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PROCEDURE FOR WASTE ACCEPTANCE. 
 
Purpose 
 
To ensure that all appropriate incoming waste acceptance checks are undertaken on material 
received, and that all waste accepted is of the correct EWC code, waste description, and does not 
contain any putrescent or non-conforming material. 
 
Scope 
 
This procedure applies to Biffa Polymers HDPE3 facility. 
 
Documentation 
 
The following forms arise from this procedure: 
 

 Waste Transfer Notes 
 Delivery Notes         
 Navision Weighbridge Tickets 
 Incoming waste raw material inspection checklist.     

    
Records arising from this procedure shall be retained as follows: 

 

Record Location Duration Disposal 
Waste Transfer Notes Site 6 Years Shred 
Delivery Notes Site 6 Years Shred 
Navision Weighbridge Tickets Site 6 years Shred 
Incoming inspection checklist Site 6 years Shred 
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Flowchart for incoming material waste acceptance. 
 

YES

NO

* documentation issues could include: 
 - No / incorrect waste transfer note, 
 - Incorrect EWC or waste description,
 - Incorrect SO order number,
 - Delivery address details.

NO NO

YES

Curtain Sider 
Vehicle arrives 
at site access

double gate and 
gatehouse

Driver provides 
relevant paperwork for 

delivery, SO (sales 
order) number and 

waste transfer note to 
Logistics operator at 

gatehouse.

Logistics (FLT loading / 
unloading personnel) to alert 

management, and vehicle 
access to site is withheld 
until documentation is 

reviewed by management.  If 
documentation issue cannot 
be resolved then refuse the 

vehicle access to site*

Paperwork 
accepted?

If putrescent / 
infested material, do 

not unload and 
return to supplier.

If low purity (<90% 
HDPE Natural content

by visual 
assessment), consult 

with supplier 
regarding quality, 

unload if material can 
be used at a reduced 

input rate.

Material unloaded by 
logistics staff and 

stored in allocated 
bays.

The delivery vehicle and unloading 
area is cleared/swept to remove 

any remaining bottles. The bottles 
are then placed into boxes to be 

processed. 

Trailer curtain closed 
up, driver directed to 

weighbridge for 
unladen weight -
vehicle exits site.

Yard board and site 
stock list updated with 

SO details and bay 
location.

Delivery and waste 
transfer documents 
submitted to Admin 
for processing and 

archive.

Vehicle allowed on to 
site, driver inducted 

and directed to 
weighbridge for laden 

weight to be taken.

Vehicle directed to 
unloading bay, driver 

unstraps load and 
pulls back and 

secures curtains.

Visual material 
inspection conducted 
where visible surface 

of each bale is 
inspected.  Load 

checked for 
putrescent material, 

infestation, etc.

Complies with 
specification and 

is approved to 
unload.

 


