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1. Introduction

This Working Plan describes the materials handling, recycling and recovery operations that are

carried out by LondonEnergy Ltd (hereinafter called LEL) at the waste management facility at the

EcoPark, Advent Way. It includes references to procedures covering operations, health and safety

and environmental management, which are included in Appendix E.

This Working Plan forms part of the Management System relating to the Bulky Waste Recycling

Facility (BWRF) site operated by LondonEnergy Ltd, under permit number EPR/YP3197NR (held by

LondonEnergy Ltd).

The BWRF is located on an area of land within the LondonEnergy Ltd EcoPark, Advent Way, N18 3AG.

2. Site Description
2.1 The Site 

A map showing the site layout is in Appendix A. 

The primary activity at the BWRF is the collection of municipal waste materials, their sorting and 

recovery for onward distribution to specialist recycling facilities and disposal sites. The site 

encompasses a waste transfer station building, an open area for storage and transfer of waste and 

recyclates and a picking station for the manual sorting of recyclates. Within the waste transfer station 

building, mechanical shredding of municipal waste is undertaken, prior to its disposal at the Energy 

Centre (co-located at the EcoPark).  

The site is co-located at the LondonEnergy EcoPark with a number of other recycling and disposal 

facilities. The site is accessed via a tarmac road from within the EcoPark. The EcoPark is accessed by a 

secure metal gate, which is staffed with security guards 24 hours a day.  

The permitted areas comprise the areas where all waste operations currently take place. These are 

the only areas of the facility that are permitted for the storage and treatment of waste (area outlined 

in green in Appendix B). 

2.2 The Surrounding Area 

The site is located in a built-up area, within the M25.  The site is bordered by the North Circular Road 

to the south, with a superstore beyond it. To the east is the River Lee Navigation, with a reservoir 

and residential properties beyond that. To the west of the site is an industrial estate and residential 

properties. To the north of the site there is Thames Water sewage works. 

2.3 Hours of Operation 

The site operates 24 hours per day, 365 days a year, as per the planning permission. 

2.4 Waste Types and Quantities 

The site is permitted to accept a maximum of 730, 000 tonnes of waste per year, as per the site 

permit. 

No waste will be disposed of or burned on a site. 
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The waste treatment processes carried out on site are described in Section 3 of this Working Plan. 

Separate procedures exist for these procedures, as referenced in Section 3. 

2.5 Site Staff and Management 

The minimum staffing levels are shown in the table below: 

Period Number of staff 

Monday to Friday, 06:00 to 18:00 8 

Weekends and Bank Holidays 4 

Monday to Friday 18:00 to 06:00 2 

 A technically competent person will be available as necessary. 

Additional staff employed by LondonEnergy Ltd will also be utilised on site to carry out site 

maintenance, plant maintenance, administration and record keeping. 

A management chart for the BWRF is presented in Appendix C 

2.6 Fit and Proper Person 

The facility will be managed by a technically competent person (as certified by the Waste 

Management Industry and Advisory board).  

2.7 Schedule of Vehicles and Plant 

Loading Shovels  2 

Excavators 4 

Shredders 3 

Picking Station  1 

Water Bowser  1 

Atomiser 1 

2.8 Site Engineering and Layout 

The site layout is illustrated in Appendix A. 

All operational areas of the site are covered by concrete and/or tarmac. This forms an impermeable 

surface. These areas are regularly inspected and repaired as required.  

The site drainage layout is illustrated in Appendix D. All drainage from the site enters a self-

contained drainage system.  The surface water from the operational areas is removed via a drain to 

an interceptor. From here the surface water enters two storage tanks before being pumped to the 

Thames Water Sewerage system.   
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2.9 Site Environmental Risk Assessment 

1.Odour

Hazard Receptor Pathway Risk 
Management 

Probability of 
Exposure 

Consequenc
e 

Overall Risk 

Odour from green 
waste bay 

Houses in 
the vicinity 

Air The material is 
stored only for 
a short period  

The short time 
span should 
minimise 
odour 

Likelihood of 
complaints 
from 
residents. 

Short 
storage 
results in low 
risk 

Odour from food 
waste bay 

Houses in 
the vicinity 

Air The material is 
stored only for 
a short period 

The short time 
span should 
minimise 
odour 

Likelihood of 
complaints 
from 
residents. 

Short 
storage 
results in low 
risk 

Odour from 
residual pile in 
transfer station 
building 

Houses in 
the vicinity 

Air The material is 
stored only for 
a short period 

The short time 
span should 
minimise 
odour 

Likelihood of 
complaints 
from 
residents. 

Short 
storage 
results in low 
risk 

2.Noise and Vibration

Hazard Receptor Pathway Risk 
Management 

Probability of 
Exposure 

Consequence Overall Risk 

Noise from 
shredder 

Houses in 
the vicinity 

Air All neighbours 
located within 
vicinity are 
industrial, no 
residential 
properties 

Level of 
exposure has 
not been a 
problem in the 
past 

Likelihood of 
complaints 
from 
residents. 

With no local 
residential 
properties, 
risk is 
negligible 

Noise from 
picking station 

Houses in 
the vicinity 

Air All neighbours 
located within 
vicinity are 
industrial, no 
residential 
properties 

Level of 
exposure has 
not been a 
problem in the 
past 

Likelihood of 
complaints 
from 
residents. 

With no local 
residential 
properties, 
risk is 
negligible 

Noise from 
mobile plant and 
vehicle 
movements 

Houses in 
the vicinity 

Air All neighbours 
located within 
vicinity are 
industrial, no 
residential 
properties 

Level of 
exposure has 
not been a 
problem in the 
past 

Likelihood of 
complaints 
from 
residents. 

With no local 
residential 
properties, 
risk is 
negligible 

3.Fugitive Emissions

Hazard Receptor Pathway Risk 
Management 

Probability of 
Exposure 

Consequence Overall Risk 

Rainwater runoff 
from materials 
stored outside 

Houses in 
the vicinity 

Gravity 
flow 

Interceptor will 
minimise the 
amount of 
solids going into 

Dependent on 
weather 
conditions 

Pollution of 
sewers 

Interceptor 
and regular 
Thames 
Water 
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the sewer monitoring 
should 
minimise risk 

Dust from 
shredding 

Houses in 
the vicinity 

Air shredding takes 
place within 
waste transfer 
building, 
atomiser acts as 
suppressant 

Low, level of 
exposure has 
not been a 
problem in the 
past 

Likelihood of 
complaints 
from 
residents 

Low, dust 
generation 
will be 
minimised as 
within 
partially 
enclosed 
building and 
atomiser. 

Dust from 
tipping and 
loading of 
vehicles 

Houses in 
the vicinity 

Air takes place 
within waste 
transfer 
building, 
adequate 
distance to 
nearest 
neighbours 

Low, level of 
exposure has 
not been a 
problem in the 
past 

Likelihood of 
complaints 
from 
residents 

Low- 
distance to 
neighbours 
means risk is 
negligible. 

4.Fire

Hazard Receptor Pathway Risk 
Management 

Probability of 
Exposure 

Consequence Overall Risk 

Combustion in 
loose materials 

Onsite 
staff 

Air Material stored 
on site for short 
period of time. 
Waste pile is 
monitored by 
thermal 
imaging with 
fire suppression 
available 

Low- all 
incoming 
waste is 
inspected 

Pollution of 
sewers 
Air pollution 

Low- waste 
inspection 
and thermal 
imaging 
minimise 
risk. 

3. Operational Procedures
All Operational, Health and Safety, and Environmental procedures are included in Appendix C.

3.1 Waste Acceptance 

All waste operations will take place in the licensed areas shown in Appendix B 

All incoming waste report to the weighbridge where they are weighed, the waste type and 

quantity are recorded, and paperwork is checked. The procedures are described in MSP10 

Edmonton Weighbridge Procedure, RAWI0015 Waste Acceptance and Handling at the BWRF and 

RAWI0078 Tipping Waste at the BWRF. 
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Non-conforming loads are dealt with under separate procedures- MSP0037 Non-conforming and 

Unacceptable Waste, Corrective Action and Preventative Action. 

3.2 Waste Tipping 

Weighbridge staff will direct vehicles to the BWRF Traffic Controller. There are defined bays 

which are suitable for different types of vehicles as described in section 3.3 and illustrated in 

Appendix A. 

This procedure is described in more detail in RAWI0078 Tipping Waste at the BWRF. 

3.3 Waste Storage 

Wastes are stored in dedicated bays and piles in the operational areas. The table below details 

the wastes which are stored and a map showing the location of the bays and piles is given in 

Appendix A. 

Waste Stored Fate Maximum Height/ 
Containment 

Green waste Recycling 3 metres 

Wood Recycling 3 metres 

Bulky waste Recovery/ disposal 3.5 metres 

Plastic Recycling/ disposal 3 metres 

Food Recycling 3.5 metres 

Mixed green + food waste Recycling 3.5 metres 

Ferrous metal Recycling 40-yard container 

Non-ferrous metal Recycling 40-yard container 

Clinical (sharps waste) Disposal X10 1100 litre bins 

Hardcore Recycling 35-yard container 

Tyres Recycling 40-yard container 

3.4 Outdoor Recycling and Bulking Operations 

On arrival at the recycling area the vehicles are met by the controller who will give the driver a 

safe and correct tipping area. 

The following wastes are received and are stored in dedicated storage bays/ areas: 

• Green waste

• Wood waste

• Plastics

• Clinical waste

Mixed Municipal Solid Waste (MSW):  Received from local authority building / housing /street 

cleaning departments at the South end of the recycling area. Large recyclable material is 

removed from the mixed wastes using an excavator with a selector grab. The large bulky non-

recyclable items such as mattresses, sofas and other furniture if required for EFW feedstock are 

transferred internally to the BWRF tipping hall for shredding. If it is not required, it is sent by 

road to landfill. The smaller fraction is fed through the picking station, please see section 3.5. 

Further details can be found in RAWI0078 Tipping Waste at the BWRF. 
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3.5 Transfer of Clinical Waste 

The BWRF has a designated area for the transfer of clinical waste. All clinical waste acceptance, 

storage, and dispatch is undertaken on an impermeable surface which can be regularly cleaned 

down with disinfectant. 

Separate storage containers are available for different clinical wastes, there is also a separate 

‘quarantine area’ for unacceptable wastes.  

The storage containers area secure, enclosed and clearly labelled. 

On delivery waste is unloaded directly from the delivery vehicle into the storage container; care 

is taken to protect the integrity of the packaging and prevent emissions. Suitable PPE is worn at 

all times to protect operatives. Further details can be found in RAWI0113A issue 3 Tipping 18 01 

01 at the BWRF. 

The clinical waste storage area is monitored regularly to check for pests, vermin, litter, odour, 

breached containers and spillages. 

Waste is dispatched from site regularly to reduce storage times. Dispatch is undertaken in 

suitably designed vehicles for the nature of the material it is transporting. Dispatched waste is 

handled with care to prevent damage to the integrity of the containers. 

Outgoing vehicles are checked for contamination of spillage prior to dispatch. 

Any spillages are dealt with immediately and the area cleaned with a broad-spectrum 

disinfectant. All run off is contained within a sealed drainage system which discharged to the 

foul sewer. 

3.6 Picking Station 

A manual picking station is in operation at the BWRF. This is used for the sorting of mixed MSW. 

The picking station creates the following segregated waste streams: 

• Fines/Non-recyclables,

• Wood,

• Paper & Card,

• Ferrous Metals,

• Non-ferrous Metals, and

• Inerts (hardcore, bricks, stone, concrete in bulk form)

Operation of the Picking station is described in detail in RAWI0124 Sorting and Recovery of 

Recyclable Materials from a Manual Picking Station. 

3.7 Waste Transfer Station Operations 

Mixed MSW is tipped and sorted by material handlers to segregate bulk recyclables, such as 

wood and metal. Non-Recyclables are stockpiled in bulk according to the operating procedures. 

Constant throughput of material generally ensures the average residence time is to no more 
than few days (to prevent odour from any biodegradable content known to be present). 

Further size reduction is undertaken by use of a shredder(s) for any non-recyclable bulky 

material to create a heterogeneous mixed MSW output stream for use at the EFW. 
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Recyclables are bulked and stored on the wider site area with other materials of the same 

type/waste code prior to dispatch for final recycling e.g. metals, wood etc.  

 

Source segregated food waste and mixed food and green waste is delivered are held in 

dedicated bays and transferred out on a daily basis Monday to Saturday for offsite processing`. 

 

Further details can be found in RAWI0078 Tipping Waste at the BWRF, RAWI0024T Shredder 

Operations at the BWRF and RAWI0016 Loading Vehicles and Sheeting. 

3.8 Non-conforming Wastes 

All loads of waste are visually inspected. Any non-conforming waste that is tipped at the BWRF 

will be quarantined in the designated bay until it can be removed to an appropriate facility.  

Further details can be found in RAWI0015 Waste Acceptance and Handling at the BWRF and 

MSP0037 Non-conforming and Unacceptable Waste, Corrective Action and Preventative Action. 

 

3.9 Outgoing Vehicles and Waste 

Procedure MSP0010 Edmonton Weighbridge Procedure describes: 

• Despatch of vehicles containing waste for disposal or recycling 

• Procedure for vehicles which have tipped and are leaving empty 

 

3.10 Site Diary 

A site diary is kept in the Site Managers Office. This diary is used to record day to day events and 

is kept up to date by the Site Manager and Site Supervisor. It contains the following information: 

• Daily waste management activities/ hours 

• Maintenance 

• Emergencies 

• Breakdowns 

• Problems with waste received and action taken 

• Site inspections 

• Technically competent management attendance 

• Weather conditions 

• Complaints 

 

3.11 Maintenance Procedure 

LondonEnergy Ltd.’s equipment is checked daily before use and regularly serviced. Daily plant 

checklists can be found in Appendix F. 

Further details on maintenance requirements can be found in RAWI0036 Maintenance of Mobile 

Plant and RAWI0130 BWRF Picking Station- Routine Cleaning and Planned Maintenance.  

3.12 Contingency 

In the event of a breakdown of any plant used for the treat or handle waste, waste will continue 

to be accepted where possible. The plant will be repaired as soon as possible. 
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In the event that the BWRF has to be closed waste will be diverted to the Energy Centre Tipping 

Apron as per RAWI0147 Contingency Use of the ECTA when BWRF is Not Available.  

3.13 Information Provision 

Key documents and pieces of information are displayed on notice boards throughout the site. 

The amount and type of information provided depend on the location of the notice board, and 

whether it is intended for internal or external use. 

The site records detailed throughout this Working Plan are maintained in the site office and are 

available for inspection. The list below details the relevant site documents. 

• Waste management licence 

• The working plan 

• Site diary 

• Visitors book 

• Environment Agency inspection reports 

• Site inspection sheets (daily and weekly check sheets) 

• Duty of care waste transfer notes 

• Hazardous waste consignment notes 

• Waste input, output and non-conformance forms 

 

3.14 Site Inspection 

Daily and weekly site inspections are completed by a person who is familiar with the 

requirements of the working plan and licence for the site. Copies of the daily site inspection 

form can be found in the Site Office. 

 

4. Health and Safety Procedures 
4.1 Contractors and Visitors 

All visitors to the site, including any contractors engaged in site or plant maintenance, will be 

signed into the visitor’s book. Depending on the work being done, a permit for work may be 

required. 

Prior to coming on site contractors and visitors are inducted on site rules by watching a video 

and completing a questionnaire. 

Appropriate PPE must be worn at all times when on site. 

4.2 Site Safety and PPE 

All operations on site will be carried out in accordance with the relevant legislative 

requirements. Site safety rules are made available to all visitors to site and are included as an 

Appendix (see OSG0025 Waste Management Facilities Site Rules). 

4.3 Fires on Site 

Fire safety practices are in MSP521H EcoPark Fire Prevention Plan (not in this document) and 

MSP522A Emergency Procedures Manual (not in this document) details emergency evacuation 

procedures. 
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4.4 Site Security 

The permitted facility is within an area bounded by a fence that is inspected regularly and 

maintained as necessary. 

The main entrance is through a gate controlled by Security Staff. The gate is lockable and 

staffed 24 hours a day. 

CCTV is employed to increase security surveillance throughout the site. Footage is retained for 

30 days. 

 

5. Environmental Procedures 
5.1 Environmental Management 

LondonEnergy Ltd has implemented a formal environmental system (EMS) that is certified to 

ISO 14001:2004 and covers all operations across the company. 

5.2 Nuisance  

The control of nuisance, including pest control, noise, dust, odours and mud on the road, is 
described in IMS 9.4.1 Nuisance Procedure (can be found in Appendix E). 

 

5.3 Drainage  

All surface drains from the permitted area are channelled towards an interceptor. Water 

discharges from here into a storage tank. Surface water is then pumped from here to foul sewer.  

The interceptor is monitored on a weekly basis according to the site checklist. 

At six monthly intervals (or more frequently if necessary), the interceptors are emptied, and a 

comprehensive cleaning of the site drains is completed. Materials removed from the interceptors 

and drains are disposed of as hazardous waste by a suitably licenced contractor. 

Also, at six monthly intervals the pumps in the storage tanks are serviced and maintained. 

The site drainage plan plan can be found in Appendix D. 

5.4 Oil Storage, Handling, Leaks and Spillages 

All oils (including fuel and hydraulic oils) stored on site will be stored in accordance with the 

Control of Pollution (Oil Storage) (England) Regulations 2001. 

Procedure ‘IMS 9.1.1 Oil, Diesel and Chemicals’ contains further information and can be found 

in Appendix E. 
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Appendix A 

Site Layout 



Bulky Waste Recycling Facility Site Layout 
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Appendix B 

Map of BWRF- Licenced Areas 
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Appendix C 

BWRF Management Plan 



BWRF MANAGEMENT CHART 

Manager-Tafi Harris 
(COTC )

10 x FPP MPO's 5 x BWRC MPO's

5 x Traffic 
Controollers and 3 

Picking station 
Operatives

Supervisors-Roy 
Keogh (COTC)- Darren 

Warner
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Appendix D 

Site Drainage Layout 
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Appendix E 

Procedures 



LondonEnergy Ltd. Management System 
 

No Load 
accepted? 

Yes 

Register 
Vehicle 

Vehicle reports to 
Security who direct 

them to 
weighbridge

MSP 10 Edmonton Weighbridge Procedure 

1. PURPOSE

To define the procedure for handling waste carrying vehicles entering and leaving the
Edmonton EcoPark.

2. RESPONSIBILITY

The Head of Central Services (HoCS) is responsible for the operation and updating of
this procedure.

Where a responsibility for an action by a Post Holder is referred to, it is accepted that
the person’s designated nominee will fulfill that action in the absence of the Post Holder.

3. PROCEDURE

3.1 ENTRY WEIGHBRIDGE - Receiving All Waste Categories. 

MSP 10 Page 1 of 9 ISSUE 13 

AUTHORISED BY: Head of Central Services DATE: 27.12.2017

START 

No Is the client No Is the 
vehicle 

registered? 

Yes Yes 
Can client 

dispose of 
their waste? 

Yes 

No 

Vehicle goes to 
automatic 

weighbridge 

Vehicle weighed Weight recorded 
along with other 
details 

NOTE: Only waste within the 
definition of the latest Site Permit or 
Site Licences is accepted at the site. 

Vehicle goes to 
disposal point 

Go to 
MSP 11, 12 
or 38 



LondonEnergy Ltd. Management System 
 

Load 
accepted? 

In the event that the vehicle is no registered, the client may be 
allowed to dispose of waste if Weighbridge personnel establish 
that: 

• the NLWA approves the tip
• the waste is acceptable and paperwork is in order
• the waste does not require specific services or examination

by Scientific Services.
• the waste disposal area can accept the waste.

Where an Annual Waste Transfer Note has been issued Security 
personnel will check on the computer and may ask for a copy to 
be shown by the driver before a tag is handed out. 

Load rejected Hazardous waste does not conform to the Site Permit and only 
specific waste types as designated by the Licences and, if notified 
to the Weighbridge Operator, or found at the Weighbridge, will 
be rejected. Details of any investigations carried out shall be 
forwarded to the Head of Waste Operations. 

The Head of Waste Ops shall inform: 

• The relevant Line Manager/Supervisor
• The Environment Agency
• Producer/Carrier

The waste will be disposed of in accordance with the 
Environment Agency’s instructions. Refer to MSP 34. 

Vehicles with hard-core (i.e., bricks, tarmac etc.) are directed to 
the BWRF, where it can be kept separate from the normal waste 
stream. 
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Paperwork 

The requirement for Waste Transfer Notes and Carriers Registration, where these are 
appropriate, are specified as follows: 

• General waste – Appendix 1
• Clinical waste – Appendix 2

If Waste Transfer Notes, Hazardous Waste Consignment Notes or the Carriers 
Registration are unavailable, action should be taken in accordance with that 
prescribed in Appendix 1 or Appendix 2. 

The actions on Import Waste Transfer Notes are detailed in Appendix 3. 

The requirements and actions on Clinical Waste Hazardous Waste Consignment Notes 
are prescribed in Appendix 2. 

Computer Failure 

The Weighbridge Operator will notify IT and Accounts departments. 

Transactions are entered onto manual sheets while computers are down. Vehicles will 
weigh in and out as usual. 

- Use MSF 205 for Borough vehicles.
- Use MSF124 for trade, bulk, civic amenities vehicles, ash vehicles.

On exit, driver gives the weighbridge ticket to the out Weighbridge Operator, who 
completes the ticket information and gives the customer the Blue copy of the ticket. 
Borough vehicle drivers do not receive the copy of the ticket. 

Information recorded on MSF 124 and MSF 205 is transferred onto the Computer once 
it is operating again. Computer transaction numbers are also recorded on MSF 205 or 
MSF 124 before they are handed to the Accounts Department. 

Unacceptable Waste 

In the event that waste is unacceptable, refer to prescribed actions in MSP 37 Control 
of Non Conforming & Unacceptable Waste 
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Is the 
vehicle 
registered ? 

Vehicles leaving 
the Site after 

depositing 
waste

Hazardous Waste 

Does vehicle 
belong to the 

NLWA? No 

Yes Driver ma 
request 
MSF 39 

Give driver 
MSF 33 

3.2 EXIT WEIGHBRIDGE – Completing Transactions
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Vehicles leaving 
the Site with 
export waste. 
Refer also to 
Appendix 4 

y 

Weighbridge 
issues Hazardous 

Waste 
Consignment Note 

to driver of the 
vehicle 

Vehicle tips load at 
disposal point 

Vehicle goes to 
Exit Weighbridge 

Weight recorded 
along with other 
details 

Vehicle weighed 
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Vehicles Discharging Remnants of Waste at the Exit Weighbridge 

Any vehicle seen with waste, dirt or liquid coming out of, or trailing from, the 
vehicle will be held by the Weighbridge Operator at, or near to, the Weighbridge. 

The driver of the vehicle is asked to rectify the situation and informed that the vehicle 
will not be allowed off site until doing so. 

The incident and vehicle number is reported to the Supervisor of the area where the 
vehicle was loaded 

The Supervisor: 

o will record the incident in the respective diary/log.

o shall assist the Weighbridge Operator if there are problems.

4. RECORDS

The Weighbridge Supervisor is responsible for ensuring the Controlled Waste Transfer
Notes are stored for 2 years from the expiry date of the note.

The Weighbridge Supervisor is responsible for ensuring the Consignment Notes for
Hazardous Waste are stored for 3 years from the expiry date of the note.

Copies of Waste Carriers Registration sent in by customers or collected by the Weighbridges,
are held and stored at the Weighbridge.

The above records may be kept as hard copy format, as electronic data, or both.
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 Appendix 1 - Waste Transfer Notes / Waste Carrier Licence Requirements and 

Action to be Taken When they are not Available 

Vehicle and waste 
description 

Transfer 
Note 

Required 

Waste Carriers 
Licence 

Required 

Action to be taken if Transfer Note 
not noted on computer 

Action to be taken if Waste 
Carriers Licence not noted on 

computer 

Borough vehicle carrying 
borough household waste 

Yes No Inform Waste Operations Manager or 
Team Leader 

N / A 

Borough vehicle carrying 
borough trade waste 

Yes No Inform Waste Operations Manager or 
Team Leader 

N / A 

Borough vehicle carrying 
borough mixed waste 

Yes No Inform Waste Operations Manager or 
Weighbridge Supervisor 

N / A 

Contractor to the Borough 
carrying trade waste 

Yes Yes Inform Waste Operations Manager or 
Team Leader 

Complete EA Unregistered 
Carrier Form and allow entry. 
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Appendix 2 - Hazardous Waste Consignment Notes / Waste Carrier Licence Requirements and 
Action to be Taken When they are not Available 

Action to be taken if not available 

Transferor 
Hazardous Waste 
Consignment Note 
Required 

Waste Carriers 
Licence Required 

Hazardous Waste 
Consignment Note 

Waste Carriers Licence 

Borough vehicle carrying 
borough waste 

Yes No N/A N/A 

Borough vehicle carrying 
trade waste Yes No Reject load N/A 

Contractor vehicle carrying 
borough waste 

Yes Yes Reject load Complete EA Unregistered 
Carrier Form and allow 
entry. 

Contractor vehicle carrying 
borough trade waste 

Yes Yes Reject load 
Complete EA Unregistered 
Carrier Form and allow 
entry. 
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 Appendix 3 - Actions on Waste Transfer Notes – IMPORTS 

Customer & type 
of waste 

Raised by W.T.N. type Weighbridge 
action 

Collected by Where stored 
and how 
long. 

Who is 
responsible 
for storage 

Who gets copy 
& how. Who 
sends it 

Borough Contract 
(Trade Waste Only 
- Domestic Waste is
exempt) 

Customer Period WTN 
Check Exists 
(Computer 
shows it) 

Sent to W/M 

Weighbridge for 
2 years after 
expiry 

Weighbridge 
Supervisor Add to 

computer – 
input by 
Weighbridge 
Supervisor 
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Appendix 4 - Actions on Waste Transfer/Hazardous Waste Consignment Notes – EXPORTS 

W/B - Weighbridge. W/M – BWC Manager. T/M – Team Leader, HWCN: Hazardous Waste Consignment Note 

Customer & 
type of waste Raised by W.T.N. type Weighbridge 

action Collected by Where stored 
and how long. 

Responsible 
for storage 

Who gets copy. 
Who sends it 

Waste to landfill LWL Period WTN No action Disposal Point Weighbridge office Weighbridge Retain top copy. 2 
or to other or W/M (Annual) (Landfill Site) 2 years after expiry Supervisor copies to haulier (1 
Licenced date. for landfill site) 
disposal facility 

Clinical 3rd party 
carrier 

Annual. 

One off 

Check exists. 

Check exists 

BWC Operative BWC Office 2 years 
after expiry date. 

BWC Manager 
Weighbridge 
Supervisor, 

As above 

Residuals - (By 
contractor.) 

W/M Period WTN Check exists Haulier BWC office 2 years 
after expiry date 

Weighbridge 
Supervisor 

W/B Team leader 
adds to computer 

Flue Gas HWCN (auto HWCN Issue HWCN. Haulier Weighbridge office Weighbridge White Stores, 
Treatment generated by 2 years after expiry Supervisor Orange, Yellow, 
residuals W/B) Collect 

outgoing 
Weighbridge date. Pink to Driver. Blue 

/Green kept by 
HWCN LWL. 

Others e.g. non- W/M or if One off. Check exists. Haulier Both - Weighbridge Weighbridge As above 
conforming HCWN, by HWCN – if office 2 years after Supervisor 
materials carrier or 

W/B. 
required. W/B collects 

outgoing 
Weighbridge expiry date. 

HWCN 
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Tipping Waste at the Bulk Recycling Centre (BRC) 

1. PURPOSE
This procedure shall operate at the BRC where waste is received.

2. RESPONSIBILITY
The Site Manager is responsible for the operation and updating of this procedure. Tasks will
be undertaken by Plant Operators, Labourers & Contractors under supervision.

3. HEALTH & SAFETY
3.1 General 

• This working instruction is issued for guidance and shall NOT be undertaken as a substitute
for adequate training.

• If you have to deviate from these working instructions, STOP WORK and seek advice
from your Supervisor before proceeding. If you don’t do this, you may do damage to
the plant, equipment and/or yourself.

• Your Supervisor must record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can 
be incorporated into future revision of these working instructions. 

3.2 Personal Protective Equipment (PPE) 
It is mandatory for all operatives to wear the following PPE. 

• Safety footwear incorporating steel toecaps and steel reinforced insoles
EN 345

• Hi Visibility vest/jacket  EN471 Class 2
• Hard Hat EN397
• Safety Gloves EN 374. If clinical waste is suspected to be present, anti-needle stick

gloves worn over disposable gloves.
• Eye protection BSEN 166 1.6
• Additional safety related equipment for Recycling area banksman and mobile plant

operators:
 2 way radios are to be held by the banksman and mobile plant operators at the

recycling area, the banksman is responsible for the daily issue and handback of
the 2-way radio systems. This shall include recharging the radios.

All drivers entering LondonWaste sites must obey the Site Rules and 
the speed limit – refer drivers to OSG 25 if necessary. 

3.3 Fire 
a. If fire occurs evacuate the area.
b. Inform the Manager/Supervisor/Fire Marshall
c. The Manager/Supervisor/Fire Marshall will contact the Central Control Room, CCR.

On 6666 (Edmonton)

3.4 2 metre Rule (Tipping Apron) 
LondonEnergy has identified, through risk assessment, that falls from height are a potential 
hazard at its tipping aprons. Therefore, ensure that drivers of vehicles tipping waste at 
the BRC Tipping Apron obey the 2 metre rule when they are preparing to either tip 
their waste or to leave site.  



Working Instruction: Waste Management Operations RAWI.0078 Issue 7 
& Risk Assessment 

4. ENVIRONMENT
a. Check and record condition of the Spill kit(s) on a weekly basis.
b. Replace any materials used so that in the event the next spillage can be dealt with

correctly and promptly.

5. ACCESS AND TRAFFIC CONTROL
a) LondonEnergy (LEL) staff will patrol and monitor the BRC Tipping Area. The Site

Manager/Supervisor will dictate the level of cover required.
Note: During peak input hours, there will be 2 LEL staff on patrol. In the event that one
member from the patrol needs to leave the Tipping Area, the remaining staff member
shall stop any further access to vehicles and persons (eg by use of the barrier system)
until the second member of staff returns.

b) All persons wishing to tip shall be in possession of and wearing the minimum required
PPE (see above). Persons who cannot comply with Site requirements shall be sent off
site to obtain the required PPE.

6. TIPPING WASTE AT TIPPING APRONS
6.1 General

• Instruct the vehicle driver that they have sole responsibility for discharging the load.
• Make sure that vehicles that have warning beacons fitted use them while manoeuvring.
• Assist the driver, if requested, while they are reversing their vehicle to the allocated tipping

area.
• Bays to be used at the EcoPark:

All delivering vehicle operators must wait until a member of LEL staff allocates a bay for 
them to use. Make sure that drivers are guided to the correct bay at the BWRF Tipping 
Apron. 
Notes for guidance: 

- Bay A (close to the office block, with a low apron wall) is suitable for small tippers as
used by Borough customers, street cleaning and garden services.

- Bay B (central bay, low apron wall) is suitable for use by Ro-Ro vehicles, dustcarts,
articulated bulk waste vehicles and large tipping vehicles. Traffic Controllers must
pay particular attention to this area to ensure that site users do not stray
within a 2-metre distance of the unguarded tipping apron.

- Bay C (far end of BWRF Tipping Apron, with high apron wall) must be used by
vehicles that need to be unloaded by hand, or require forklift truck assistance.

6.2 Unloading Waste at Unguarded Edges on Tipping Aprons 
(a) Vehicles that can be tipped without the driver leaving their cab:
o Instruct the driver to reverse the vehicle upto the edge.
o The load can then be discharged.

(b) Vehicles that require the driver to leave the cab:
o Make sure that vehicles stop a minimum of 2 metres from the designated hopper/ marked

tipping edge/wheel stops.
o Only the driver is permitted to leave the vehicle during discharge of waste. This person

must at all times stay close to their vehicle. Any variation from this rule MUST be authorised
by LondonEnergy staff.

o The Driver prepares their vehicle to operate the tipping/door mechanism.
o The Driver returns to the vehicle and reverses to the hopper/marked tipping edge/ wheel

stops.
Make sure that nobody, under any circumstances, approaches within 2 metres of the 

hopper or marked tipping edge or wheel stops at any time. 
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Should any driver fail to obey these instructions, a 
member of staff shall: 
 Take the driver’s details and vehicle

registration. 
 Inform the driver that enforcement action will

be taken against them.
 Instruct the driver to leave the site.

o After the load has been discharged, the vehicle must be driven forward a minimum of 2
metres and cleaned of any remaining waste. A prop must be fitted if the driver has to reach
under a raised tailgate, door or vehicle body.

o Vehicles must be returned to road-going configuration before leaving the Tipping Area.
o If in the event of a vehicle breakdown:

- the person controlling the vehicle must:
a) notify LondonWaste staff immediately
b) inform their depot. Use of a LondonEnergy phone is forbidden unless

permission is given by LondonWaste staff.
- other crew members must remain inside the vehicle.

o The vehicle and equipment must be operated in accordance with the manufacturer’s
instructions and in a manner that minimises the noise level.

(c) Lodged Load at Tipping Aprons
Any vehicle driver that is unable to tip because their load is lodged or jammed in the vehicle,
shall be directed to drive forward away from the tipping apron (greater than 2 meters) so that
they can free the obstacle ready to tip again. If this does not remedy the situation they can
unload their vehicle by hand, observing Site PPE requirements before doing so (section 3).

7. TIPPING WASTE AT WASTE RECYCLING FACILITIES

Drivers Shall Not Tip Their Waste Unassisted 
This working Instruction assumes that the vehicle has passed through the Weighbridge as 
per procedure MSP10. 

7.1 Vehicles arriving are met by the areas designated Traffic 
Controller or Banksman at the site entrance. 
The Traffic Controller will assess the load content and 
available tipping area(s) and instruct the driver as to where 
they shall tip or hand-unload their vehicle. 
If the loading shovel or other mobile plant is operating on 
the recycling area the banksman must contact the operator 
via 2-way radio to request that the vehicle waiting to tip 
can proceed, if there is no response the vehicle shall be 
held until such time that confirmation is received from the 
plant operator that he is aware of the presence of the 
vehicle and that it is safe to allow tipping to proceed. 

Follow 
instructions 

given in MSP 86 
Operational 

Safety Guidance
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7.2 On arrival at the given tipping area the driver of the vehicle 

will proceed to tip in a controlled manner and under the 
supervision of the area staff. 
Staff shall remove themselves from the vicinity of all 
tipping vehicles. The drivers control this event. 
At NO time will staff position themselves behind or 
between vehicles that are tipping. 
Staff will not assist in the tipping or unloading of vehicles 
unless previous authorisation is given by the Site Manager 
or Supervisor. 

Mobile Plant MUST NOT operate in close proximity to 
tipping vehicles, visitors or recycling operatives. 

7.3 Mobile Plant Operators will spread the waste and remove 
recyclates by means of the excavator & selector grab or 
loading shovel. While this task is being undertaken NO 
OTHER PERSONS may enter the working area. The 
Mobile Plant Operator controls this operation. All other 
persons shall take instruction from the Mobile Plant 
Operator. 
Visiting vehicle drivers may wish to leave their vehicles 
while they are being loaded. They are instructed to stay at 
least 5 metres out of reach of the extended arm working 
area of the mobile plant. 

A safe refuge area is provided and must be used when plant 
are working across the whole operational area. THE 
AREA IS CLEARLY MARKED WITH RED AND WHITE 
BARRIERS AND A SAFETY REFUGE SIGN. 

7.4  It may be necessary at certain times for the loading shovel 
or grab to be placed within the handpicking waste area for 
collection of recyclables. If this is required then Mobile 
Plant MUST BE PARKED AND SWITCHED OFF while 
the operatives load the bucket or grab manually. Once 
loaded the staff MUST remove themselves from the area. 
The Mobile Plant Operator shall ensure the area is clear 
before restarting his plant and moving off to the required 
holding area. 
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7.5  Where further waste acceptance could compromise the 

safety of any person the traffic controller MUST hold up 
further deliveries until safe working practice can be 
reinstated. If volumes delivered can be seen as to be 
detrimental to the safe operation of the area ALL further 
loads will be diverted to the FPP Tipping Area until Safe 
practice can be resumed. All such instances shall be 
brought to the attention of the site manager. 

7.6 Physical automated and manual barriers will be used as 
deemed necessary by recycling area staff to control or 
deny access. 

7.7 All vehicles tipping or collecting waste will leave site in a 
road going condition via the prescribed route. 

8. RELATED DOCUMENTS

Policy: MSD 528 Traffic Control

Operational Safety Guidance: OSG25 LondonEnergy Waste Management Facilities

Toolbox Talks: TBT 500B Employee Health and Safety Responsibilities 
TBT 503G General Site Health & Safety 
TBT 512F Manual Handling 
TBT 518F Personal Protective Equipment 
TBT 539G Fork Lift Trucks & Dumpers 
TBT 539H Working in Close Proximity to Mobile Plant 
TBT 539J Plant Operator Safety 

HSE Guidance “Hand sorting of recyclables (totting) with vehicle assistance” 

Instruction Authorised by: Tony Scott Job Title:  BWRF Manager 

Issue status: 7 Date: 8/01/2018 Linked documents: MSP 87 
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NO 

Waste Acceptance and Handling at the BWRF 

 
 
 

 
 
 

Operator decides whether vehicle 
requires a full or visual inspection 

FULL OR 
VISUAL? 

MSF 034 

FULL 

VISUAL 

PPE MUST BE WORN WHEN 
RECEIVING WASTE MSD 518 & Risk 

Assessments

Operator asks driver to tip load 
on to tipping area floor 

Waste is inspected by the Operator using a 
mechanical shovel to turn the waste over 

and fully examines the waste 

Operator observes load being tipped 
directly into loading bay, or can identify 

the waste on the back of the vehicle 

Operator records 
vehicle registration on 
Waste Inspection Log  

Has load been 
accepted? 

YES 

Operator: 
• records vehicle registration on Waste

Inspection Log.
• informs Site Manager/Supervisor who will

ensure the identification, segregation, 
notification & disposal of non-conforming 
waste is carried out 

MSP 10, Section 
3.2 Exit 

Weighbridge 

MSP 37

The Site Manager/ Supervisor shall review the 
Waste Inspection Log (MSF 34) on a weekly basis. 

Site Manager/Supervisor submits a Non-
conforming Waste Report (MSF 21) that 

includes photographs 

Quarantine Load 

Vehicle prepares to 
leave site 

Refer to the Site Waste 
Management Licence or Permit 

From WIW.0070 

All persons shall be in 
possession of and wearing 
the applicable PPE: 
• Hard Hat EN 397

• Safety footwear incorporating
steel toecaps and steel
reinforced insoles EN 345

• Hi-viz jacket/vest EN 471

• Safety Gloves EN 374
Or
Anti-needlestick gloves over
disposable impervious gloves if
clinical waste is suspected

• Safety glasses
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1. HEALTH & SAFETY
1.1 General 
• This working instruction is issued for guidance and shall NOT be undertaken as a substitute

for adequate training.
• If you have to deviate from these working instructions, STOP WORK and seek advice

from your Supervisor before proceeding. If you don’t do this, you may do damage to
the plant, equipment and/or yourself.

• Your Supervisor must record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can 
be incorporated into future revision of these working instructions. 

 INSTRUCTIONS TO A 3RD PARTY BUT USEFUL FOR THE OPERATIVE TO KNOW 
2.1 Driver Responsibilities (General) 

The driver is responsible for the manoeuvring of the vehicle at all times. 
The driver is responsible for opening container, securing container, tipping of the waste & 
clearing any residual waste from their vehicle prior to exiting the facility in a road going 
condition. 

2.2Driver Instructions 
a) The driver will assess the area they have been given and if for any reason they believe the

area to be unsuited they must immediately report the reason to site staff. The driver MUST
NOT tip if the area is believed to be unsafe.

b) Once a safe area to tip is established the driver will undertake to tip in the prescribed safe
manner. The driver is solely responsible for the tipping of his load.

c) Only when the driver is satisfied that the load is tipped and the container emptied will they
return their vehicle to a road going condition and exit the site by the prescribed route. If
routes are changed for any reason you will be notified by site staff of alternative exit routes.

d) All and any near miss incidents or accidents must be reported to site staff immediately.

Instruction Authorised By : Tafi Harris Job Title :  BWRF Manager 

Issue Status : 5 Date :  15/1/2018 Linked documents :  
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Sorting and Recovery of Recyclable Materials from a Manual Picking 
Line within a Mechanical Sorting System

1. PURPOSE
To describe the methods to be employed within the sorting cabin of a picking line.

2. RESPONSIBILITY
The Transfer Station Manager is responsible for the operation and updating of this
procedure.
Tasks may be undertaken by Recycling Operatives, Labourers, and Plant Operators &
Contractors under supervision.
It is the responsibility of the individual to comply with these instructions. If YOU the individual
see or feel that something is unsafe it is YOUR duty to report it immediately.

3. HEALTH & SAFETY

3.1 General
• This working instruction is issued for guidance and shall NOT be undertaken as a substitute

for adequate training.
• If you have to deviate from these working instructions, STOP WORK and seek advice

from your Supervisor before proceeding. If you don’t do this, you may do damage to
the plant, equipment and/or yourself.

• Your Supervisor must record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can 
be incorporated into future revision of these working instructions. 

3.2 Task Specific 
 Access to & from the cabin is to be by use of the provided stairs and walkways ONLY.
 Plant MUST be checked by a trained operative before use, all daily servicing will be carried

out to manufacturer & company requirements.
 The Plant shall be started using the sequence and methodology supplied by the suppliers

and by trained personnel only.
 No persons are to travel on any moving parts
 No persons are to remove or modify guarding provided for safety & protection.
 Magnet permanently operational. PERSONS WITH A PACEMAKER MUST NOT BE NEAR

THE MAGNET.

3.3 Equipment 
Floors within the area will be manually swept regularly throughout the day to minimise any 
chance of slips trips or falls. 

Emergency STOP buttons and Stop chords are located at various points on the picking 
plant all operatives will be familiarised with these safety features. 

SMOKING is not allowed within the picking line plant or surrounding disposal area, 
Smokers should use their break time for smoking. Any additional smoking break requests are 
at the manager’s discretion. 
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3.4 Personal Protective Equipment (PPE) 
YOU MUST wear the appropriate PPE at all times while working in the sorting cabin: 

• High Visibility Clothing EN 471
• Safety Boots EN 345 incorporating reinforced midsole and steel toecaps
• Hard hat EN 397
• Gloves (Riggers) EN388
• Disposable mask FFP3 EN149:2001
• Hearing protection BS EN 352
• Eye protection EN 166

4 INSTRUCTION 
1) All wastes deemed viable for recovery are pre-sorted and sized by use of mobile plant with

the Plant Operator feeding the required material into the feed hopper.
2) The material will travel via conveyor to a screen where smaller contaminants will be taken

from the waste and discharged to a holding bay.
3) The larger and now partially cleaned material will discharge from the screen onto a further

conveyor to be taken into the sorting cabin.
4) The waste entering the cabin will be visually inspected by the staff employed within the

cabin. Items such as:
• Wood
• Hard-core
• Brick, stones & ceramics
• Paper & card
• Plastics
• Textiles
• Non-ferrous metals

will be taken off from the moving conveyor by manual handling methods and placed in to 
designated chutes that will allow the materials to be bulked in volume. Some material such 
as non-ferrous metal may be held in containers provided within the cabin, until it is 
transferred via the chutes to a suitable container at the end of the day. 

5) Ferrous metals will be removed by an enclosed and guarded automated magnetic roller
conveyor (Over band).
 Persons working next to this equipment must NEVER put their hands

or objects into the guarded area to prevent problems.
 If there is a jam STOP BOTH the Over band Magnet and picking line

conveyor belt by use of the isolation provided.
6) Operatives working on the picking line should not over-reach to collect and remove

recyclable materials, operatives should visually assess the items they intend to retrieve and
if to large or awkward they should let them pass through the system.

7) The system has independent speed controllers for individual units. In order to be able to
recover items effectively it may be necessary to slow down or speed up an individual unit.
Only the Supervisor, Manager or deemed Lead Operator will have authority to do this.

8) 2-way radios are available to allow contact between the feedstock Plant Operators, the
Banksman and the Recycling Cabin Operatives.

9) In case of an Emergency, the line is equipped with Emergency STOP switches, if you see
a problem STOP the plant. DO NOT TAKE RISKS. Report the incident to the Supervisor or
Manager immediately.

Instruction Authorised By: T Harris Job Title:  BWRF Manager 

Issue status: Issue 3 Date: 8/1/2018 Linked documents:  
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Shredder Operations at the BWRF 

1. PURPOSE
To ensure safe operation of the shredder.

2. RESPONSIBILITY
• Site Manager
• Site Supervisor
• Site Operatives

3. TRAINING
Only personnel who have received adequate training and are authorised by the Site Manager
shall be allowed to operate machinery in the reception building or on site recycling area.

1. Shredder.
2. Wheeled loading shovels.
3. Tracked excavators/ waste rehandling plant

4. HEALTH & SAFETY
4.1 General 

• This working instruction is issued for guidance and shall NOT be undertaken as a substitute
for adequate training.

• If you have to deviate from these working instructions, STOP WORK and seek advice
from your Supervisor before proceeding. If you don’t do this, you may do damage to
the plant, equipment and/or yourself.

• Please record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can 
be incorporated into future revision of these working instructions. 

4.2 Personnel Protective Equipment 
The PPE listed below must be available, in good condition, and worn by any person when 
working inside the reception building (except when inside a filtered cab). 

• Gloves appropriate to the task being undertaken.
• Safety footwear incorporating steel toecaps and mid-soles (EN345).
• Head protection, to BS EN397 (BS 5240).
• High visibility clothing (EN471).
• Hearing Protection (EN 352-2).
• Respiratory Protection EN405 (FPP3 particulates & Ammonia gas).
• Safety Glasses

ALL PERSONEL OPERATING MOBILE PLANT MUST WEAR THE LAPBELT PROVIDED 
4.2 Emergency Procedures 

In the event of a situation requiring immediate assistance, the Central Control Room (CCR) 
must be contacted on 6666 (or mobile 020 8884 5555). 

4.3 Accident Reporting: 
All accidents and near miss events will be reported to the Site Manager. 
A LEL accident report shall be completed for all accidents, incidents and near miss events. 
The circumstances of all events will be investigated by management. 
The reporting requirements of RIDDOR 1995 will be followed where applicable. 
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4.4  Third Party Health &Safety 
No personnel, drivers, or visitors are to enter operational areas at any time unless given 
specific authorisation by. No Pedestrian visitors unless accompanied by LEL staff shall enter 
the FPP Loading Hall. 
Appropriate Personal Protective Equipment (PPE) must be worn at all times.  

No shredding of material is to take place when Contractors are working in close proximity 
unless a safe system of work has been agreed. 

5. ENVIRONMENTAL CONTROLS
Dust suppression
Water suppression must be used if dust is created by the operation

Bio-aerosols
The atmosphere in close proximity to shredding operations has raised levels of bio-aerosols
and dust that may pose a potential harm to health. Since personnel not involved with loading
the shredder are encouraged to stay away (4.4 above), the driver of the loading shovel
should be provided with, and be expected to, wear respiratory protection equipment (RPE)
while out of the cab and in close proximity to shredding operations.

6. INSTRUCTIONS FOR SAFE METHOD OF WORKING
6.1 Daily plant Checks (guidance only, refer to manual for details).

• Ensure the shredder is isolated at the start and end of the day, using the isolation switch.
• Do not attempt to carry out any cleaning or repairs while the shredder is running.
• Check hydraulic level via the sight glass on the hydraulic tank. Sight glass should be ¾ full

when cold.
• Grease each conveyor bearing point twice per week (5cm3 per point / EP2 grease).
• Ensure auto greasing blocks to main hammer bearings have sufficient grease in them, and

monitor to ensure bearings are receiving grease.
• Clean radiators twice daily.
• Check conveyor belt for damage or signs of misalignment.
• Check hydraulic hoses for signs of damage.
• Keep the machine clean at all times. At the end of each working day, clean under and

around the conveyor belt and motor bay.
• Check the emergency stop buttons are functional.
• Fill in defect sheet MSF0450.

6.2 Operating the Shredder: 
• Carry out daily checks as above.
• Check conveyor is in correct position, raise or lower as required.
• Turn on shredder using main isolation lever.
• Wait for the LCD panel to display readings.
• Press start button.
• Let motors run up to speed, wait until power indicators are settled.
• Ensure conveyor button is on forwards. Press conveyor start button.
• Leave shredder run for 5 minutes until it has warmed up, before loading hopper.
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• To reduce the incidents of jamming the conveyor, little and often is the best method to load
the hopper, especially when the waste is wet/dense.

• In the event of any spillage on the hydraulic pipes & motors, switch off & isolate the
machine before cleaning the spillage.

• In the event of wanting to operate the machine manually, follow the above guide, but before
doing so, turn the manual / auto switch to manual. The conveyor button needs to initially be
set to the off position, and thereafter may be switched to forwards / reverse as required.
Also when operating manually, for the drums to rotate, the appropriate button need to be
pressed and held in position.

• WARNING: Stop the machine and ensure the shredding combs are stationary before
altering any settings or damage may result.

6.3 Stopping Shredder 
• Allow the shredder to continue running until empty of waste.
• Remove waste from under the conveyor belt with mobile plant.
• Press stop button.
• Isolate power supply.

6.4 Blockages 
• Should the hopper become blocked, carefully remove as much material from the hopper as

possible with the 360 excavator/grab
• Should the shredder become blocked, isolate the power to the shredder. Open access

panels under the hopper and clean out compacted material from under the cutting combs
with a fork. Do not put hands inside the hopper.

• Lower the out feed conveyor, and manually clean excess waste from the conveyor.
• Once all visible waste has been removed, turn the shredder on. If it does not function after

2 seconds turn the shredder off and try again. Do not leave shredder on if the conveyor is
not moving. Repeat several times. If the shredder does not function clean some more
waste from the conveyors.

• If this still does not clear the blockage, seek assistance.

6.5 Entering Hopper for Repairs/ Clearing Hammers 
This is potentially a very dangerous task, and is not to be done by a lone worker. 
A full lock off & Permit for Work is required for this task. 
Method: 

• Isolate electric supply to shredder using lock off procedures.
• Disconnect hydraulic supply to shredder combs to ensure there is no stored energy.
• Clear as much waste as possible using a 360o with grab.
• Pass up the stepping boards using a loading shovel / 360o ensuring operatives & cherry

picker not are adjacent to the machine while getting into position.
• Access the hopper using a cherry picker or secured ladder.
• Put stepping boards across the hopper on which to stand on while in the hopper. Do not

stand on the shredder combs.
• Enter hopper ensuring that any work is carried out within the main body of the hopper and

away from any potential falls. Do not climb on the edge of the hopper, it may be slippery.
• Clean hopper with appropriate tools.
• When clean, exit hopper with both hands free.
• Ensure all tools are removed from the hopper.
• Ensure all staff are clear of the hopper. Having done this, remove all means of access to

the hopper to ensure nobody can re-enter.
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• Re-connect power supplies to shredder.
• Ensure all staff are clear of the shredder before re-starting.

6.6 Servicing 
• Ensure the area around the shredder is clean, and safe to work in.
• Ensure fitters are isolated from any loading shovel movements with a physical barrier.
• Ensure shredder power supply is isolated as required.

Instruction Authorised By : Tafi Harris Job Title :  Site Manager 

Issue Status : 3 Date :  15/01/2018 Linked documents :  
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YES 

NO 

Loading Vehicles 

Notes for Guidance: 

IS VEHICLE FULL? 
(WITHIN LEGAL 
GROSS LIMIT) 

VEHICLES  ARE DIRECTED TO THE 
LOADING HALL BY SIGNPOSTS 

VEHICLE PULLS UP OUTSIDE THE 
LOADING HALL, AND WAITS FOR 
MOBILE PLANT OPERATOR (MPO) 

INSTRUCTIONS 

VEHICLE PULLS INTO LOADING 
POSITION IN HALL AND PARKS UP 

LOADING COMMENCES BY SHOVEL 
OR 360 CRANE 

SHOVEL DRIVER OR 360 CRANE DRIVER 
ESTIMATES WHEN THE VEHICLE IS FULL 

AND NOTIFIES DRIVER TO TAKE THE 
VEHICLE TO THE CHECK WEGHBRIDGE 

(outside Tipping Hall & next to the Wood 
Chipping Operation) 

VEHICLE  RE-ENTERS 
LOADING HALL FOR MORE 

WASTE TO BE ADDED OR TO 
HAVE SOME REMOVED 

DRIVERS CHECK THEIR LOAD IS 
FULLY CONTAINED & THERE IS 
NO SEEPAGE OF LIQUID FROM 

THEIR LOAD 

VEHICLE PROCEEDS TO 
THE OUT WEIGHBRIDGE 

Refer to RAWI.0056 
if help required 
from LWL 

DRIVERS SHEETS 
VEHICLE 

MPO maintains a look 
out for non-
conforming waste and 
unacceptable waste 

Refer to MSP 37, 
RAWI.0015

SHEETING – Exception – 
LondonWaste uses an articulated 
vehicle to transfer waste from the 
BWRF to the Energy Centre. It is not 
sheeted given the volumes and 
frequency of waste transferred on a 
daily basis and the low speed (15 
mph) on site. The trailer shall be 
filled below edge of top rail. BWRF 
staff are available to clear any minor 
spillages. 

VEHICLE PROCEEDS TO THE ENERGY 
CENTRE TIPPING APRON 

Weekly, the Site Manager / Supervisor 
ensures that the vehicle is recorded in the 
Site Log as having been inspected before 
leaving site. 

Refer to RAWI.0019

Personal Protective Equipment (PPE) 
It is mandatory for all operatives to wear the 
following PPE. 
• Overalls/work wear
• Safety footwear
• Hi Visibility vest/jacket
• Hard Hat
• Dust mask
• Safety glasses/goggles

Use Propane gas 
powered bird scarer 
cannon if necessary 
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2. General
• This working instruction is issued for guidance and shall NOT be undertaken as a substitute

for adequate training.
• If you have to deviate from these working instructions, STOP WORK and seek advice

from your Supervisor before proceeding. If you don’t do this, you may do damage to
the plant, equipment and/or yourself.

• Your Supervisor must record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can 
be incorporated into future revision of these working instructions. 

3. Instructions to Excavator (360°) Operators who will be working from the
concrete loading ramp in the Loading Hall

3.1    Make sure the approach ramp is clear of any waste or spillages 
3.2    Drive forwards with your bucket lowered approximately 10 inches off the ground 
3.3    Approach and travel onto the ramp in a straight line 
3.4    When exiting/egressing the ramp area on foot, use set of steps provided and always 

use the 3-point contact system  
3.5   Ramp is to cleaned of excess waste daily 



Working Instruction: Waste Management RAWI.0036 Issue 5 
& Risk Assessment 

Maintenance of Mobile Plant 

1. PURPOSE
To enable Plant Operators to safely maintain Plant used in the BWRF Transfer Station.
Duties include:

• General maintenance.
• Refuelling mobile plant.

2. RESPONSIBILITY
The Site Manager is to ensure that:
• All personnel under their control are aware of this instruction;
• That this instruction is carried out.

3. HEALTH & SAFETY
3.1 General 
• This working instruction is issued for guidance and shall NOT be undertaken as a substitute

for adequate training.
• If you have to deviate from these working instructions, STOP WORK and seek advice

from your Supervisor before proceeding. If you don’t do this, you may do damage to
the plant, equipment and/or yourself.

• Your Supervisor must record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can 
be incorporated into future revision of these working instructions. 

3.2 Personal Protective Equipment (PPE) 
It is mandatory for all operatives to wear the following PPE. 
• Overalls/workwear
• Safety footwear EN345 with steel midsole
• Hi Visibility vest/jacket  EN471 Class 2
• Hard Hat EN397

• Eye Protection BS EN 166.1.F.3 (goggle type)
• Dust masks (FFP3) EN149:2001
• Anti-needle stick gloves

In addition, when conditions dictate operatives shall wear:
• Hearing protection BS EN 352-2
• Impervious gloves
• TYVEK Disposable coveralls

4. INSTRUCTIONS – General Maintenance
4.1 All maintenance is to be carried out within the maintenance shed; the operative is to ensure 

that the machine is isolated prior to carrying out any maintenance. 
4.2 Visually check that grease hoses are free from kinks and are not causing a trip hazard prior 

to use. 
4.3 A visual inspection is to be carried out to see if any clinical residue is present on the 

machine.  If there is clinical waste present it is to be recorded in the site diary for the site 
manager to report the findings, the object(s) should be removed using appropriate PPE and 
held in the quarantine bin in the Transfer Station Loading Hall. 
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Whenever possible Clinical Waste Operatives should handle clinical waste found by 
LEL staff or Contractors. 

4.4 Use the high-pressure washer/steam cleaner and the air wand to clean areas prior to 
undertaking ‘hands on’ tasks. Anti-needle stick gloves to be worn when accessing any areas 
that cannot be visually inspected clearly.  

4.5 Ensure all grease points are maintained as per manufactures instructions. 
4.6 Report all defects on the MSF 126 ‘Daily Mobile Plant Operators Checklist’. 
4.7 On completion of the task, replace the grease hoses, turn off the supply, ensure all 

equipment is stored correctly and all grease spillages are cleaned up. The mobile plant is to 
be moved outside the maintenance shed and the floor area inspected and cleaned. Any 
further non-conforming wastes found following the clean are to be segregated and reported. 

4.8 Any cause for concern is to be reported to the Manager/Supervisor ASAP. 

5. INSTRUCTIONS – refuelling Mobile Plant
5.1 Ensure the machine is isolated (engine is switched off) before fuelling commences. 
5.2 Always visually check that the floor area is clear of obstructions and that the fuel hose is free 

from kinks and take care with the hose as it could cause a trip hazard whilst in use. 
5.3 Visually check all ladders, foot rails and handhold points are not greasy or slippery prior to 

their intended use, and before taking on fuel. Clean if necessary. 
NOTE: 

• THERE IS A NO SMOKING POLICYWHICH MUST BE ADHERED TO.

• NO SMOKING OR NAKED LIGHTS AT ANY TIME WITHIN THE AREA OF
FUELLING.

5.4 Obtain the electronic tag key designated for the fuel dispenser from the key box in the Site 
Manager’s office. 

5.5 Put key into the fuel dispenser. The amount of fuel is being electronically measured while it is 
being discharged into the mobile plant. Hard copy of fuel consumption is retained by the Site 
Manager. 

5.6 Any spillages MUST be cleaned up using the spill kit provided. You must immediately inform 
the Manager if this occurs. 

5.7 Once fuelling is complete the fuel hose is replaced safely back into its holder and the key 
returned to the key box. 

Instruction Authorised By: T Harris Job Title:  BWRF Manager 

Issue status: 5 Date: 8/1/2018 Linked documents: 
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BWRF/BRC Picking Station and Associated Plant - Routine Cleaning 
and Planned Maintenance 

1. PURPOSE
To describe traffic control measures in the BWRF and methods for sorting wastes that can
be recycled.

2. RESPONSIBILITY
The BRWF manager is responsible for the operation and updating of this procedure.
Tasks will be undertaken by Plant Operators, Labourers & Contractors under supervision.

3. PERSONNEL & EQUIPMENT
3.1 Personnel 

Competent persons shall receive specific instruction and training to undertake the specific 
tasks as below: 

• Removal & replacement of specific fixed panels and guarding.
• Visual inspection and reporting.
• Order of works.
• All information given runs in conjunction with RAWI 0124 & RAWI 0128.

3.2 Equipment 
The following equipment shall be provided to complete specific tasks: 
General cleaning 
• Hand brushes
• Brooms
• Shovel
• Scrapers
• Buckets and cleaning cloths
Lubrication of moving parts (All grease points & Oil reservoirs)
• Oils  (Shell Rimula TX 15W )  
• Greases  (Shell Retinax Grease LX2 (1) 
Handtools
• Spanners (10mm-22m) 
• Screwdrivers  (Flat and Phillips ) 
• Allen keys (2mm-10mm) 

4 HEALTH & SAFETY 
4.1 General 
• This working instruction is issued for guidance and shall NOT be undertaken as a substitute

for adequate training.
• If you have to deviate from these working instructions, STOP WORK and seek advice

from your Supervisor before proceeding. If you don’t do this, you may do damage to
the plant, equipment and/or yourself.

• Your Supervisor must record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can 
be incorporated into future revision of these working instructions. 
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4.2 Personal Protective Equipment (PPE) 
The PPE listed below must be available and worn by any person carrying out the work: 

• Safety footwear BS EN 345
• Head protection BS EN 397:1995
• Hi visibility jacket/vest BS EN 471 Class2
• Gloves BS EN 388 (Rigger Type)
• Respiratory protection BS EN 149:2001 FFP3 (Dust Mask)
• Eye protection BS EN 166 1.6

PPE must be in good condition ”Suitable & Sufficient” to the person carrying out the task. It will 
be stored in the welfare cabin in a suitable locker, and it is the employee’s responsibility to 
ensure proper use, maintain its integrity and must be replaced following any loss, failure or 
damage. 

5 WORK METHOD 
5.1 Startup 

The startup of the plant will be checked by the site supervision and be formally recorded at 
the start of each working day. Records of the checks and all and any faults noted are 
held at the BWRF site Manages office 

5.2 Daily Tasks 
The routine daily cleaning of the plant including walkways and pedestrianised routes will be 
undertaken as required throughout the working day based on the volume of debris affecting 
the safe operation of the plant. 

Daily cleaning of upper level walkways and the picking line cabin will be undertaken at regular 
intervals based on volume of debris All debris will be swept and deposited into the bay 1 chute. 

5.3  Monthly Tasks 
On a monthly basis two pump actions of grease shall be applied to each greasing point by 
utilising a hand operated greasing gun. This will be carried out on the First working day of 
each month. 

Typical grease point (there 
are several of these points 
along the length of the 
plant) 

The ground floor walkways should be swept ten minutes before lunch and at the end of the 
working day or as directed by the site supervision. 

5.4 Weekend Planned Maintenance 
Weekend Planned maintenance activity is defined as a two person activity for safety reasons 
that “No Lone Working” is permitted. 
From 5 pm FRIDAY the Plant will be electrically isolated to allow for maintenance and 
identifying defects and any corrective actions will be reported to SITE Manager for action. THE 
ISOLATION WILL NOT BE REMOVED UNTIL THE PLANT HAS BEEN FULLY INSPECTED 
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BY A SUPERVISOR (Usually at 7am on Monday Morning) AND THE CONDITION 
RECORDED ON THE BRC PICKING STATION DAILY INSPECTION SUMMARY SHEET. 

Isolation switch in the ON 
(Live position) 

5.5 Methodology for the Cleaning Regime 

REMEMBER - PRIOR TO UNDERTAKING THE WEEKEND PLANNED MAINTENANCE 
REGIME. 
YOU… THE PERSON UNDERTAKING THE TASK MUST CHECK THAT THE PLANT IS 
ISOLATED AND LOCKED OFF AT THE MAIN CONTROL PANEL –THIS IS SIGNIFIED BY 
THE MAIN SWITCH BEING IN THE OFF POSITION AND A PADLOCK PLACED THROUGH 
THE SWITCH HANDLE TO PREVENT IT ACCIDENTALLY BEING TURNED TO THE ON 
POSITION . THE KEY IS TO BE KEPT IN THE CABINET LOCATED IN THE BRC 
MANAGERS OFFICE. 

5.5.1 Picking line cabin conveyor cleaning will be undertaken by removing the panels by use of 
spanners provided to the East side to allow access to the floor area. This is a 2 person task 
due to weight and size of panels. 

5.5.2 The magnet bay panels are removed by use of an Allen key and spanners (Do not enter in to 
this area with any items that can be damaged by a magnet i.e.: mobile-phone or credit cards 
etc.) 

The magnet bay panel 

5.5.3 The feed hopper motor cover shall be removed after isolation, all debris removed, and the 
cover replaced and secured when complete. This is a 2-person task due to the size and 
weight of the cover. 

5.5.4 Fixed gates to be locked at all times, only to be opened for cleaning, oiling purposes. 
Area to be cleaned after daily use 

Feed hopper motor cover 
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5.5.5 The fines conveyor - shall be inspected for any defects and any jammed debris removed 
from the mechanism by hand and by use of the tools provided. 

The fines conveyor 

5.6 IFE screen deck 
The deck can be viewed through the upper access doors, if there is a need to enter it shall 
be done through the access panels provided. Once any required works are completed the 
access panels must be re-secured. 

5.7 Incline Belts 
• Incline belts must only be accessed through the top and bottom panels only.
• A standing position must be used when removing panels.
• Access panels that require the use of a mobile elevated work platform shall be left until the

required equipment is available. Only IPAF trained operatives will use MEWPs.
• Once all these tasks are completed the operatives will visually inspect the ladders, walkways

and bays for any potential damage and if found take the necessary corrective actions.
• Once all works are fully completed the persons who have undertaken the tasks will ensure

by a further check that all panels that have been removed are seen to be replaced as found
and in a safe condition.
ANY DAMAGE OR FAULTS FOUND MUST BE RECORDED AND REPORTED
IMMEDIATELY TO THE WASTE MANAGER FOR CORRECTIVE ACTIONS TO BE
TAKEN.
This method statement is issued for guidance purposes only and shall not be used as a
substitute for specific training.

5.8 Plant Isolation 
This is carried out at the main control panel by use of  a padlock, Keys are kept in a locked 
cabinet located at the BWRF Managers office. 

The removal of the Isolation & reinstating of the electrical power shall only be carried 
out after a supervisor has checked that all panels are correctly replaced and safety 
controls are in good condition 
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6. EMERGENCY PROCEDURE AND ACCIDENT REPORTING
6.1 Emergency procedure

♦ In the event of a situation requiring immediate assistance, the Central Control Room
(CCR) must be contacted. Dial 6666.

♦ When required the CCR Supervisor shall contact the emergency services by dialling
“999”.

6.2 Accident Reporting 
♦ In the event of an accident requiring first aid or incident the operative’s immediate

supervisor shall also be contacted.
♦ The appropriate LWL Accident report form and the BI510 Accident Book shall be

completed.

♦ This Method Statement must be issued together with the following supporting Work
Instructions and communicated to the relevant parties undertaking the task.

7. ASSOCIATED DOCUMENTATION

RAWI.0124 – Sorting and Recovery of Recyclable Materials from a Manual Picking Line within
a Mechanical Sorting System.

RAWI.0128 – Start-up and Shutdown of Mechanical Sorting Plant

Instruction Authorised By: Name: T Harris Job Title:  BWRF Manager 
Issue status: 3 Date: 8/1/2018 Linked documents: 
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Contingency Use of the Energy Centre Tipping Apron When Bulk Waste 
Recycling Centre Is Not Available 

1. PURPOSE
This procedure sets out the procedures to be followed by BWRF staff when using the Edmonton
EFW Tipping Apron for receiving wastes unable to be accepted at the Bulky Waste Recycling
Centre (BWRF) due to an emergency requiring closure of the site.

2. RESPONSIBILITY
The BWRF Site Manager is responsible for the operation and updating of this procedure. Tasks
will be undertaken by BWRF Plant Operators, Labourers & Contractors under supervision.

3. HEALTH & SAFETY
3.1 General

• This working instruction is issued for guidance and shall NOT be undertaken as a substitute for
adequate training.

• If you have to deviate from these working instructions, STOP WORK and seek advice
from your Supervisor before proceeding. If you don’t do this, you may do damage to the
plant, equipment and/or yourself.

• Your Supervisor must record any deviations and agreed actions:
o on the relevant form that is related to the task where one exists, or
o in the Site Diary, or
o Logbook

so that, if they are seen to be necessary when carrying out the task in future, they can be 
incorporated into future revision of these working instructions. 

All drivers entering LondonWaste Sites must obey the Site Rules and the 
speed limit – refer Drivers to OSG 25 if necessary. 

3.2 Personal Protective Equipment (PPE) 

4. PROCEDURE

4.1 In the event of an emergency requiring the closure of the BWRF the site manager will request 
that operations transfer to the Energy Centre Tipping apron area (ECTA). On receipt of 
agreement the BWRF site management shall inform the Head of Waste & Recycling and the 

All persons shall be in possession of and wearing the 
applicable PPE: 
• Hard Hat EN 397
• Safety footwear incorporating steel toecaps and steel

reinforced insoles EN 345
• Hi-viz jacket/vest EN 471
• Safety Gloves EN 374. If clinical waste is suspected to be

present, anti-needle stick gloves worn over disposable gloves.
• Any person working in the EC Tipping Apron for longer than 15

minutes is advised to wear an FFP3 dust mask.
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Shift Charge Engineers, notification of the changes will be made to LWL weighbridges and site 
security. 

4.2 BWRF Staff required to oversee the tipping activities at the EFW tipping apron will meet on site 
at Level 4 of the Energy Centre (EC) plant with the ECTA control personnel, when an agreed 
area for tipping will be given. 

Out of Hours 
• If a lone worker is required to oversee diverted vehicles tipping at the ECTA, the BWRF Site

Manager shall inform the CCR.
• The lone working Operative shall log on with Central Control Room (CCR) at start of shift.
• Security staff shall check the Energy Centre Tipping Hall at 2 hourly intervals.

4.3 Access and egress of the ECTA and facilities shall be via prescribed safe routes. Access may be 
gained by the stairways or the lift at the North end of the main plant. 

4.4 The Operative will be provided with access swiping to all required entry points. 
4.5 The Operative will be given a 2-way radio for contact with the CCR. The CCR can be contacted 

on channel 1 or by 5339 on the internal landline phone system. 
4.6 A company mobile phone is also available and again must be carried at all times. 
4.7 The Operative must take a lone worker monitor (setting it up is described in Appendix 1). 
4.8 Meal breaks will be taken at the facilities provided. Notify CCR when you are going to take your 

break. 
4.9 Washing & changing facilities are provided at the EFW site. 

4.10 All loads received at the ECTA will be tipped on to the floor. 
4.11 All bulky waste will be transferred from the ECTA to the BWRF using LWL transport as soon as 

is practicable. However; 

• Some wastes deemed suited to incineration can be pushed to the nominated bunker by use
of a wheeled loading shovel.

• Any bulky wastes likely to cause issue will be removed and held in an agreed area.
4.12 All loads will be recorded on the Gatehouse system via the North weighbridge. 
4.13 Persons tipping at the ECTA MUST not be on foot within 2 metres of the unguarded tipping 

point. 

Instruction Authorised by Julian Appleby Site Manager 

Issue status: 1 Date: 21/01/2015 Linked documents: 
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APPENDIX 1 

INSTRUCTIONS FOR SAFE METHOD OF WORKING 
• Whenever work is being undertaken by a BWRF Operative in the BWRF or ECTA, a lone

worker monitor must be collected from the charger in the BWRF Office. When you collect the
unit, ensure that it is on. 00 should be displayed on the LCD screen on the top of the units (if it
is off or shows any signs of damage then inform your line Manager). Attach the monitor to your
clothing and keep it in this position at all times when on site.

• The units have two methods of activation:
1. Manually pressing buttons A+B simultaneously
2. Automatic activation by the motion sensor.

The motion sensor will be activated after 20 seconds. The unit will then sound a warning beep 
for another 20 seconds before activating the alarm. If the unit detects movement it will reset the 
countdown. 

• Once the alarm has been activated (manually or by the motion sensor) an audible alarm will
sound in the BWRF Office and a warning beacon will be activated outside. At the same time
the system will call the following people in sequence:

1) The Central Control Room
2) Shift Charge Engineer
3) Assistant Shift Charge Engineer
4) Site Security gatehouse
5) BWRF Supervisor
6) BWRF Manager
7) Head of Waste & Recycling

• If you receive a call from the system you will hear one of the following messages:
‘worker in BWRF area requires assistance’ 

BE AWARE THAT THE BWRF OPERATIVE MAY BE AT THE ECTA. THEY SHOULD 
HAVE TOLD YOU THIS BEFORE STARTING WORK. 

Buttons A + B 
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• If you answer the call but you are unable to attend site you can hang up and the system will
call the next person on the list. To acknowledge the alarm press 8 on your phone keypad. The
system will then stop calling people on the list and you must attend site to investigate. (Note: If
you receive a call and you are off site please call the Central Control Room as they will inform
the Duty SCE who will attend site).

If you answer the call and attend the incident, you must comply with the 
PPE required for access to that area. 

• If an Operative is working out of hours or at the weekend, the SCE office will be provided with
the name and mobile number of the worker and their hours of work. The recipient of the call
then may try and use this number to contact the operative.

• Once the incident has been investigated the system (including the beacon and audible alarm)
needs to be reset at the control box in the BWRF Office. To do this turn the key on the bottom
of the unit to the right until the orange LED illuminates, then turn it back to the left.

• If an operative realises that the lone worker system has been set off and it is a false alarm then
the CCR must be called on 6666 or 020 8884 5555 to report this.

• Operatives will be using facilities provided at the ECTA, so they will be unable to put the units
in their chargers. IT IS THEREFORE VERY IMPORTANT THAT THE UNIT IS PUT IN ITS CHARGER
AT THE END OF THE SHIFT (BACK AT THE BWRF).

• The unit is designed to be left on all the time and have had particular modes of operation
activated. Do not attempt to turn the unit off or change any settings. Doing so may affect the
functionality of the unit and place the user at risk.

Reset key 
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Nuisance Procedure 

Purpose 
The purpose of this procedure is to minimise and control the following nuisances: 
• Pest
• Noise
• Dust
• Odours
• Mud on the road

Pest 
• Pest monitoring and control at all LondonEnergy sites are carried out by a

contractor, currently Interserve.
• The rodent bait traps are checked during regular site inspections carried out

by the contractor company.
• In the event of a pest problem becoming apparent, the Site Manager will

immediately contact the contractor whose representative, Mark Wilson, is
based at the Head Office.

• Details of visits by the pest-control consultant (either routine or requested) are
recorded in the site diary.

• Scavengers are attracted by the arrival of putrescible waste on site. Such
wastes should be removed from site as soon as possible.

Noise 
• Noise generation due to operations involving bin exchanges, loading of vehicles

and vehicle movement, is inevitable. However, operations generating high
noise levels will not commence before 0830.

• A 5 mph speed limit is enforced on site to minimise the noise generated from
vehicle movement.

• Where practicable, the site uses enclosed containers with disposal apertures
for metal cans and glass bottles.

Odour 
• It is not anticipated that any odour will be produced from the waste streams

that are collected at the RRC.
• Any malodorous load will, wherever possible, be transferred to the next

available leaving consignment. The details of such loads are recorded in the
site diary.

• Hornsey Street RRC is within a fully enclosed building. The building is equipped
with an air handling system and carbon filter. This treats the air before it is
emitted to the atmosphere.
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Dust 
• Potential dust producing wastes, such as hardcore, are deposited in low (waist

height) level containers to reduce fugitive emissions.
• The site will be dampened down using spray hoses, if required.
• In the event of adverse weather conditions, the tipping of waste that can

potentially cause dust emanation will be temporarily suspended.
• Records of any incidents involving dust are entered in the site diary.

Litter 
• All loaded vehicles must be sheeted before leaving the site.
• The site is swept twice every day.
• Litter must be collected from the perimeter, fences & trees, site entrance and

the access road, as well as from the site itself. Additional staff are used for
litter picking whenever required.

Mud Leaving the Site 
• All operational areas are covered with hardstanding. Mud is not generally an

issue due to the nature of the operations on site.
• Drivers must ensure that their vehicle does not hold excessive mud or debris

when leaving the site. Any excess mud must be removed manually before the
vehicles exit the site.

Responsibilities 
It is the responsibility of the Site Manager to ensure that this procedure is 
implemented. 
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Oil, Diesel and Chemicals- Storage, Handling, Use and Spillages 

Purpose 

• To detail how all such liquids will be stored on LondonEnergy sites in
accordance with relevant legislation.

• The containment, treatment and removal of an oil, gas oil, derv, or chemical
spillage so as to prevent any contamination of an internal watercourse.

• The prevention of any contaminated water leaving the site if an internal
watercourse does become contaminated

• To prevent any contravention of any water discharge consent limits and all
other relevant Acts, Regulations and Instructions

Minimum storage conditions for oils/diesel (new and waste) and chemicals are: 

• Bulk Storage Tanks: good structural integrity, secondary containment
(110% capacity), of a specification compliant with the regulations, checked
on a weekly basis by site management.

• Individual Containers:

- 200 litre drums or larger: inside building, stood upright, sealed/lids
replaced, on secondary containment (minimum 25% capacity). Drums may
be stored on pallets if empty.

- Containers smaller than 200 litres: in appropriate storage facility inside
building or enclosed storage container outside e.g. 600 litre lidded box,
stood upright, sealed/lids replaced and otherwise stored so as to prevent
spillage. Empty containers may be stored on pallets.

• Chemicals: must be stored as described under ‘Individual Containers’ but
also according to any specific instruction given on safety data sheets - please
refer to COSHH assessments and labelling of chemicals for specific
requirements for each type. Take special care to store flammable substances
appropriately.

Note: Containers of oil/diesel should be located in designated areas. They 
should not be located in any other areas of the site unless in use and should not 
be left unattended. When being stored containers must be sealed shut. 

Requirements for handling and use of oils and diesel (new and waste) and chemicals: 

• Only trained site staff and approved contractors should handle/use
oil/diesel/chemicals.

• PPE including overalls, gloves, masks and/or safety glasses must be worn in
addition to normal site PPE when handling hazardous substances- please
refer to COSHH assessments and labelling for specific requirements for each
type.
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• Care must be taken to prevent spillages.

Spillage Instruction 
• Use the contents of a spill kit to help control the situation. Take all necessary

actions to prevent oil entering a drain or off-site watercourse.
• For slight spills (less than 5 litres), prevent contamination to land or surface

drainage system by using oil absorbent materials available to soak up oil.
• For major spillages contain spillage by using the booms etc. in the spill kits, or

any other suitable material i.e. oil spill granules. If available use spill drain
covers to seal surface water drains. Report major spillages to your Line
Manager.

• Spill kits must be available on site in locations where oil/diesel/chemicals are
stored, handled and used.

• Spill kits should contain:
• PPE (gloves, overalls, overshoes, safety goggles)
• Absorbent materials (spill socks, absorbent granules, pads)
• Drain and gully covers
• Disposal bags with tape or cable ties
• Broom and polypropylene shovel

• Spill Kit contents should be checked regularly, and the checks recorded.
• Spill Kits should be replenished immediately after use.
• If oil enters surface drainage system, check designated disposal points,

installing oil absorbent equipment where required, i.e. booms, oil absorbent
material off a roll.

• Oil and absorbent materials must be handled with care and disposed of in a
receptacle to prevent further contamination. This must be collected by a
hazardous waste contractor. A hazardous waste consignment note must be
completed.

• If oil is of such a quantity a hazardous waste tanker may be required to
remove the oil from site. A hazardous waste consignment note must be
completed.

• The Line Manager must ensure spill kit materials are replaced as soon as
possible.

• Spillages must be reported on the Incident Reporting System.

Responsibilities 
It is the responsibility of the Department and Site Managers to ensure that this 
procedure is implemented. 
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Tipping 18-01-01 AT THE BWRF 
NOTE: 18-01-01 and 18-01-03 are the EWC Code for wastes whose collection and 

disposal is subject to special requirements in order to prevent infection. 

 

1. PURPOSE 

To enable Clinical Waste Delivery Drivers and Operations Staff to safely unload 18 01 01 clinical 
waste from delivering vehicles at the BWRF facility. 

 

2. RESPONSIBILITY 

The Clinical Waste Driver and the BWRF Operative are to: 

• Ensure that this instruction is carried out fully. 

• Ensure that they are familiar with the attached risk assessment. 

• Ensure that all required waste transfer paperwork is completed correctly. 

 

3. HEALTH & SAFETY 

3.1 General 

• This working instruction is issued for guidance and shall NOT be undertaken as a substitute for 
adequate training. 

• If you have to deviate from these working instructions, STOP WORK and seek advice 
from your Supervisor before proceeding. If you don’t do this, you may do damage to the 
plant, equipment and/or yourself. 

• Your Supervisor must record any deviations and agreed actions: 
o on the relevant form that is related to the task where one exists, or 
o in the Site Diary, or 
o Logbook 

so that, if they are seen to be necessary when carrying out the task in future, they can be 
incorporated into future revision of these working instructions. 

3.2 Personal Protective Equipment (PPE) 

It is mandatory for all Drivers and Operatives to wear the following PPE: 

• Overalls/work wear 

• Safety footwear EN 20345 

• Hi Visibility vest/jacket EN 471 

• Hard Hat EN 397 

• Anti-needle stick gloves 

• Impervious gloves 

 

In addition, when conditions dictate operatives shall wear: 

• Hearing protection EN 352 

• Eye protection EN 166 

• Dust masks FFP3 
 

4. ENVIRONMENTAL CONTROLS 

Spillages – Spill kit available. Any spillages MUST be cleaned up using the spill kit provided. You 

must immediately inform the Site Supervisor if this occurs. 
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5. PROCEDURE 

5.1 Instructions 

1. The Driver is to weigh the load in at the north Weighbridge and declare the Clinical waste sharps 
to be tipped, the weighbridge will then issue the driver with a weighbridge weight ticket.  If 
required disposal vehicle could be stopped until clear communication has been had to establish 
suitable vehicle tipping space at the BRC prior to tipping.  

2. On arrival at the BRC MON-FRI 7.15am and 4.30pm ONLY the Driver shall be met and directed 
by the traffic controller on duty and park their vehicle in the designated clinical area. 

4. The traffic controller and driver shall ensure that all necessary paperwork (MSF 723) and 
customer paperwork is completed prior to unloading of the waste declared.  

5. Incorrect paperwork will result in the load being rejected. The operative will then complete MSF 
744 waste defect / rejection report. Log the incident. Then report the incident to the Head of 
Waste and recycling. 

6.      The operative shall supply 770 litre clinical containers to the driver yellow bins for the tipping of 
18-01-01 sharps. 

7. The tipping area to be used for the clinical operation, must be sectioned off using solid barriers, 
clearly marking out the clinical tipping area.  

9. The operative shall remain with the driver at all times to make sure that a full duty of care 
inspection of the waste has been completed while tipping takes place.  

 When the 770 bin is full, the operative will move the bin and put a fresh 770 bin onto the rear of 
the vehicle until tipping is completed when the driver has unloaded the last of the waste, the 
operative will remove any 770 bins that remain at the rear of the vehicle, allowing the driver the 
space to close the vehicle doors. 

10.    Any spillages that should occur will be the responsibility of the driver to collect and re-bag and 
place in correct storage container. The operative will then clean and disinfect the area.  

11.    Once tipping has been completed the LEL operative will weigh the waste that has been tipped 
and recorded on the OFF-SITE DISPOSAL RECORDS MSF748 the weight tipped will also be 
manually recorded on the weighbridge weight ticket.   

12. The driver will proceed to the South Weighbridge to weigh off. The driver shall return if he has a 
different type of waste to process e.g. sharps. 

         If a customer is tipping more than one waste type then they must weigh off and then 
weigh back on to declare new waste type and follow the same procedures as above. 

13. Only authorised personnel are allowed into the area designated for tipping of clinical waste. No 
pedestrians are allowed in the area when tipping is in operation.  

 

5.2  Concerns 

Any cause for concern is to be reported to the BWRF Supervisor or Manager or the Tipping 
Apron Supervisor.  
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5.3  Emergency Procedures 

In the event of a situation requiring immediate assistance, contact a member of staff or the Central 
Control Room (CCR) must be contacted on 6666 (or mobile 020 8884 5555). 

5.4 Accident Reporting 

• Ensure that all accidents are reported as soon as possible, during normal working hours to 
the BWRF manager, out of hours to the Duty Shift Engineer. 

• A LWL accident report shall be completed for all accidents, incidents and near miss events 
using online form MSF 0145 – giving as much information as possible. 

• The circumstances of all events will be investigated by management ASAP following the event.   

• The reporting requirements of RIDDOR will be followed where applicable by the health and 
safety department. 

 
 

Instruction Authorised By : Tafi Harris BWRF/Tipping apron manager  

Issue Status: 3 Date:10/06/19 Linked documents:  
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Risk Assessment 

Task: Tipping 18-01-01 and 18-01-03 at the Bulky Recycling Centre 

Performed by: BWRF Centre Operatives  

Site: BWRF 

Location: Ecopark  

Assessment by: T Harris Date:  10/06/2019 

Next Review Date: June 2021 

• All hazards have been considered during this assessment. However, only those that have been identified are 
recorded in this risk assessment. 

• Only trained personnel perform these tasks. Untrained personnel work under supervision. 
Haz 
No 

Hazard  Sub-hazard 
Who 
Affected 

Haz 
No 

Initial 
Control Measures 

Residual Additional 
Measures L S R L S R 

8 
Manual 
handling ** 

(A) Lifting 
(B) Carrying  
(C) Pulling 
(D) Pushing 
(E) Supporting 
(F) Turning/ 

Twisting 

E 
8A 
8C 
8D 

2 2 4 

General manual handling 
training. Operator 
awareness. PPE to be 
worn - Safety footwear 
EN345, Gloves EN388 with 
type 4 puncture resistance 
and EN374 (as required). 

1 2 2  

10 
Ground 
condition 

(A) Loose 
(B) Slippery 
(C) Uneven 

E/C 10B 2 3 6 

Staff to keep areas clean 
and tidy. Regular 
maintenance regime.  Daily 
clean using broom/shovel 
as and when required. If 
the cleaning regime is not 
sufficient the site 
supervisor can request 
extra cleaning services. 
PPE - Safety footwear 
EN345 steel midsole. 

1 1 1 

 

12 
Hazardous 
substances 
** Physical 

(A) Dust 
particles 

(B) Bioaerosol
s 

E/C 
12A 
12B 

2 2 4 

Good ventilation. 
Instruction and information. 
PPE - Mask FFP3  

1 1 1  

13 Environment 

(A) Hot 
(B) Cold 
(C) Wet 
(D) Windy 
(E) Sunny 
(F) Dark 

E/C 13B 2 2 4 

Regular breaks. Workwear 
- provision of thermals and 
fleece.  

1 1 1  

14 Infection 

Legionella 

Wiels disease  

Hepatitis B 

Needlestick 

E/C 
12B 

12C 
2 3 6 

Written instructions. 18-01-

01 Sharps AND 18-01-03 

orange bags should be 

kept separate by the waste 

producer. Overalls or 

appropriate corporate 

clothing. Contact to be 

avoided.  All operatives are 

offered Hep “B”, BCG & 

tetanus injections. Good 

hygiene practices. Refer to 

relevant COSHH 

assessments for 

disinfectants when 

cleaning spillage. PPE -

Gloves EN388 with high 

puncture protection and 

EN374 when moving 

containers 

1 3 3  
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Where hazards that are highlighted in red (above) have been identified they require specific assessments. 
 These must be carried out and recorded. Their reference numbers must be recorded below: 

** Specific Assessments 
required 

Fire Asbestos COSHH Confined space  

Assessment  
Reference No: 

     

** Specific Assessments 
required 

Noise Vibration Radiation Manual handling  

Assessment  
Reference No: 

     

Before commencing work carry out a Point of Work Risk Assessment (POWRA). Any other hazards that might be 
identified will be recorded on the POWRA together with any control measures required.  

 

16 Noise ** 
<80 dbA 

>80 dbA 
E/C/V 16B 2 2 4 

Noise Level held below 80 

dbA. The noise survey  
1 2 2  

20 
Vehicle 
movements 

(A) Road traffic 
(B) Works 

traffic 
 

E/C/V 
20A 
20B 
20C 

2 3 6 

Managing waste deliveries 
- Traffic management and 
segregation from 
pedestrians using one way 
system and traffic 
controllers. Signage, OSG 
25. Barriers. Operative. 
PPE - Hi-Visibility EN471 
Class 2, Safety boots 
EN345 steel midsole. 

1 3 3  
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Notes for Guidance 
The following information will assist in the use of the form: 
➢ Complete the top section with details of the task, site, name(s) and date. 
➢ Use the checklist below to identify the hazards associated with the work area/ task. This will involve identifying both 

the primary hazard and the sub-hazard. This information can be abbreviated using the sub-hazard section (example: 
Working at height < 3m to 1A Haz No). 

➢ Hazards highlighted in red where applicable require specific risk assessments, these should have a unique 
reference; this reference should be noted in the appropriate section at the bottom of the form. 

➢ Refer to the Risk Matrix below to calculate the initial Risk Factor, referring to the sub-hazard  section to further 
“fine tune” the hazard identification. Record Likelihood and Severity on the risk assessment form. 

➢ Complete the “Who Affected” column to identify those who may be affected by the hazard, use the following: 
E – LWL employee C – Contractors/Subcontractors P – Pregnant women 
M – Member of the public V - Visitors  Y – Young persons 

➢ Establish any current/further control measures required to reduce the risks so far as is reasonably practicable whilst 
using the hazard number as a reference. 

➢ Refer again to the Risk Matrix below and estimate the “Residual Risk Factor” after application of suitable control 
measures. 

➢ Where the “initial risk” factor is greater than 2 then additional controls are required to reduce the residual risk as low 
as reasonably practicable.   

➢ Where the “residual Risk Factor” is less than 6 the task may precede only if all control measures remain adequate to 
afford protection and where conditions change affecting residual risk values the task must cease and the risk 
assessment re-addressed.   

➢ A copy of the risk assessment must be made available and referred to by all affected parties prior to the task 
commencing and during the operation. 

➢ Use the section at the foot of the form to ensure the risk assessment remains job/task specific and revise where 
necessary prior to commencing work. 

 

1 1

2 2

3 3

4 4

5 5

APPENDIX 1 - Risk Matrix
5x5 RISK MATRIX

Very unlikely (5 years or Very minor injury (minor cuts/ grazes). Very limited property 

Unlikely (1-5 years)

More serious injury <3 days off work/ incapacity (Sprains, more serious 

cuts, bruising). Injury needing medical attention. Slight property 

Likelihood (L) Severity (S)

Severity

1 2 3 4 5

Likely (6-12 months)

RIDDOR reportable injury/ sickness (Except fatality). More than 3 days 

off. Significant property damage/loss

Very likely (1-6 months)

RIDDOR reportable injury/ sickness affecting more than one person 

(Except fatality). Major property damage/loss

Certain (more than 1 per Single or multiple staff fatality. Catastrophic property damage/loss

15

4 8 12 16 20

1 2 3 4 5

2 4 6 8 10

1

2

3

4

5

3 6 9 12

Unacceptable level of risk. Take 

immediate action to reduce risk 

level as low as reasonably 

practicable.

RISK EVALUATIONRISK FACTOR 

1-5 Low Yes

Action

Acceptable level of risk, no 

further action required. Ensure 

current controls are maintained.

Unacceptable initial risk level, 

introduce suitable controls. 

Tolerable residual risk, maintain 

control measures and look to 

improve at next review.

Li
ke

ly
h

o
o

d

Factor/ 

Risk Rank

Acceptabl

e

16-25 

high
No

6-15 

Medium

With 

Condition

s

5 10 15 20 25
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Please sign below to demonstrate that you have read and understood this document: 
 

Tipping 18 01 01 – 18.01.03 into the Clinical Centre 
 

Name Signature Date 
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Appendix F 

Checklists 



Week Ending :…………………. 
Mobile Plant 

Check List 
MSF 126 Issue 2 

October  2003 LondonWaste Ltd Page 1 of 2 

The following items must be checked at the commencement of every shift by the operator of the Mobile Plant. Any item failing the check must be defected 

using the appropriate paperwork when the defect becomes known.  At the end of the week the form must be handed to the Supervisor or Manager. 

Fleet No’: Plant  Type : Complete the box for the appropriate shift (Tick if OK, Cross if not).    

Location : Monday  Tuesday Wednesday Thursday Friday Saturday Sunday 

No Item Check For: ES LS ES LS ES LS ES LS ES LS ES LS ES LS 

1 Tyres / wheels / tracks Wear / damage / security 

2 Engine / water Correct levels / obvious leaks 

3 Lights & warning devices Correct operation 

4 Hydraulic system Correct operation 

5 Service / parking brake Correct operation 

6 Bucket / cutting edges / GET Wear / damage / security 

7 Access & bodywork Damage 

8 Guards / Glass Damage / breakage 

9 Air conditioning / heater Correct operation 

10 Greasing points Cleaned & greased 

11 Radiator blown out / Air filter Free of debris 

Machine Hours : Start of shift 

Fuel used (ltrs) 

Engine Oil Used (ltrs) 

Hydraulic Oil Used (ltrs) 

Tyres changed (hours) 



Mobile Plant 

Check List 
MSF 126 Issue 2 

October  2003 LondonWaste Ltd Page 2 of 2 

When page 1 completed, sign below to confirm the findings.  Has any reported defect been entered into the Site Log Book ? 

ES LS 

Day: Signed By Defect Date Day: Signed By  Defect  Date 

Mon  Mon 

Tues  Tues 

Wed Wed 

Thur Thur 

Fri Fri 

Sat  Sat  

Sun  Sun  



SERIES: SERIAL NUMBER:

DAILY CHECKS MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY
ENGINE OIL

HYDRAULIC OIL
GEAR OIL
COOLANT
GREASE

CLEAN RADIATOR
STOP BUTTONS

GUARDS SECURE
CHECKED BY

Daily Fuel

WEEKLY CHECKS
TEETH

CUTTING BARS
CONVEYORS
AIR FILTER

STOP BUTTONS
BIO BLADES
ADD/Blue

CHECKED BY

HAVE BEEN CARRIED OUT

London Waste

Start  hrs / 

PLEASE TICK BOX TO CONFIRM EACH CHECK HAS BEEN CARRIED OUT
AR AND TEAR i.e.. Shafts, Belts, Wea

WEEKLY MACHINE STATUS\REPORT
TO BE RETURNED BY MID-DAY MONDAY FOR THE ATTENTION OF THE SERVICE DEPARTMENT (WEEKLY)

HOURS TO DATE week end WASTE TYPE

COMPANY NAME AND SITE ADDRESS Metso No 1
W/E13/01/2019

3118

Parts, General Condition Etc.

SITE CONTACT- Roy Keogh /07718358643 Bulky

DATEPLEASE PROVIDE ESTIMATED DATE FOR NEXT SERVICE

COMMENTS i.e.. Performance, Leaks, Faults, Error codes Etc.

LEASE SIGN TO CONFIRM CHECK



MSF 482 

MSF 482 Issue 2 Page 1 of 2 Associated Documents: MSD0505, RAWI.0130 

Daily BRC Picking Station Inspection Summary Week ending:
E-stops pre-start of week Check OK Fault 

Indicate satisfactory with a tick and any fault with an X Mon Tue Wed Thur Fri Sat Sun 
Initials of operator carrying out checks: 

Visual inspection of escape ladders, stairs and gantries. 

Visual inspection of all E-Stops. Set & re-set. 

Visual inspection of Bays and framework. 

Visual Inspection of In-feed Conveyor. 

Visual Inspection of IFE Waste Screen. 

Visual Inspection of Incline Conveyor. 

Visual inspection of Sorting Cabin Conveyor. 

Visual inspection of Cabin, doors, windows, heaters, etc. 

Visual inspection of lights cage & waste discharge bay. 

Visual inspection of guarding. 

Visual inspection of lighting. 

Inspection of dust suppression system. 

Staff on line on day. 

Daily running hours. 

Supervisor signed to confirm that Daily Checks have been carried out: 

Please ensure that  all and any faults that are seen all and any faults that raise safety concerns are to be reported to the Manager or Supervisor immediately 

IF NOT SAFE THE PLANT MUST NOT BE RUN 

Comments on findings to be listed below 

Manager or Supervisor to sign at end of week: 
Signature: Name: Date: 



MSF 482 

MSF 482 Issue 2 Page 2 of 2 Associated Documents: MSD0505, RAWI.0130 

 
Weekly Planned Maintenance Record for BRC Picking Line Plant Date: 

 

 

Operatives undertaking tasks:                                                                                                                                                                                        

 Yes No                                                             

Has the plant been electrically isolated is the padlock in place?    

Have the sorting line conveyor panels been removed safely?    

Has the floor area beneath been cleaned satisfactorily?    

Have the sorting line panels been replaced securely?    

Has the magnet bay been cleared of debris & panels replaced securely?    

Remove feed hopper motor cover clean area and replace securely    

Fines conveyor & fines bay cleaned and inspected for damage    

IFE Screen deck visually inspected and debris removed?    

Incline conveyor belts inspected, debris removed    

Are all Emergency stops and cords in visually good order    

Are all access stairways, emergency ladders and frames in good order    

ARE YOU HAPPY THAT THE WORK COMPLETED IS CORRECT & SAFE    

 
Observations and faults noted MUST be recorded below.                                                                                                                                                                

 

 

 

 

 

 

 

 

 

 
ON COMPLETION THIS FORM MUST BE LEFT IN THE BRC MANAGERS OFFICE 

 



 

LondonEnergy Ltd. 

 

Form MSF 38  Issue 1 

LONDONWASTE Ltd. SITE INSPECTIONS LOG 

Site Location  

Date 
Time 

or 
 Briefly state what action taken (if any required) to keep Site free from 

waste, dust, etc.  Also note any exceptional weather conditions. 

 Shift Not req. Other Details Action taken, when required 
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