Flowchart — Responsibilities of the Contractor

Contractor receives copy of
Tasking Form from DSA.
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Contractor contacts the site
(within 5 working days of receipt
of Task) and arranges a mutually
convenient time to collect the
material (within the timeframe
specified in the contract). If
outside specified timeframe, the
contractor must contact the DSA
to agree an extension.
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DSA

Is the Waste being collected
Hazardous?

The site contact keeps a copy of
the Waste Transfer Notes (WTN)
and passes a copy of the WTN to
the site Environmental Protection
Officer/SHEF Advisor (or
equivalent) for central records and
for auditing and regulatory
purposes. Itis a legal
requirement that all sites keep a
copy of each WTN for a minimum
of 2 years.

The contractor completes a Consignment
Note indicating the sites Premises Code
and his Env Permit Licence No and date of
expiry. The site completes the remainder of
the form indicating the nature of the waste,
its form/composition and its EWC code.
Both parties sign the document and the site
keeps a copy of the Consignment Note.
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Contractor passes the Consignment Note to
the operator of the disposal facility (the
consignee). The contractor/consignee
signs and completes the remaining parts of
the Consignment Note and sends a copy of
the final completed document or a
completed Hazardous Waste Return (of the
type provided in the Regulations) back to
the site indicating that the consignment of
hazardous waste has reached its final
licensed disnosal site.

End of process.

J L

End of process.

Please note that a new Waste Transfer Note and Consignment Note (where required) must be
completed and passed to the site contact for every individual tasking.




Flowchart — Responsibilities of the Site/Customer

The site completes a Declaration DSA
Form and the associated Annex
(depending on the waste/surplus
stock requiring collection) and

emails or faxes completed Notd . gaSﬁc)??heesdbigggstglthe site to
i accepted by . : .
Besil‘aranon Form and annex to DSA requirements. Site to provide
: further information if required.
Accepted
by DSA

Site receives a copy of the Task
Letter instructing the contractor to
remove goods from the site.
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The site receives communication
from the contractor and agrees a
mutually convenient time for the

contractor to collect from the site.
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The site ensures that all surplus
stocks and waste requiring
collection is properly packaged and
in the correct receptacles prior to
collection in accordance with EPA

Duty of Care principles.
http://www.netregs.gov.uk/netregs/63197.as

1L

Is the Waste being collected
hazardous?

The site checks the Consignment Note to see if
the site Premise Code is correct and that the
contractors Env Permit No is in date. The site
then completes the boxes asking for details of
the consignment including the nature of the
waste, its form or composition and the EWC
code.

The site checks the Waste
Transfer Note (WTN) to ensure
that the contractors Env Permit is
in date and completes the
remaining parts indicating what
the waste is, how it is contained
and the EWC code. The WTN is
signed by both parties.
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Both parties sign the form and the site keeps a
copy of the Consignment Note (for every
individual consignment).
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The site contact keeps a copy of
the WTN and passes a copy of the
WTN to the site Environmental
Protection Officer/SHEF Advisor (or
equivalent) for central records and
auditing purposes. It is a legal
requirement that all WTN must be
kept for 2 years.

The contact at the site keeps a copy and sends the
original Consignment Note to the site Environmental
Protection/SHEF Advisor (or equivalent) to be placed
in the Site Register. Hazardous Waste Returns from
waste consignees or copies of the final completed
Consignment Note (indicating that the waste has
reached its final disposal site) should also be returned
to EPOs/SHEF Advisors or equivalent and placed in
the Site Register. It is a legal requirement that copies
of Consignment Notes must be kept for 3 years and
provided to all regulatory authorities on request.
http://publications.environment-
agency.aov.uk/pdf/GEHO0409BPSN-e-e.pdf
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End of process.



http://www.netregs.gov.uk/netregs/63197.aspx
http://www.netregs.gov.uk/netregs/63197.aspx
http://publications.environment-agency.gov.uk/pdf/GEHO0409BPSN-e-e.pdf
http://publications.environment-agency.gov.uk/pdf/GEHO0409BPSN-e-e.pdf
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Flowchart — Responsibilities of the Disposal Services Authority (DSA)

DSA receives a Declaration Form DSA
from customer.
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DSA check Declaration for
compliance and completeness.
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Are declared goods hazardous

DSA checks Customer premises code is
correct and in date, that declaration details

8

waste? include nature of the waste, its composition
and EWC code.

Further info required from YES DSA seek information from Customer and/or

Customer or quote required to Contractors to resolve any potential identified

facilitate disposal requirement. issues.
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:

DSA accept Declaration, determine
disposal solution and select YES
disposal route; ensuring full

Identified issues resolved with
Customer/Contractor.

compliance with Environmental
Legislation and Duty of Care

principals.
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DSA reject Declaration and advise Customer

DSA raise a task on the relevant .
of reasons for rejection.

contractor instructing them to

remove the goods/waste. A copy of
the task is sent to the contractor.
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End of process. End of process.

Every month the DSA collates the information received from each of the individual contractors on
the waste management operation undertaken (ie if the material declared was recycled, recovered,
sold for further use or disposed of) and the weights (in kgs) of the material collected.

For those items sold or sent to re-processors the DSA also collates monthly sales receipts received
from the individual contractors.

DSA carry out Duty of Care Audits on Contractors and hold Performance Meetings (quarterly) with
Contractors to ensure they are reaching their agreed targets.



