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Materials Receipts & Dispatches 
 
Summary 
Materials will be received at the Site for subsequent transfer or treatment as detailed within the scope of the permit and associated documents, such as the working plan. 	Comment by Diane Rainsford: Do we have a working plan? I’ve seen mention of this in some other procedures but never seen the plan!!!!
The materials will be checked on arrival by the Site Supervisory staff for compliance with pre-acceptance criteria, permit criteria and materials quality - Materials may be randomly removed for sorting to check the contents before repackaging. 	Comment by Diane Rainsford: What is the pre-acceptance criteria?	Comment by Diane Rainsford: Isn’t this the same as the pre-acceptance criteria? 	Comment by Diane Rainsford: Is there any evidence that this has ever been done? Is this supposed to be a random quality check?

 
The Supervisory staff checks over the paperwork submitted by the Driver and liaises directly with the driver to determine what battery packages are relevant to what Customer and material type is defined. 	Comment by Diane Rainsford: ***Now we have quick consign don’t the labels supplied to the driver identify the customer reference? If they do this needs to be amended in the procedure

The materials are weighed off the vehicle and Lead-acid batteries placed in storage in the warehouse. 	Comment by Diane Rainsford: There is no reference here of how and where the weights of the batteries are recorded and what battery types there are. In the ABTO Audit report there is lots of reference to how the different categories of batteries are determined, segregation of mixed loads verifying tonnages, whether the batteries are from another ABTO etc. 

How do we prevent double counting
 
Materials will be dispatched from the Site as either Lead plate product or as waste in the forms of whole batteries to the smelter, dry waste to landfill or recycling agents and wet waste for treatment by a subcontractor. 
 
The wastes or materials are all inspected during the loading process by supervisory staff, with the loading of Lead plate and whole batteries undertaken by Forklifts and general dry waste or recyclable waste by skips removed by a subcontractor.  
 
All paperwork is generated and carried in accordance with all legislative requirements with the completion and distribution of the documents handled by Office Administrative personnel. 
 
Material Receipts 
 
Paperwork & Documents 
Waste materials collected around the UK will eventually be returned to the operational centers of AELHBR for recycling. 	Comment by Diane Rainsford: This is plural for operational centres – I am only aware of one – this should be amended to remove confusion

All of the waste received at our site is controlled waste mostly hazardous. 
The waste is always likely to be Dangerous Goods and therefore any documents associated with this legislation would also be applicable.  
In summary the waste received at the Site needs to be accompanied by a Duty of Care and/or a Consignment Note (if the waste is hazardous). Additionally, the driver should have appropriate emergency instructions and ADR training for the class of goods carried. 

A Weight ticket will be generated for the wastes on arrival at the site, after preliminary inspections and offloading. 
 
The waste received is predominantly waste batteries, which is a hazardous waste, however a small amount of other licensed wastes may be acceptable, depending on waste type and permit conditions. 
 
For any hazardous waste entering the Site the accompanying documents shall be available   (  (as a minimum requirement); 
· A consignment Note 
· Emergency Actions Instructions for the class of material received (if dangerous under ADR). 
· The Carriers’ registration certificate. 
· If orange boards displayed on the vehicle, the Driver should have an ADR License; and 
· A Weight ticket is generated 
 
For Controlled, but non-hazardous waste entering the Site, there shall be either a; 	Comment by Diane Rainsford: Do we eve pick up waste that is 100% non-hazardous? I am assuming this reference is relating to waste such as the FLT bodies but they are collected with the batteries therefore all waste documentation raised is compatible with hazardous waste and dangerous goods etc??? 
· Duty of Care for the delivery, or 
· Duty of Care for the deliveries to be made over a twelve-month period 
· The Carriers’ registration certificate, and; 
· Weight ticket is generated 
 
The documentation will be filed and the IT / Computer records system updated for the receipt, stock and subsequent process records 	Comment by Diane Rainsford: I am assuming now that all of the documentation at this point is controlled by Quick Consign? 
 
 
 
Site Operations 
Materials shall be handled in a safe, environmentally acceptable manner. 
 
Waste materials shall only be accepted and dispatched in accordance with the Environmental Permit, The Environmental Protection (Duty of Care) Regulations 1991, the Hazardous waste regulations 2005 and Waste Shipments Regulation 259/93/EEC. 
 
General Points relating to the site health, safety and the environment; 

· Incompatible wastes shall be segregated on arrival. 
· 
· Spillages of liquids shall be contained and cleaned up immediately and not allowed to pollute water courses, sewers or drains. 
· 
· Lead (Pb) and its compounds can be toxic if ingested or if dust is inhaled. 
· 
· Battery electrolyte is a poisonous, corrosive liquid, which will cause severe burns and irritation to the skin and eyes and could burn clothing. 
· 
· In case of contact with skin and eyes rinse immediately with plenty of water and seek medical advice. 
· 
· Always wear eye protection, protective clothing and rubber gloves when handling electrolyte or batteries.  In addition, RPE must be worn when handling battery plates. 
 
Responsibility & Authority 
 
A list of trained and competent staff is maintained for all business activities, and where a person is tested for competence and received the appropriate training, they are deemed to have the responsibility and authority to undertake the task(s) or activity listed. 
 
Procedure for material receipt 
 
1. Vehicle arrives and driver reports to site staff 
2. 
3. If the delivery is not subject to a prior quotation, and pre-acceptance criteria a ‘Team Principal’ must be notified for authorization to proceed 	Comment by Diane Rainsford: Is this when customers bring batteries to us? 
4. 
5. Waste materials must be accompanied with either a transfer note and written description or a consignment note depending on the waste type. 	Comment by Diane Rainsford: Assuming that this is referring to my previous comment that this is relevant only to deliveries made by customers 
6. 
7. Waste documentation is checked for a written description of the waste and for completion as fully as reasonably possible. 
8. 
9. If no documentation for waste materials is provided the quarantine and nonconformance procedure must be followed 	Comment by Diane Rainsford: Where is this? I’ll check the procedure lists we’ll need to reive this too. 
10. 
11. Vehicle is either weighed on weighbridge or materials offloaded to weigh scales  	Comment by Diane Rainsford: AS WE HAVENT’T GOT A WEIGHBRIDGE THIS SHOULD BE AMENEDED TO THE CORRECT PROCEDURE FOR OUR PROCESS. 
12. 
13. A visual inspection of the material is made, to confirm it conforms to advised/agreed description.  If this does not appear to be the case this must immediately be brought to the attention of a Team Leader 
14. Consignment notes must be immediately completed on receiving the waste and copies retained and sent to the appropriate persons. 	Comment by Diane Rainsford: What is the new procedure for this now?
 
Rejected loads/part loads 
1. Where the load or part load is found to be unacceptable, this must immediately be brought to the attention of a Team Leader.  Actions taken must be in accordance with the Non-Conformance Procedure and relevant legislation.  The Environment Agency should be informed where there is knowledge or suspicion that there is a breach of the ‘Duty of Care’ or Hazardous Waste Regulations, or if carried by an unauthorised carrier. 
2. 
3. For loads consisting of ‘hazardous waste’, the reason why the delivery was not accepted should be indicated on part E of the consignment note, and the procedure for rejected loads followed (See Hazardous Waste Regulations Guidance) 	Comment by Diane Rainsford: Have we got a procedure for rejected loads? Hopefully it will be included in this procedure – I will resolve this comment if I come across it in this procedure. 	Comment by Diane Rainsford: I don’t think we should be relying on regulation guidance in a procedure 
4. 
5. Where the waste is to be taken direct to an alternative facility, details of the quantity of waste and the name of the new consignee should be written on the consignment note and a copy of the note sent immediately to the appropriate Agency office. 	Comment by Diane Rainsford: Do we ever do this?
6. 
7. For loads consisting of controlled waste, transfer notes and written descriptions should be completed for the waste to be accepted.  The remainder of the load should be dealt with in accordance with management advice. 	Comment by Diane Rainsford: Not really sure I fully understand this… I’m assuming he means that when we have non-hazardous waste such as the FLT bodies – these would go in the skip so the necessary documentation is completed when it’s disposed of so I don’t see why we need to mention it in this procedure? 
 
 
 
 
Material Dispatch 
 
Paperwork & Documentation 
Waste leaving the Customers’ sites or waste leaving our own facilities has the same legislative controls placed over them as the controls for waste receipts except that the Waste dispatch also scopes in the TFS Regs (for wastes going abroad). 	Comment by Diane Rainsford: Don’t think this comment is relevant
 
Essentially for wastes dispatched; 
· Controlled waste (Non-Hazardous) within UK = Duty of Care note - single/annual. 
· 
· Hazardous waste within UK = Consignment Note  
· 
· Controlled waste / Hazardous waste outside UK = Annex VII form, OR Notification form, Tracking form, Dangerous Goods Note (if applicable) and Financial Guarantee. 	Comment by Diane Rainsford: Actual paperwork for each dispatch is the DGN – the process in accordance with the TFS Notification is recorded online and the reference to the financial guarantee is not connected to Paperwork and documentation but to application for the current TFS notification. 
 
The materials dispatched from our site are predominantly Lead plate (as a product) whole Pb-acid batteries (Vehicle batteries), general industrial waste (dry), WEEE waste, ferrous scrap waste and Acidic liquid waste. 
 
For waste dispatched from the Site as hazardous waste, the accompanying documents shall be raised (as a minimum requirement); 
· A consignment Note with the white copy retained, and sections A, B, C & D completed. 
· 
· The Carriers’ registration certificate for the haulage firm. 	Comment by Diane Rainsford: Do we send a copy of this with the consignment note or is it just our procedure to check that this is in place before we use a carrier for the first time and then periodically check that the renewal has taken place? If this is the case, we have a process in place within the management system for checking this. 
· 
· Weighbridge ticket or weight tickets for each package  	Comment by Diane Rainsford: Do we send the weigh ticket or just record the weight on the Consignment Note? 
 
For Controlled, but non-hazardous waste dispatched from the Site, there shall be either a; 
· Duty of Care specific to the removal of waste, or 
· 
· Duty of Care for the deliveries to be made over a twelve-month period 
· 
· The Haulier’s ‘Carriers’ registration certificate’, and; 	Comment by Diane Rainsford: As per the comments above. 
· 
· Weighbridge ticket or weight tickets for each package  
 
Site Operations 
 
1. Material for dispatch shall be identified as having passed inspection. 	Comment by Diane Rainsford: How do we do this? 
2. 
3. Gross and net weights shall then be established, and a weighbridge ticket completed. 	Comment by Diane Rainsford: What is the process for this? Do the scales print a ticket or have they been connected to Quick Consign I remember this was the plan last year. 
4. 
5. Waste materials dispatched must be described accurately and contain all the necessary information for subsequent safe handling, disposal, treatment or recovery.   	Comment by Diane Rainsford: What does this mean? I am assuming as it refers to “waste materials dispatched” that it’s referring to outbound waste but didn’t the previous section address this requirement? 
6. 
7. Materials must also be packaged in such a way as to prevent its escape in transit and in accordance with applicable transport legislation. 	Comment by Diane Rainsford: How are materials packaged? We should either refer to the SOP or describe the packing requirements 
8. 
9. Waste materials must only be transferred to an authorised person, such as a registered waste carrier. 
10. 
11. All waste materials dispatched must be accompanied with either a transfer note and written description, or a consignment note depending on the waste type - Copies must be retained in accordance with the legislation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
General Requirements for Batteries 
 
All records concerning the Receipt, Treatment, recycling and dispatch of Batteries and its component parts will be retained for the operating life of the facility. 
All collections and deliveries are recorded in the company’s electronic system – Quick Consign. 
 
Quick Consign will log the materials type for collections / delivery and whether the materials collected are on behalf of: 
1. Compliance scheme 
2. Other source  
 
Quick Consign will also be used to log whether the battery collection is for: 
· Portable Batteries 
· Industrial Batteries 
· Automotive Batteries 
· Mixed Category of Batteries 
 
After the collection (or delivery to site) is logged on the system the collection or delivery is planned. 	Comment by Diane Rainsford: This comment is referring to our earlier conversation about deliveries and demonstrates how we raise the documentation for deliveries 
 
All documentation outlined above together with the applicable labelling is created using Quick Consign 
 
The collection or delivery is then completed, and the consignment note documentation is completed electronically by the driver and the consignor. 	Comment by Diane Rainsford: Have the new transport company been given access to Quick Consign so they have the correct labels and do they have access to the electronic documentation for the collection?
 
Upon receipt of the materials at the facility the Site Operatives inspect the load against the documentation and Environmental Permit conditions and, if acceptable, will authorise the offloading of the materials and paperwork will be duly completed. 	Comment by Diane Rainsford: What is the process for this now that the documentation is electronic – how do Aurelius Operatives check? 
 
The completed paperwork is then returned to the office where it is filed. 	Comment by Diane Rainsford: This section should be irrelevant and needs removing as long as we are evidencing that the operatives have access to the electronic documentation
 
All materials received at the facility are assigned a unique reference number. 	Comment by Diane Rainsford: This is where we should be applying labels to the pallets – it will be irrelevant with the battery breaker as materials won’t be standing around – but at the moment we should be pacing a label on the pallet which is produced by Quick Consign which traces the material back to the system – UR # 

If you refer to my comment on page one with the suffix *** you will see I have asked the same question there the procedure for Quick Consign is that labels should be produced for each pallet that have all this information included – they should be placed on the pallets when they are collected. 
 
Materials are then appropriately: 	Comment by Diane Rainsford: This seems to be a repeat of the other sections and probably not necessary
· Rigorously inspected 
· Stored 
· Sorted by chemistry/type 
· Treated (where appropriate) 
· Repackaged 
· Dispatched for final recycling 
 
Materials will always be identified by a Unique Reference Number/Code 
 
AELHBR’s stock control systems will allow us to identify exactly how much stock we have on site at any one time. 	Comment by Diane Rainsford: I know that Quick Consign is capable of managing stock levels are we utilising this function – if  not what is the process? 
 
After processing through the site is completed the battery waste will have been sorted and either whole batteries, battery components or battery derived products will be available for dispatch. 
 
The Battery Chemistries, after repackaging, either whole or in constituent parts will be dispatched to the appropriate final recycling facility in: 
· UK 
· EU 
· Other OECD Country 
 
 
 
 
Within the UK all battery chemistry dispatches (or parts of batteries) will be dispatched under Duty of Care or consignment note paperwork as batch numbers, which are linked to the original receipt number when the batteries were delivered to site thus ensuring full traceability by both battery category and battery chemistry. 
 
All appropriate legislative paperwork under; 
· Environmental Protection (Duty of Care) Regulations  
· Hazardous Waste Regulations 
· Carriage of Dangerous Goods by Road Regulations 
will be completed for the shipment and additionally a contract will be issued between AELHBR and the final recycling facility (where consignment note completion does not confirm recycling) to ensure that any battery has been fully recycled within the legal timescale. 	Comment by Diane Rainsford: Have we got any evidence of these contracts? I would assume that he was referring to our agreements with our TFS notifications!?
 
Outside the UK all battery chemistry dispatches (or parts of batteries) will be dispatched under TFS paperwork with an accompanying unique identification number, which are linked to the original battery receipts thus ensuring full traceability by both battery category and battery chemistry. 
 
All appropriate legislative paperwork under: 
· Transfrontier Shipment of Waste Regulations 
· International Maritime Regulations on Dangerous Goods  
· Carriage of Dangerous Goods by Road Regulations 
will be completed for the shipment and additionally a contract will be issued between AELHBR and the final recycling facility will be completed for the shipment to ensure that any battery has been recycled within the legal timescale. 

TFS tracking forms showing recycling completion dates shall be used in evidence that recycling has been affected by the method prescribed under Waste battery and accumulator regulatory requirements. 	Comment by Diane Rainsford: 
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