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	STANDARD OPERATING PROCEDURE

	Operation 
	Acceptance and Control of Waste
	Ref
	OC-SOP-001

	Location
	All Sites
	Revision
	1

	Date
	25/10/2023
	Document Owner
	Group Operations Manager


1. Overview
This standard operating procedure defines the system for the pre-acceptance, acceptance and storage of waste at the S Norton Group sites, ensuring suitable control measures are implemented in line with industry and legislative requirements.
This procedure must be reviewed periodically in the event of an accident, or change in process, equipment or materials 

DO NOT perform this procedure until you have been appropriately trained and authorised to do so.
2. Responsibilities

2.1 The Site Manager is responsible for: 

· Ensuring details and photographs of any nonconforming product are sent as appropriate.
· Ensuring adequately trained resources are available to undertake this process.
2.2 The Person in Charge (PIC) is responsible for: 

· Ensuring all goods received are inspected on arrival in accordance with this procedure and HMS Receiving, Inspection and Grading SOP-114.
· Ensuring that any non-conforming material is dealt with in accordance with this procedure, the Emergency Action Plan OC-SOP-17 and HMS Receiving, Inspection and Grading SOP-114 as applicable.
· Ensuring any discrepancies from the type of material advised are reported back to the Weighbridge Operator. 

· Ensuring relevant staff adhere to the SOPs Scrap Metal Purchasing SC-SOP-004 and Selling Non-Ferrous Material for Export SC-SOP-005.
· Ensuring container seal numbers are recorded by Weighbridge staff into RECY.
· Ensuring photographs are taken of nonconforming product as appropriate.
2.3 The Person in Charge (PIC) is responsible for: 

· Ensuring all goods received are inspected on arrival in accordance with this procedure and HMS Receiving, Inspection and Grading SOP-114.
· Ensuring that any non-conforming material is dealt with in accordance with this procedure, the Emergency Action Plan OC-SOP-17 and HMS Receiving, Inspection and Grading SOP-114 as applicable.
· Ensuring any discrepancies from the type of material advised are reported back to the Weighbridge Operator. 

· Ensuring relevant staff adhere to the SOPs Scrap Metal Purchasing SC-SOP-004 and Selling Non-Ferrous Material for Export SC-SOP-005.
· Ensuring container seal numbers are recorded by Weighbridge staff into RECY.
· Ensuring photographs are taken of nonconforming product as appropriate.
2.4 The Weighbridge Operator is responsible for:

· Ensuring the vehicle driver provides all of the relevant information.
· Ensuring that only the vehicle is located on the weighbridge and that the driver has positioned the vehicle correctly.

· Ensuring that the Emergency Action Plan OC-SOP-17 is followed when the Radiation Detection System is activated.
· Completing RECY weighbridge programme with all relevant information

· Ensuring that they communicate with the Site Staff about tipping and loading locations for the vehicle in accordance with the Company Site Schematics

· Ensuring the vehicle driver has the correct personal protective equipment (PPE) when entering the yard, issuing where necessary and retrieving when leaving the site

· Adjusting the weight to account for any deductions or weight anomalies

· Taking into account any special item advised by the Buyers in line with the SOP Scrap Metal Purchasing SC-SOP-004.

· Processing all paperwork related to the delivery as necessary, including the Waste Transfer Note (Duty of Care documentation) 

· Ensuring all goods received are inspected on arrival.
2.5 The Site Staff are responsible for:

· Ensuring that the vehicle driver tips and loads in the correct location in accordance with the Company Site Schematics.
· Ensuring the vehicle driver has located the vehicle correctly on the weighbridge and that no one is standing on the weighbridge.
· Identifying any non-conforming material in line with Flowchart A.

· Inspecting the load and advising the Weighbridge Operator of any deductions that must be made along with any non-conforming product received.
· Dealing with nonconforming product in accordance with the Emergency Action Plan OC-SOP-17.
· Counting the number of fridges/ freezers and informing the Weighbridge Operator.
· Taking photographs of nonconforming product using the RECY App as appropriate.
2.6  Vehicle Drivers are responsible for:

· Ensuring that vehicles are located correctly on the weighbridge.
· Following directions from Site Staff/Weighbridge Operators

· Handing in/collecting any documentation as appropriate
2.7 Buyers are responsible for:

· Monitoring the amount of nonconforming product received as appropriate.
· Dealing with Suppliers of nonconforming product in accordance with the SOP Nonconforming Product Disposal OC-SOP-07.
3. Process 
	Responsibility:
	Flowchart A: Goods In and Control of Nonconforming Product
	Notes/ Deliverables

	(1)

Weighbridge Operator
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	If the speed alarm is activated, the vehicle must re-enter the Weighbridge to initiate the radiation detection alarm system.

Emergency Action Plan OC-SOP-17
If load is identified as non-ferrous, driver is redirected to the Non Ferrous weighbridge and the Site Staff are notified

SC-SOP-004 Scrap Metal Purchasing 
If incoming material is either ELV (end of life vehicle) or lead acid batteries, refer to the following SOPs:
Vehicle Disposal OC-SOP-13 or

Buying and Selling Batteries SC-SOP-003
Weighbridge cameras are utilised to check for non-conforming product and photographs are sent to Buyers where appropriate.
Any full loads containing material that does not meet the specified criteria for acceptance by S Norton, is to be rejected. 

	(2)

Weighbridge Operator


	





	All relevant details are entered into RECY. Refer to RECY Weighbridge Programme Work Instruction SOP-009
Appropriate PPE is issued by the Weighbridge Operator if necessary and Site Staff are to ensure that it is worn.

	(3)

Weighbridge Operator
	





	Tip location confirmed in accordance with Site Schematics
Mixed loads are separated into the correct location and weighed separately

	(4)

Site Staff

	









	Small Mixed WEEE – Non-Conforming Product SOP-008.
BMRA Guidance regarding new acceptance criteria for bulk UK ferrous scrap to improve quality and safety throughout the supply chain.
*Excessive dirt, tyres or concrete applies to disposal deducts equal to or greater than 1500kg (or as per the instructions of the individual Supplier)
Photographs to be taken showing NC product within load and with vehicle registration number visible where applicable.

Site staff to count number of fridges/ freezers and inform Weighbridge Operator
Off Specification Material 
A. Microwaves
Microwaves are only permitted in SMW, if found in other material types, they must be picked out and transferred to the SMW stockpile (Liverpool and Manchester). 

Any microwaves received at London or Southampton must be quarantined and sent to a site authorised to accept SMW.
B. Heat pump tumble dryers
Any heat pump tumble dryers received must be quarantined and sent for treatment at a fridge recycling facility.

	(5 )
Weighbridge Operator 
	
	RECY Update for:
Incidental fridge and freezer carcasses

Excessive Dirt

Tyres

Gas bottles

Fridge carcasses are called in number of units by Site Staff to the Weighbridge Operator who multiplies this figure by 25kg (agreed average weight) to record the total weight in RECY.

Buyers are able to monitor the amount of fridge/

freezers and other nonconforming product received as appropriate.

	(6)
HSE Rep

Buyer

Env Manager 
	
	Nonconforming Product Disposal OC-SOP-07

	(7)

Driver
	


	

	(8)
Weighbridge Operator


	




	RECY Weighbridge Programme SOP-009

	(9)

Weighbridge Operator


	

	Any load deductions are entered into RECY.


	(10)

Weighbridge Operator


	




	Weighbridge Ticket (Duty of Care Waste Transfer Note) is produced, and copies are provided to the Driver.


	Responsibility:
	Flowchart B: Goods Out
	Notes/Deliverables

	(1)

Weighbridge Operator


	




	Note: the Buyer may have previously contacted the Weighbridge Operator to inform them of the material and destination details


	(2)

Weighbridge Operator


	








	Details entered into RECY. See RECY Weighbridge Programme Work Instruction SOP-009
Refer to SC-SOP-005Selling Non Ferrous Material for Export 
Stored tare weight may be recorded if vehicle is carrying out repeat weigh ins for goods out in one day 



	(3)

Site Staff
	
	Confirm material and loading location (according to Site Schematics) and load vehicle

	(4)

Weighbridge Operator
	











	Refer to RECY Weighbridge Programme Work Instruction SOP-009



	Hazards

	· 


	Additional Information

	· 


	Competency Assessment

	Assessment Date 
	 
	Location
	

	Employee Name
	 
	ID No.
	
	Assessor
	


	Confirmation of competency (please tick)
	YES
	NO
	Date of Final Approval
	

	Notes:


	Any further training required?
	YES
	NO
	Date of refresher training (if applicable)
	

	Assessor Signature
	  
	Employee Signature
	


	Reference

	· Scrap Metal Purchasing SC-SOP-004

· Selling Non-Ferrous Material for Export SC-SOP-005

· Emergency Action Plan OC-SOP-17

· Nonconforming Product Disposal OC-SOP-07.

· Vehicle Disposal OC-SOP-13

· Buying and Selling Batteries SC-SOP-003

· RECY Weighbridge Programme Work Instruction SOP-009

· Small Mixed WEEE – Non-Conforming Product SOP-008

· HMS Receiving, Inspection and Grading SOP-114
· Site Schematics

· Weight ticket/hazardous waste transfer note/consignment note as appropriate


	List of Forms

	

	Record of Revision

	Revision
	Date
	Description of Change

	1
	25/10/2023
	Initial launch of SOP (Previously Acceptance and Control of Waste QP-8.3-02)

	
	
	

	
	
	

	
	
	


Vehicle enters the site and waits at the entrance observing the ‘STOP. DO NOT PROCEED UNTIL WEIGHBRIDGE IS CLEAR’ sign. 





Driver will move vehicle onto weighbridge when it is clear to do so and drive through the Radiation Detection System. 





YES





Speed alarm activated





NO





Refer to Emergency Action Plan OCD 028 (Section 6.1)











YES





Radiation Detection System 


Activated?





NO





Driver provides details to the Weighbridge Operator ie Vehicle Registration number, and names of Haulier/Supplier. Driver provides delivery note where possible. If delivery note is not available, Driver informs Weighbridge Operator of the material grade and Weighbridge Operator visually checks this (If the material is contained within a van, Site Staff will confirm the grade when it is being tipped)





Enter details into RECY, selecting the ‘Weighbridge’ option





Enter the advised nett weight (if known). 


After ensuring that the vehicle is fully located on the weighbridge with no people is standing on it, record the actual weight of the vehicle. 


Enter the delivery note number into RECY if applicable





Confirm that the driver entering the site has PPE ie hard hat and high visibility vest





Weighbridge Operator communicates with Site Staff by radio about vehicle and quality of load and confirms the tip location.





Instruct driver to proceed to the tip location and tip the load.





HMS 1&2





Other material





Follow SOP-114 HMS Receiving, Inspection and Grading 





Inspect the load for any non-conforming products.





Are there any non-conforming products?





NO





YES





Off specification material 





Downgrades 





Batteries


Excessive dirt, tyres or concrete*


Fridges and freezers





Closed containers (including gas cylinders) 


Asbestos 


Vessels/containers that potentially contain or have contained  hazardous substances


Munitions 





Put off specification material to one side and move to relevant stockpile





Take photographs using the RECY App 





Deal with according to the Emergency Action Plan OC-SOP-17





Update the RECY system as applicable





Follow the Nonconforming Product Disposal SOP 





Return to the weighbridge.





Ensure any PPE issued is collected.





Select ‘Weighbridge’ option in RECY, ensure that only the vehicle is located on the weighbridge and that the vehicle is positioned correctly.





Record the weight and enters it into RECY. 





Contact site staff to confirm the material grade and also whether there are any deductions against the load eg dirt, gas bottles, fridges, tyres. 


Enter these into RECY, the system will automatically adjust the weight for anomalies in loads and payment is reduced accordingly.





Print and sign two copies of the Weighbridge Ticket 





Ensure one copy is also signed by the Driver and retained along with the delivery note, if applicable. Also record the initials of the site staff who has confirmed either a clear load or one containing anomalies.





Give the second copy to the driver along with any copies of their delivery note if applicable. If a third copy is required, provide the driver with two copies of the printed ticket.





Empty vehicle enters the Weighbridge. 





Obtain details regarding the material going out and the destination from the Driver.  





Enters details into RECY ie customer name, haulier name, product, relevant codes (eg EWC code). Select Weighbridge option and ensure that only the vehicle is situated on the weighbridge and that it is correctly located.





Record the tare weight. When sending out containers for non-ferrous material, enter the container number and security seal numbers into RECY 





Ensure the Driver has appropriate PPE ie hard hat, glasses and high visibility vest. Provide PPE if necessary





Communicate the vehicle to Site Staff and confirm the loading location and material to be loaded





After loading, instruct the driver to return to the weighbridge





Advise the driver where to load the vehicle





Select Weighbridge option in RECY and ensure that only the vehicle is located on the weighbridge and that it is correctly located.








Check the weight against the gross for the vehicle type





Contact Site Staff and advise driver to return to site and adjust load 





Yes





Material under/ overweight?





No





Record weight, produce three copies of Weighbridge Ticket (Duty of Care Waste Transfer Note). Pass one copy to the Driver and retain two copies for processing
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