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1 PURPOSE 

 

This procedure documents the method by which waste is received at Wasteserv. 

2 SCOPE 

 

This procedure establishes the controls implemented at Wasteserv facilities/plants upon waste receipt. 

 

3 REFERENCE DOCUMENTS 

 

 Controlled Document 025 Duties of Weighbridge Officer 

 Weighbridge Tickets 

 WS079 Waste Carrier Rejection Logbook 

 ADM WA01 Waste Enquiry Procedure 

 ADM WA03 Waste Inspection Procedure 

 ADM WA08 Payment using Cash Correction Log 

 TTF QP03 Waste Storage Procedures 

 TTF QP04 Incineration Procedure 

 TTF QP05 Weighbridge Transaction Documentation Handling 

 TTF QP07 Waste Receipt Procedure at Night 

 MEC QP01 Waste Processing Procedure 

 SAWTP QP01 Storage of Untreated Waste Procedure 

 SAWTP QP02 MTP Waste Processing 

 SAWTP QP03 Recyclable Waste Processing 

 SAWTP QP04 Source Segregated Recyclables 

 MN QP01 Storage of Untreated Waste Procedure 

 MN QP02 MSW Processing 

 MN QP03 Recyclable Waste Processing 

 MN QP05 Manure Treatment Process 

 KTS QP03 Waste Storage Procedure 

 KTS QP02 Compaction of Mixed Municipal Solid Waste & Organic Waste 

 KTS QP03 Shredding of Bulky Waste 

 KTS QP04 Recovery & Baling of Recyclable Material 
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4 RESPONSIBILITIES 

The personnel responsible for the procedure are identified in the list below. All responsibilities are clearly defined in Section 

5 Method and the relevant flow chart. 

 Waste Acceptance Officer  

 Weighbridge Officer 

 Inspector 

5.  METHOD 

The flow chart attached offers further guidance on waste receipt process.  

 

6 RECORDS 

  

Reference Document Person responsible 
for maintaining the 
Document 

Document 
Storage Location 

Duration of 
time Records 
are kept 

Documents requested for waste disposal Data Clerk Data Department 
Office 

All records are 
kept 
indefinitely. 

Weighbridge Tickets 

WS079 Waste Carrier Rejection Logbook 

 

Weighbridge 
Officer  

Weighbridge 

folder on intranet 
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Documentation 
and/or Checks

in line with 
requirements?

No

Weighbridge Officer Notes occurrence in the �Waste Carrier 
Rejection Logbook .

Weighbridge Officer informs Waste Carrier that entry to Facility 
is being refused. A reason for rejection is offered.

Waste Carrier arrives at the facility s Weighbridge with waste 
for disposal.

ADM WA01 
Waste Enquiry 

Procedure

Waste Carrier proceeds to Weighbridge and submits 
Weighbridge Ticket IN to Weighbridge Officer.

START

WAO shares Waste Carrier Rejection Logbook with ERA (as 
applicable).

Waste is processed as per internal facility s processes. In case of:

 MEC, refer to MEC QP01 Waste Processing Procedure
 TTF, refer to TTF QP04 Incineration Procedure
 SAWTP Black/Organic Bag, refer to SAWTP QP02 MTP Waste Processing 
 SAWTP Grey/Green Bag, refer to SAWTP QP03 Recyclable Waste Processing 
 SAWTP Source Segregated Recyclables, refer to SAWTP QP04 Source Segregated Recyclables
 MN Black Bag, refer to MN QP02 MSW Processing
 MN Grey/Green Bag, refer to MN QP03 Recyclable Waste Processing
 MN Manure, refer to MN QP05 Manure Treatment Process 
 KTS Black/Organic Bag, refer to KTS QP02 Compaction of Mixed Municipal Solid Waste & 

Organic Waste
 KTS Bulky & Green Waste, refer to KTS QP03 Shredding of Bulky and Green Waste
 KTS Grey/Green Bag, refer to KTS QP04 Recovery & Baling of Recyclable Material

Weighbridge Officer issues Weighbridge Ticket IN and forwards 
it to Waste Carrier for signing.

Waste Carrier offloads waste in the designated area.

ADM WA03 Waste 
Inspection Procedure

Controlled 
Document 025

Weighbridge Officer checks that the Waste Carrier has in 
his / her possession the documentation of interest as per 

Controlled Document 025. 

In case of the TTF, the Weighbridge Officer carries out the 
checks as per Controlled Document 025.

Weighbridge Ticket 
IN

Waste Processing

Weighbridge Ticket 
IN

Weighbridge Ticket 
OUT

On a daily basis, Weighbridge Officer processes documents as 
per Controlled Document 025. 

MORNING NIGHT

TTF QP07 Waste 
Receipt Procedure at 

Night

Note: Applicable only to the Thermal Treatment 
Facility.

END

Procedures: 
 TTF – TTF QP03 Waste Storage Procedures
 KTS –  KTS QP01 Storage of Untreated Waste Procedure
 MN – MN QP01 Storage of Untreated Waste Procedure
 SAWTP – SAWTP QP01 Storage of Untreated Waste

Controlled 
Document 025

Weighbridge Officer verbally guides Waste Carrier to offload 
waste in the designated area as per respective procedure.

TTF QP05 
Weighbridge 
Transaction 

Documentation 
Handling 

TTF Others

On a weekly basis, Waste Acceptance Officer (WAO) accesses 
the �Waste Carrier Rejection Logbook  to determine if there are 

new entries.

Inspector inspects waste as per ADM WA03.

ADM WA08
Payment using Cash 

Correction Log

END

WS079 Waste Carrier 
Rejection Logbook

WS079 Waste Carrier 
Rejection Logbook

Yes

WS079 Waste Carrier 
Rejection Logbook

Weighbridge Officer inputs vehicle s registration number and 
Waste Carrier profile is prompted.

In case of vehicle is not yet registered with Wasteserv (on the 
system), the Weighbridge Officer generates Weighbridge Ticket 

In using Cash Vehicle.

Note: In the  Remarks  section, Weighbridge Officer writes down 
vehicle registration number.

Weighbridge Officer inputs Product Code in weighbridge 
software. 

Note: Each Product Code corresponds to an acceptable EWC 
code at the facility. 

Weighbridge Officer issues 
Weighbridge Ticket OUT (with invoice) 
for clients with credit terms. 

Note: In case when client cannot pay at 
the weighbridge and does not have 
credit terms, follow ADM WA08. 

Can client pay at the 
weighbridge?

Weighbridge Officer issues Weighbridge Ticket OUT and collects 
payment. 

Yes

No

Weighbridge Ticket 
OUT

 


