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1. 	Scope 

This procedure sets out how to the University will manage the storage, transfer, re-use and disposal of its waste, including control of relevant waste documentation.
 
2. 	Responsibility  

· All staff responsible for storage, transfer and disposal of waste; to ensure this procedure is followed
· UWTSD Sustainability Delivery Team; to monitor waste management activities and ensure compliance

3. 	Related Documents  

· UWTSD Group Environmental Policy


4. 	Waste Hierarchy 
 
The Waste Hierarchy must be considered when deciding what the best option is to manage a   waste   stream.   This   is   a mandatory requirement   of the Waste (England & Wales) Regulations 2011. It places more emphasis on waste prevention, and requires organisations to consider preparing waste for reuse, then opportunities for recycling, before options such as energy recovery.  By law, we need to apply the Waste Hierarchy to ensure we minimise the impacts of our waste activity.
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5 	Duty of Care Compliance

The Environmental Protection Act 1990 Section 34(1) imposes a ‘Duty of Care’ on any person involved with the production, storage, transport or disposal of waste.

These obligations can be summarised as;

· To prevent the escape of waste from their or any other person’s control
· To transfer the waste to an authorised person only
· To provide a written description of the waste on its transfer
· To complete a transfer note
· To keep records of the transfer of waste

In summary, UWTSD Group is responsible for all waste streams from the first point where they are called waste to the final point of treatment. 


6 	Permitting Requirements 

Any activity involving the; STORAGE, USE, TREATMENT or DISPOSAL of waste on University grounds requires either;

· an Environmental Permit from the Environmental Regulator, and/or:
· to register an Exemption with the Environmental Regulator, and/or:
· to comply with other terms and conditions where the above are not required

As the volume of hazardous waste produced by the Group could exceed the Natural Resources threshold of 500kg each campus has been registered as a producer of hazardous waste. The Group recognises that registration is undertaken on an annual basis.

Each of the Groups sites are registered as waste producers and hazardous waste producers. 

For further details regarding waste permits and exemptions, if you are responsible for storing, or processing any waste ready for disposal, please contact;
UWTSD sites; waste@uwtsd.ac.uk
Coleg Sir Gar and Coleg Ceredigion sites; Ceris.Harries@colegsirgar.ac.uk 

7 	Waste Licences   

The Groups sites are also registered as a Lower Tier Waste Carrier/Broker/Dealer. These licence will last indefinitely, unless revoked or withdrawn. Each Group site is registered; this allows the Group to transfer its own waste in Group owned vehicles between sites. If you carry waste on the public highway, you must carry a license in your vehicle. These can be obtained from;
UWTSD sites; waste@uwtsd.ac.uk
Coleg Sir Gar and Coleg Ceredigion sites; Ceris.Harries@colegsirgar.ac.uk


8 	Transfer of waste to a third party 

All waste movements must be recorded on a Waste Transfer Note and Hazardous Waste Consignment Note (where applicable). 

All Waste Transfer Note must be retained for TWO years, and include the following;

· A written description of the waste
· Our SIC Code (85.42/1: Higher Education)
· The 6 digit Waste Code (see EWC list)
· Quantity to be removed, and collection address
· Confirmation that we have applied the Waste Hierarchy

All Hazardous Waste Consignment Note must be retained for THREE years, and include the following; 

· A written description of the waste
· Our SIC Code (80.30/2: Higher Education)
· The 6 digit Waste Code (see EWC list)
· Our Hazardous Waste “Premises Code”
· Quantity to be removed and collection address
· Part E: Consignee Certificate – Must be completed for the document to be auditable
· Confirmation that we have applied the Waste Hierarchy

An invoice is NOT a Waste Transfer Notes or Hazardous Waste Consignment Notes. 

Example Waste Transfer Notes   Example Hazardous Waste Consignment Note

For standard contracted collections such as weekly General Waste and Dry Mixed Recycling collections from the same site, an Annual Waste Transfer Note may be obtained. This is a single transfer note that can cover multiple transfers over a period of up to 12 months from each Group site. The Annual Waste Transfer Note must include;

· the parties involved in the transfer 
· the description of the waste being transferred
· the place where the waste is transferred from one person to the other. The total weight of waste will be estimated over the period on the waste transfer note (season ticket) when less than one year. Where the period on site is greater than one year a further annual waste transfer note will be generated. If any of these conditions change a new waste transfer note will be generated.


A copy of ALL Waste Transfer Notes or Hazardous Waste Consignment Notes received must be sent to;
UWTSD sites; waste@uwtsd.ac.uk




9 	Waste storage and disposal 

All waste prior to reuse, recycling or disposal should be held in secure, designated areas. All waste must be pre-treated, segregated, clearly labelled and held in areas to prevent escape. Storage facilities for waste must be;

· Safe and secure from unauthorised entry
· Robust
· Covered and locked

Waste must be transported off site by a Registered Waste Carrier and disposed of at a licensed waste disposal site. Dangerous and hazardous waste materials are to be disposed of in accordance with the Hazardous Waste Regulations 2005. 

Hazardous and non‐hazardous waste must not be put in the same receptacle. 

10 	Waste monitoring  
All sites must monitor waste storage areas and ensure only licenced contractors are on site collecting and disposing of the Groups waste to appropriate destinations.
 

11 Financial responsibility

Within the University, waste services are recharged to departments in particular circumstances. Everyday services, including general waste, dry mixed recycling, glass and food waste collections are arranged and funded by the Operations Department. Any unusual waste activities, including: skips; waste streams other than general waste, DMR, glass or food; confidential waste or hazardous waste collections will be recharged to the relevant department. 

12 Contractors   

Only contracted waste management companies can be used to dispose of the Groups waste. Details about these contractors, and all their relevant licences are held by;
UWTSD sites; waste@uwtsd.ac.uk

Please also refer to HSGN 29 – Control of Contractors for further guidance. 

12 References
Further information on operational procedures at the University can be found here: 

https://intranet.uwtsd.ac.uk/departments/estates-and-facilities/waste
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