	BEFESA
Salt Slag Division
	Pre-Treatment Department and Materials Handling Procedure
	Date: 29/01/2015
Rev.: 04



	
	
	

	
	Pre-Treatment Department and Materials Handling Procedure
	

	
	
	


	PRODUK.01

	Date
	29/01/2015


	Preparation and Review:
	Quality, Safety and Environmental Manager (UK)
	[image: image1.emf]

	
	John Leah
	


	Appraisal:
	Plant Manager (UK)
	[image: image2.emf]

	
	Stuart Irvine
	


	Approved by:
	Managing Director
(UK)
	[image: image3.emf]

	
	Adrian Platt
	


Index:
1) Purpose and Objectives of procedure 
2) Scope of procedure
3) Reference documents
4) Summary of responsibilities

5) Vehicle control and weighbridge operation for material receipts and dispatches
6)  Despatches
7) Operations within the Mere-side Oxide storage facility
8) Materials Rejection
9) Oxide Storage Site Inspections
10) Internal Vehicle and vehicle checks
11) Material pre-dispatch inspection
12. Odour Management
13) Pallets

14) Used Tyres

15) Production Raw Material Deliveries
16) Sulphuric Acid
17) Liquid Nitrogen

18) Gas Oil

19) Kerosene

20) Caustic, Hypochlorite, Salt, Flocculent and De-foaming agent

21) Propane.

           22) Appendix A: Pre-Shipment Inspection Form

Comments on Review:
Adjust review and reformat UK site specific procedures to reflect corporate format.

1. Purpose and Objectives.
1.1 To define clear and concise instructions for the pre-treatment department and for the materials handling at the Befesa Salt Slags site, to ensure compliance with the company’s Health and Safety, Environment and Quality standards: OHSAS 18001:2007; BS EN ISO 14001:2004, BS EN ISO 9001:2008. 
1.2 To ensure compliance with the site’s environmental permit VP3030BX it is the responsibility of the QSE Manager or Plant Manager or nominated deputy to ensure all Pre-treatment area staff and other relevant personnel are adequately trained on this procedure.
1.3 To ensure all members of the pre-treatment department and other related personnel are aware of their duties for health, safety, environment and quality in relation to the materials handled by the Befesa Salt Slags site.
1.4 To ensure that all pre-treatment operations are planned and monitored to achieve the specified requirements in terms of health, safety, environment, quality, and efficiency.

2. Scope.

2.1 This procedure applies to Pre-treatment department and the personnel directly involved in the department and /or personnel in related activities.
3. Reference documents.

· BS EN ISO 14001: 2004
· BS EN ISO 9001: 2008
· OHSAS 18001: 2007
· Integrated Policy document
· Production Department Procedure: PRODUK.02
· Site Maintenance Procedure: ENGUK.02
· Audit and Inspection Procedure: QSE.03
· Risk Assessment Procedure: QSE.09
· Competence, Awareness and Training procedure: HR.01
· COSHH Assessment Procedure: QSEUK.20
· Vehicle check Procedure: PRODUK.33
· Emergency Preparedness and Response Procedure: QSE.06
· Accident Incident near Miss reporting Procedure: QSE.10
· Internal and External complaints procedure: QSEUK.23
· Plant / Process record sheets.
· PPC Permit VP3030BX.

· Environment Agency guidance document (The Inorganic Chemicals Sector (EPR 4.03)
· SALUK.02 Commercial and Sales Department Procedure

· Hazardous waste regulations 2005.

· The waste (England and Wales) Amended Regulations 2011.

· Befesa site odour management plan.

4. Responsibilities:
4.1 The Pre-Treatment Manager is responsible for ensuring compliance with all requirements of this procedure.

4.2 All operational staff will be responsible for reporting any odour problems immediately to the QSE Manager (or designated responsible person). 

5. Vehicle control and weighbridge operation for material receipts and dispatches.
5.1   The daily goods review meeting is attended by Pre-treatment Manager, Plant Manager, QSE Department and Commercial and Sales Department representatives.
Topics discussed are:

· Stocks

· Receipts for the coming days and weeks.

· Product quality issues.

· Sample requirements

· Deliveries booked in

· Production requirements and current / expected treatment rates

· Materials dispatch requirement

· Internal oxide movements

· Operational issues, including non-conformances.

· Vehicle maintenance issues.

· Weather conditions, wind direction and impacts.

5.2   All materials are received into the site are via the site’s weighbridge between the hours of 08:00 and 16:00 Monday to Friday. In exceptional circumstances deliveries may be received on a Saturday but only by prior arrangement with the Plant Manager and Pre-treatment Manager. Any weekend deliveries will only be received between the hours of 07:00 and 12:00 on a Saturday as per the companies operating licence. All dispatches from the site must be completed by 18:00 Monday to Friday and 12:00 on a Saturday.
5.3   All materials received or dispatched by the site are controlled by the Pre-treatment Manager of nominated deputy. 
5.4   It is the responsibility of the Pre-treatment Manager or nominated deputy to inspect that all vehicles are sheeted on arrival, ensure that only as many vehicles enter the site’s inner perimeter, as there are loader operators to supervise the vehicles in the relevant loading / unloading area. This is to ensure each vehicle is strictly controlled within the site and to ensure that the vehicles and the drivers adhere to the site’s relevant health, safety and environment systems and procedures. Any vehicle that is not sheeted on arrival must be reported to the Pre-treatment Manager, QSE Manager or Plant Manager and an internal complaints form raised.

5.5   The pre-treatment personnel issue all vehicle drivers entering the site for the first time with a set of driver site rules. This is recorded in the weighbridge cabin by the relevant pre-treatment operator. It is the responsibility of the pre-treatment operators to ensure that the drivers of all vehicles abide by the site rules. Any failure to obey the site rules must be reported to the Pre-treatment Manager, QSE Manager or Plant Manager and an internal complaints form raised.
5.6   All trucks / wagons leaving the site are required to be sheeted and wheels washed. This requirement is monitored and enforced by the all site personnel, but is the responsibility of the relevant pre-treatment operator in charge of the vehicle at that time.
5.7 The site receives a number of types of raw material for processing:
· Salt slag.
· Aluminium dross.
· Foundry sand.

· Spent pot-liner cut 1

· Spent pot-liner cut 2

· Aluminium scraps.
5.8 All materials to be received or dispatched by the site are booked into the site’s goods handling log by Sales Support or nominated deputy. The number of loads to be accepted of each material each day is agreed in advance by the Plant Manager or nominated deputy. Each vehicle booking will be given a time slot by Sales Support or nominated deputy. An internal complaint form must be completed and the Plant Manager and QSE Manager notified for any vehicles that arrive at site that have not been pre-booked.
5.9 The relevant unloading area for each material received is discussed at the daily goods review meeting in conjunction with the Plant Manager, Pre-treatment Manager or nominated deputies. All materials are received and unloaded in designated storage areas as required by the sites PPC licence AZ3030BX and local planning authorisation. Any stock issues or problems associated to the receipt or dispatch of materials are discussed at this meeting and the relevant action taken to ensure compliance with the site standards, procedures and Environment Permit. 

   5.10
Once agreed and the relevant pre-treatment operator is available, the vehicle is directed to the relevant area where the material is to be unloaded or collected. The vehicle is supervised at all times in the inner perimeter by the relevant vehicle driver and a pre-treatment operator. 
5.11
For unloading the Pre-treatment Manager or nominated deputy will advise which bay the material is to be unloaded into. The relevant pre-treatment operator will also ensure that personnel are restricted from the tipping area to avoid injury.

5.12 The Pre-treatment Manager or nominated deputy will ensure that all hazardous waste receipts are accompanied by a hazardous waste transfer note before tipping and that the material is as described dry without any elevated odour levels. If the notes are not correct or not available or the material is not as described, this must be reported to the Pre-treatment Manager, QSE Manager or Plant Manager and an internal complaints form raised and the relevant action taken.

5.13 If the relevant bay is clear for unloading then the storage area door is opened, the vehicle reversed in and the material tipped. After tipping the vehicle is driven out and the storage area door closed.
5.14 If spillage of any materials occurs outside the designated area, then material will be cleaned up immediately and placed in the steel bins for recycling into the plant. The Pre-treatment Manager or nominated deputy will also be informed.
Refer to the electronic material safety data sheets (MSDS) located in the electronic QSE sub-folder QSEUK Product Specs and SDS. These documents detail procedures for handling spillage, first aid measures and PPE required.

5.15 All loads are weighed on arrival and departure and entered in to the sites ERP systems and a weighbridge ticket is generated gross and net weight of the load. This is then passed along with the delivery note supplied by the hauler to the sales administration office for processing.

5.16 All materials received by the site are automatically scanned for radioactivity. The Plant Manager will be notified immediately if any load is identified as radioactive and the relevant actions taken. The vehicle will be prevented from passing over the weighbridge and tipping. The load will not be allowed to leave site and the Environment Agency will be consulted for advice.
5.17 All loads are inspected by the pre-treatment operators before unloading. If any material is suspected of failing to meet the required specification (Wet, elevated odour levels, hot material and other contaminants) then it is quarantined and the Pre –treatment Manager, QSE Manager or Plant Manager informed immediately and an internal complaints form raised and the relevant action taken.
5.18 All associated documents related to deliveries and despatched materials are collected by pre-treatment personnel and returned to the main office area for filing on a daily basis.
5.19 The site has a designated skip area with a skip area location plan displayed at the weighbridge.  It is the pre-treatment operator’s responsibility to ensure that all skips of materials stored in this area are fully sheeted as required by the site PPC licence VP3030BX and local planning consents.
5.20 The site has a raking platform, this is to be used when material is loaded into a vehicle and the load requires levelling off prior to sheeting and leaving the site. It is the Pre-treatment Manager’s or nominated deputy’s responsibility to ensure this is equipment is used when required.
5.21 All vehicles leaving the site loaded must be fully sheeted it is the pre-treatment area operator’s responsibility to ensure all vehicles are sheeted prior to exiting the sites internal barrier system.
6. Despatches
6.1 The site generates a number of products; recovered materials and Waste
      Streams which can be classed under the four headings:
· Saleable products

· Recovered materials.

· Waste for landfill 

· Waste for recycling.

Material under these categories will be dispatched from the site in similar ways.

6.2 The empty transport will be weighed on the weighbridge entered in to the ERP system and again when loaded. A weighbridge ticket is generated detailing the load type, net weight, customer / destination. Again this note is passed to the sales administration department for processing.

6.3 Any waste requiring transportation under special waste documentation is generated by the QSE Department and the relevant documentation issued to the pre-treatment operator prior to any dispatch.
6.4 Internal material movements Oxide Storage facilities.
6.5 Oxide samples are taken from material produced each shift these samples are labelled and placed within the daily sample collection point.

6.6 The oxide samples are analysed by the QSE Department daily and the results recorded within the daily laboratory record sheets and also within the production monitor.

6.7   Oxide movements are restricted to ensure the prevailing weather conditions are considered ensuring minimal impact on any sensitive receptors these are discussed at the daily goods review meeting. . The oxide moved within the plant storage area into segregated sections for up to three days, after which time the material is moved to the Mere side Oxide storage building. (The roller door must be closed when vehicles are not being loaded)
Caution: the vehicle driver when working in this area must ensure

•
The external hazard warning lights are operational.

•
The vehicle lights are operational.

•      The correct respiratory personal protection is worn (half face filter mask)
6.8   Internal material movement to the Mere-side oxide final storage facility from the interim oxide storage area is controlled by the pre-treatment personnel Oxide movements are restricted to ensure the prevailing weather conditions are considered ensuring minimal impact on any sensitive receptors these are discussed at the daily goods review meeting. The material consists of three types BFA (Befesa fine aggregate) BSEA Befesa silicon enriched alumina and BCEA Befesa carbon enriched alumina. The material segregated, tested and then pre-cooled for three days in the interim storage area prior to being loaded in to the empty vehicle, all loading must be completed to ensure minimal fugitive emissions from the interim storage area and once completed the vehicle is sheeted and directed as required to the weighbridge and weighed. (The roller door must be closed when vehicles are not being loaded)
6.9 The vehicle is then directed from the weighbridge if required to the final oxide storage facility if required via the wheel wash station.
6.10 The Mere-side oxide final storage roller shutter door is opened and the vehicle supervised into the receiving area by the pre-treatment area operator and the door closed after the vehicle has entered.
6.11 Pre-treatment personnel will supervise all unloading of material within the Mere-side oxide final storage and each load inspected to ensure only oxide is accepted and segregated in to the appropriate storage bays.
6.12 When the vehicle has completed unloading, the empty vehicle is sheeted and the roller shutter door is then opened and the vehicle is directed to the weighbridge if required, once the vehicle has cleared the door, the door is closed. 
6.13 The vehicle is then reweighed if required and the internal site documentation is completed.

6.14 The vehicle is then directed to the wheel wash station as required and the driver instructed to wash all the vehicles wheels clean.
6.15 Once unloading has been completed the acceptance area and roadway is inspected and swept.

7.  Operations within the Mere-side final oxide storage facility

7.1 The pre-treatment personnel are responsible for rotating the oxide products within the storage facility. This is completed using a bucket loader in designated bay areas.  Any operation within the BFA storage facility must be completed with the access roller shutter door closed to prevent fugitive emissions.

7.2 Within the Mere-side storage area there are a number of bays set aside for Oxide material. The material is flailed and worked within this area as required until ready for despatch to customers, with the doors of the building closed.
Caution: the vehicle driver when working in this area must ensure:
•
The external hazard warning lights are operational.

•
The vehicle lights are operational.

•
The correct respiratory personal protection is worn (half face filter mask)

7.3   Samples of the material within the bays are taken as required, the samples labelled with the relevant bay numbers and placed within the sample station collection point. 

7.4   The samples are analysed for chlorides and the results made available at the daily review meeting where the Pre-treatment Manager is advised of which material can be used for dispatch to the relevant customers. 

7.5    The bays will also be tested for temperature and material will only be despatched when within the required temperature specification.
7.6   For material dispatch, the pre-treatment personnel will supervise all loading of material within the facility and each load inspected to ensure the correct material is despatched. All loading of material is done with the doors closed. All vehicles are sheeted prior to leaving the Oxide storage facility.

7.7    The empty vehicle is directed to the weighbridge for weighing in using the Avery weigh system; and ERP systems this system is a computer based data base system.

7.8
The vehicle is then directed to the storage facility for loading by the pre-treatment operator. 

7.9
All loading is completed with the roller shutter door closed to prevent any fugitive emissions. 

7.10 Before loading, the relevant operator must be informed of which bay the material is to be loaded from. 

7.11 A composite sample must be taken from each load of material despatched. The sample must be labelled with the customer detail and handed to the laboratory for testing.
7.12 A material despatch sheet must be completed for each load (Appendix A) and returned to the QSE office on a daily basis for record retention.

7.13 Any material found to be out of the required customer specification must be reported to the Plant Manager and QSE Manager so the relevant corrective action can be implemented.

7.14 Once loaded the vehicle must be sheeted before leaving the loading area.

7.15
Once the loading has been completed the vehicle is then directed to the weighbridge for reweighing. The details are again entered in the Avery system and ERP systems and a ticket is printed off. The ticket details 

•
Date 

•
Vehicle registration.

•
Weight in.

•
Weight out.

•
Loaded by 

•
Company Despatched Address.

7.16
A copy of the ticket is given to the driver all other copies are retained by the weighbridge and returned to the sales department on a daily basis for filing within the administration filling system.
8. Materials Rejection

8.1   If any material for receipt into or dispatch from the Oxide storage facility is suspected of failing to meet the required specification then it should be quarantined and the QSE Manager or Plant Manager informed immediately and the appropriate testing arranged.
9. Oxide Storage Site Inspections

9.1 The Oxide storage facility will be inspected on a daily basis and results recorded in the relevant log.
10. Internal Vehicle and vehicle checks
10.1 It is the responsibility of the Pre-treatment Manager or nominated deputy to ensure that all site production and pre-treatment vehicles, are maintained and are fit for purpose.

10.2 It is the responsibility of the Pre-treatment Manager to confirm that each leased vehicle on site has an up to date LOLER certificate issued by the vehicle leasing agents and to maintain copies of such up to date certificates. 

10.3 The pre-treatment operators are responsible for completing all internal vehicle checks prior to use and at the start of each day. The results of the daily inspections are recorded in the relevant checks sheet. The vehicle check sheets are taken to the daily materials meeting and any actions implemented. The relevant actions are recorded in the daily vehicles checks record book. 
10.4 Service records for bucket loaders, Nibbler and FLTs are located in the QSE files.
11. Material pre-dispatch inspection.
11.1 All materials despatched from site undergo a visual inspection by the pre-treatment area operatives. 

11.2 An inspection sheet is completed for each individual despatch (Appendix A) and returned to the QSE Manager each day for review.

11.3 The Inspection sheets will be filed in the QSE filling system and records kept for up to one month.

12. Odour Management.

12.1 All operational staff will be responsible for reporting any odour problems immediately to the QSE Manager (or designated responsible person). 

12.2 Daily site monitoring is undertaken at the site boundary and other agreed locations by QSE department. 

12.3 Any elevated levels of odour identified by the monitoring programme will initiate the internal / external complaints reporting procedure along with Accidents, Incidents and Near Misses Reporting procedure. 

12.4 The QSE Manager and Plant Manager (or designated responsible person) will carry out a range of checks at the identified source of the elevated levels to ensure the plant is being operated in line with Befesa procedures and to ensure that any improvements required to minimise the odour levels are made. 

12.5 To further mitigate the elevated odour levels, the following actions shall

also be considered.

•
The risk associated with the odour is assessed and if necessary the processing plant in operation at the time of the odour complaint will be temporarily shut down to avoid further odourous releases. 

•
All other duties for QSE staff and managers will be suspended and the staff re-employed in the immediate investigation of the odour.

12.6 Once the improvements identified by the QSE Manager, Plant Manager (or designated responsible person) have been completed, the manager will commission a further odour assessment to ensure that the improvements have addressed the source of the elevated levels. If the elevated levels are still present then the manager will repeat the request for improvements and subsequent assessments until the odour has abated.

13. Pallets

13.1 The Pre-treatment Manager or nominated deputy ensures pallets that are delivered to the site are unloaded and stored in the appropriate pallet storage area away from the main production areas.

13.2 Any Pallets that are required for production are requested by the area Manager or nominated deputy. 

13.3 The Pre-treatment Manager or nominated deputy will then ensure that the pallets are taken from the storage area to the relevant production area for use.

13.4 Any pallets that are damaged or arrive at the site from other deliveries are taken from the relevant areas by the Pre –treatment Manager or nominated deputy and are stored away from the main production areas.

13.5 An external contractor recycles any scrap pallets generated by the site. This is organised by the Pre-treatment Manager. Records are kept in the QSE central filling system. The QSE Department in conjunction with the external contractor will ensure the correct description of the waste. 

14. Used Tyres.

14.1 The Pre-treatment Manager or nominated deputy will arrange for service engineers to replace worn or damaged tyres as required if faults have been reported as part of the daily inspections

14.2 When a tyre is replaced, as part of routine servicing or due to a reported fault the Pre-treatment Manager will ensure that any tyres removed are stored in a suitable area for disposal.

14.3 Waste Tyres are disposed of or recycled by an external contractor. This is arranged by the Pre-treatment Manager or nominated deputy. Records are kept in the QSE central files system. The QSE Department in conjunction with the external contractor will ensure the correct description of the waste. 

15. Production Raw Material Deliveries.
15.1.
All vehicles arriving on site during normal working hours must report to the Pre-treatment operator, where the load or empty weight will be recorded. 

15.2.
For tanker offloading the pre-treatment operator will contact the duty Shift Manager and the driver will be directed to the control room by driving clockwise around the outside of the plant.  

15.3.
The vehicle drivers will report to the control room cabin. The documentation will be checked to verify the correct material is to be delivered.  At this point any Hazardous Identification plate will be checked to ensure it correlates with the documentation.

15.4.
On completion of the delivery the vehicle will continue in a clockwise direction around the plant.

15.5.
All relevant documentation will be handed to the Shift Manager on departure. The vehicle should be re-weighed at the weighbridge as it leaves the site. 

16. Sulphuric Acid.
16.1
Deliveries will be arranged by the Production department.

16.2.
Only one tanker can be present in the loading bay at any time.

16.3.
On arrival at the control room the delivery notes and tanker hazard plates will be checked.

16.4.
The Shift Manager will assign an operator to the tanker operation and issue the appropriate key to release the blank flange from the connection point.

16.5.
The operator and driver must wear the appropriate PPE, i.e.

•
Helmet

•
Face visor

•
Green chemical suit

•
Chemical gloves

•
Chemical resistant footwear.

16.6.
The operator will visually check the levels in the appropriate tank and ensure there is sufficient available capacity within the tank to accept the delivery. Confirm temperature of bulk material, the temperature must be 40oC or less prior to delivery to the storage tanks.

•
Safety Note – Sulphuric Acid is highly corrosive and represents a danger to man and equipment if handled incorrectly. In the event of a spillage Material Safety data Sheets are available electronically for reference in the Shift Control Room. 

16.7
The operator will check that the safety shower is operational, that water is available via the hose reel.

16.8.
The operator will remove the appropriate flange to enable the tanker driver to connect up to the connection point.

16.9
The operator will check the Acid Tank bund for leaks before commencing offloading. Any leaks should be reported to the Shift Manager who will advise whether the material should be off-loaded.

16.10
Once connected the operator will ensure the following valves are set.

•
Sulphuric acid, close drain valve 709 and open inlet valve 714.

16.11 The tanker driver will then discharge the tanker. During the delivery the operator will initially check for leaks from the tanker connections and continually observe the tank level.  The delivery will be stopped if there is a problem.

16.12
On completion of the transfer and subsequent blow through the operator will close the inlet valve and the driver will disconnect the coupling.

16.13
The driver will hose down the delivery lines to the moat sump and can then leave site via the weighbridge.  The operator will hose down any spillages to the sump.

16.14
The operator will open the drain valve to drain line contents to the sump.  The operator will flush the line with water via the inlet valve to drain via the drain valve, closing both valves on completion.

16.15
The operator will replace the blank flange.

16.16
If a spillage occurs within the bund then an assessment will be carried out to ascertain if the material can be pumped back into the sulphuric acid tank. And an Accident Incident Near/Miss report completed.
16.17
If a spillage occurs outside the bund then refer to QSE/Emergency/01 Procedure for advice. An electronic copy is located within the plant control room.
16.18 The documents will be checked and retained for returning to the Sales support office for retention and filing and entering on to the ERP systems. .

Refer to the electronic material safety data sheets (MSDS) located in the electronic QSE sub-folder QSEUK Product Specs and SDS. These documents detail procedures for handling spillage, first aid measures and PPE required.

17.  
Liquid Nitrogen

17.1.
Nitrogen supply will be automatically monitored and ordered from Air Products via a telemetry link.  This may lead to deliveries outside of normal hours.

17.2
Once documentation has been checked, the Air Products driver will deliver the material. The documents will be checked and retained for returning to the Sales support office for retention and filing and entering on to the ERP systems. .

17.3
If a major spillage of this material occurs, the area should be cleared until the material has completely evaporated and the area checked for oxygen level.   

17.4 Any spillage must be reported and an Accident, Incident Near/Miss Report completed

SAFETY NOTE: Confirm that liquid nitrogen and not liquid oxygen is being delivered.

Refer to the electronic material safety data sheets (MSDS) located in the electronic QSE sub-folder QSEUK Product Specs and SDS. These documents detail procedures for handling spillage, first aid measures and PPE required.

18.  
Gas Oil.

18.1.
Gas oil deliveries will be arranged on a regular basis by the Production Department.

18.2.
On arrival at the weighbridge the documentation and tanker hazard plate will be checked.

18.3
The tanker will be directed to the relevant tank by the pre-treatment operator and the shift manager informed.

18.4
The available capacity within the tank will be verified by referring to the level gauge.

18.5
The driver will connect up to the tank inlet where on opening the manual valve delivery will commence using the tankers pump.

18.6
On completion of the delivery, the tanker will proceed to the weighbridge where the documents will be checked and retained for returning to the Sales support office for retention and filing and entering on to the ERP systems. .

18.7
If a spillage occurs within the bund, the Shift Manager and QSE Manager should be informed and arrangements should be made to have the material removed to an approved disposal site and an Accident, Incident, Near/miss form completed.
18.8
If a spillage occurs outside the bund it should be absorbed into spillage granules, located in the spill kits on site, the contaminated granules should then be placed in the labelled contaminated granule containers. For major spillages refer to QSE/Emergency/01 Procedure for advice. An electronic copy is located within the plant control room.
Refer to the electronic material safety data sheets (MSDS) located in the electronic QSE sub-folder QSEUK Product Specs and SDS. These documents detail procedures for handling spillage, first aid measures and PPE required.

19.  
Kerosene.

19.1.
Kerosene deliveries will be arranged on a regular basis by the Production Department.

19.2.
On arrival at the weighbridge the documentation and tanker hazard plate will be checked.

19.3
The tanker will be directed to the relevant tank by the pre-treatment operator and the shift manager informed.

19.4
The available capacity within the tank will be verified by referring to the level gauge.

19.5
The driver will connect up to the tank inlet where on opening the manual valve delivery will commence using the tankers pump.

19.6
On completion of the delivery, the tanker will proceed to the weighbridge where the documents will be checked and retained for returning to the Sales support office for retention and filing and entering on to the ERP systems. 
19.7
If a spillage occurs within the bund, the Shift Manager and QSE Manager should be informed and arrangements should be made to have the material removed to an approved disposal site and an Accident, Incident, Near/miss form completed.

19.8
If a spillage occurs outside the bund it should be absorbed into spillage granules, located in the spill kits on site, the contaminated granules should then be placed in the labelled contaminated granule containers. For major spillages refer to QSE/Emergency/01 Procedure for advice. An electronic copy is located within the plant control room.

20.
Caustic, Hypochlorite, Salt, Flocculent and De-foaming agent.
20.1
Deliveries will be arranged by the Production department.

20.2
After reporting to the weighbridge the driver will report to the Shift Manager at the Control Room.

20.3
The Shift Manager will verify the quantity to be delivered, and in the case of caustic soda the number of empties to be collected.
20.4
A licensed forklift operator will be allocated to offload the materials to a location assigned by the Shift Manager.

20.5
On completion of delivery the vehicle will continue in a clockwise direction around the plant.

20.6
All relevant documentation will be handed to the Shift Manager on departure. The vehicle should be re-weighed at the weighbridge as it leaves the site where the documents will be checked and retained for returning to the Sales support office for retention filing and entering on to the ERP systems. .

20.7
In the event of a spillage the material should be absorbed into the absorbent granules from the spill kits, and the contaminated granules transferred to the correct containers for disposal and an Accident, Incident, Near/Miss form completed. For major spillages refer to QSE/Emergency/01 Procedure for advice. A copy is located electronically within the plant control room.
Refer to the electronic material safety data sheets (MSDS) located in the electronic QSE sub-folder QSEUK Product Specs and SDS. These documents detail procedures for handling spillage, first aid measures and PPE required.
21.   Propane.

21.1.
Propane deliveries will be arranged on a regular basis by the Production Department.

21.2.
On arrival at the weighbridge the documentation and tanker hazard plate will be checked.

21.3
The tanker will be directed to the relevant tank by the pre-treatment operator and the shift manager informed.

21.4
The available capacity within the tank will be verified by referring to the level gauge.

21.5 The tanker driver will set out traffic cones to restrict vehicle access while unloading.

21.5
The driver will then connect up to the tank inlet where on opening the valve delivery will commence using the tankers pump.

21.6 On completion of the delivery the driver will disconnect the relevant hoses and remove the traffic cones. The tanker will proceed to the weighbridge where the documents will be checked and retained for returning to the Sales support office for retention filing and entering on to the ERP systems.

Refer to the electronic material safety data sheets (MSDS) located in the electronic QSE sub-folder QSEUK Product Specs and SDS. These documents detail procedures for handling spillage, first aid measures and PPE required.

22. Appendix A

Pre-Shipment Inspection Form
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