ rejection of waste when necessary.
2.0 Scope

This procedure applies to the acceptance of hazardous waste oil at unit 9 Optima Park.
3.0 Reference Documents
EI – Operational procedures – with special emphasis on loading/unloading operations
Waste oil pre-acceptance checklist
4.0 Definitions

	EMR
	· Environmental Management Representative


5.0 Responsibility
5.1 Company Director
The company Director shall monitor the acceptance of hazardous waste and that all documentation and company procedures are strictly followed. 
5.2 Environmental Management Representative
The EMR shall audit, correct and amend if any changes to this procedure and requirements are necessary. Changes will be communicated to staff.
5.3 Departmental Manager
The departmental manager will make sure the EMS and relevant procedures are  followed and will report of any issues when such arise.
6.0 Procedure

Load arrival 

 On arrival loads should: 

• Have the quantity shown by the volume meters recorded in the Waste Acceptance Record
 • not be accepted into site unless sufficient storage capacity exists and site is adequately manned to receive waste

 • have all documents checked and approved, and any discrepancies resolved before the waste is accepted – this includes pre-acceptance checks, consignment notes, transboundary movement documents and customs documents if necessary
• have any labelling that does not relate to the contents of the vessel removed before acceptance on site.

•be supervised by qualified personnel 

 Load inspection 

1. Visual inspection:  Where possible, confirmatory checks should be undertaken before offloading where safety is not compromised. Inspection must in any event be carried out immediately upon offloading at the installation. During unloading make sure to check the particulate filters installed to pumps, that prevent for any suspended solids to enter the storage tanks.
2. Check every container to confirm quantities against accompanying paperwork. All containers should be clearly labelled and should be equipped with well-fitting lids, caps and valves secure and in place. Any damaged, corroded or unlabelled drums should be put into a quarantine area and dealt with appropriately. Following inspection, the waste should then be unloaded into the dedicated storage containers on site.
3. Ensure that waste delivered to the unit is accompanied by a written description of the waste describing:

 • the physical and chemical composition 

• hazard characteristics and handling precautions 

• compatability issues 

• information specifying the original waste producer and process

These should all be available in the completed pre-acceptance check.

4. Deliveries in bulk road tanker should be accompanied by a “wash-out” certificate or a declaration of the previous load so that contamination by this route can be checked. 

5. Samples are usually taken by the tanker driver from one of three points on the tanker: • top hatch • back valve • sight glass 

Load rejection
Waste will be rejected if it does not cover one or more of the following criteria:

1. The waste has been clearly identified as being waste oil with a EWC code included in Polihim's environmental permit

2. All necessary documentation accompanies the load – this includes a consignment note, any laboratory analysis made on samples of the load, any transboundary documents, all ADR requirements of the vehicle are met

3. There are no discrepancies between the documentation accompanying the load and the physical properties of the load

4. The vehicle tank is in a suitable condition – e.g. it has been previously washed, or has only been used for waste oils – and can be unloaded in a safe way into Polihim's storage tanks

In the case then a load is being rejected, follow the waste rejection procedure below.

Waste rejection procedure
1. Identify the reasons (from the above list) why the waste is being rejected.
2. If the waste has arrived with a partially filled or incorrect consignment note:
• complete part E of the consignment note, enter the waste(s) you are rejecting and the reason

• keep one copy of the note

• give one copy to the carrier

• make copies of the note and send one to each of the consignor, producer and holder (they may be the same) immediately
3. If the waste has arrived without a consignment note:

You must create a written explanation using the forms from procedure EP-07 "Non-conformity". It should include the following:
• the reason you rejected the waste

• the description or classification of the waste, if known

• the names of the producer, holder, consignor and carrier

• a consignment note code you assign in the format REJECT/XXXXX where ‘XXXXX’ is any 5 letters or numbers you use to give the load a unique code

You must then:

• keep a copy of the explanation in your records

• give one copy to the carrier

• send a copy to each of the producer, holder and consignor (they may be the same) as soon as you can

• use this information for your returns to the Environment Agency and to the waste producer or holder

4. Dealing with the rejected waste

The carrier must tell the Environment Agency and contact the producer or holder for further instructions.

The producer or holder has 3 options. They can:

1. Move the rejected waste to a new consignee.

2. Move the rejected waste back to their own premises.

3. Ask you to accept the waste you have rejected.

All of these require the producer to create a new consignment note.

If the producer or holder picks options 1 or 2 you do not need to be involved. They must arrange to remove the waste:

· immediately, if you’re not authorised or willing to store the waste temporarily

· within 5 working days in all other circumstances
Consult with the EMR and company director if any waste is to be rejected and if it’s to be stored temporarily. Waste will only be stored temporarily in a quarantine area, which is clearly labelled with information of the physical properties and hazards of the rejected waste.
5. Accepting the rejected waste

You can only accept a hazardous waste with a missing, incomplete or inaccurate consignment note if:

· you have first rejected it and explained your reasons for doing so

· the producer or holder asks you to accept the rejected waste

· your permit or exemption authorises you to do so

You are not obliged to accept it.

If you want to accept it the producer or holder must first:

· produce a new consignment note that is complete and correct

· address the reasons why the waste was rejected

You must report any waste you reject on your consignee return.

If you subsequently accept the rejected waste, this will be entered as a separate consignment on the consignee return.

6.1 Records
	Record Description
	Record Location/ Retention Responsibility
	Minimum Retention Time

	Completed pre-accepted waste checklists
	EMR
	3 years

	Sample laboratory analysis and sample tracking
	 EMR
	3 years

	Any contract/ legal document that includes an analytical description of the waste to be accepted
	EMR
	3 years

	Follow-up documents accompanying the waste, such as consignment notes and transboundary movements up to its recovery
	EMR
	3 years

	Non-conformance forms for rejected wastes (EP-07)
	EMR
	3 years

	Any new consignment notes for the rejected waste
	EMR
	3 years

	Hazardous waste returns
	EMR
	3 years

	Waste acceptance log
	EMR
	3 years
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