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	1.
	Purpose & Background

	The purpose of this SSOW is to inform staff of the correct procedure when undertaking the acceptance of clinical / offensive waste

	2.
	Scope

	This document covers the checking in of both infectious (AT) and offensive wastes

	3.
	Standard Operating Procedure 

	Waste Acceptance Checklist	
							
	
	Action
	Checked
	Comment

	1
	Member of staff must be suitably trained
	
	

	2
	Check no of carts conforms to what has been sent for treatment
	

	Must be 770 litre carts only

	3
	Check available on-site capacity for carts
	
	

	4
	Check all waste transfer documentation
	
	

	5
	Undertake visual check of all carts for non-conformances
	
	

	6
	He Healthcare waste bags are not to be opened 
	
	

	[bookmark: _Hlk214875795]7
	Th The bar code on the bin is scanned onto the ATREA system.
	
	

	8
	All 770 litre waste carts must be weighed on the scales to confirm the weight and then compared to accompanying paperwork.  The exact weight is entered onto the ATREA system.
	
	

	9
	Manoeuvre cart into bin tipper area.
	
	




Note:  	Manual handling is to be kept to a minimum

All waste sacks must be in appropriately marked waste carts.  All waste carts are to be kept securely locked at all times until they are ready for the treatment phase.





	4.
	 Key Points and Additional Notes

	This document is to be used in conjunction with NTEES Env 218 SOP (WTP) Waste Acceptance



	5.  
	Contacts

	Name
	Position
	Phone
	Email

	Steve Bell
	Environmental Services and Sustainability Manager
	Ext 24713
Tel: 07749 712659
	Steven.bell5@nhs.net

	Natasha Cuthbert
	Environmental Services and Sustainability Officer
	Tel:  07776 456146
	natasha.cuthbert@nhs.net





For note:
· SOPs should be agreed and approved by the stakeholders from relevant team members that will be required to follow it.

· Once agreed the front sections of the SOP should be completed to ensure version control is maintained.

· Finalised SOPs should be available for the relevant staff to view as required, this should be publicised with staff.

· SOPs should NOT be saved on Sharepoint as a word document – they should be maintained as PDF and saved that way to prevent staff from changing the content and to maintain good version control of the document. 

· SOPs should be reviewed every 3 years unless there is a recognised need to update sooner following a change in national guidance etc. 
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