





CITY & COUNTY OF SWANSEA
WASTE MANAGEMENT
[image: image1.emf]Head of Service –Waste Management

Group Leader -Operations

Team Leader -Baling Plant & 

HWRCs

Landfill Site Manager

Environmental Quality 

Officer

Operations Supervisors x 3

Landfill Supervisor

Ops & Tech 

Support 

Chargehand

Tradeperson 

Chargehand

Civic Amenity 

Sites Ops & Tech 

Support 

Chargehand

Weighbridge Clerk

Monitoring Officer

Plant Operatives x 2

HGV Drivers x 7

Vehicle Maintenance 

x 2

Operational 

Chargehands x 3

Tradesperson 

Welder 

Fabricator

Baling Plant x 9

Clyne x 8

Garngoch x4

Penlan x 2

Tir John x 2

Chargehands x 2

Litter Picker x 2

Plant Operatives 

x 10

Recycling 

Assistants x 32

Tradesperson 

Welder’s Mate

Tradesperson Bailing 

Maintenance x 2

WEEE Technician

Janitor

Shop x2

WAMITAB Qualified

Team Leader -Refuse

Operations Supervisors x 3

Refuse Collectors


Contents

Section
Heading





Page
Introduction to Waste Management

 3

1

Site Roles & Responsibilities


4
2

Scope





7

3

Policy Statement




8
4

Planning





9

5

Implementation & Operation


9
6

Checking & Corrective Action

 
11
7

Management Review



11

The City and County of Swansea Waste Management Services is made up of refuse and recycling services, a Baling Plant Transfer Station, Tir John Landfill Site and five Household Waste Recycling Centres (HWRCs).  For the purposes of this IMS the Baling Plant Transfer Station and Llansamlet HWRC are included within the scope of the system.
Introduction

Bailing Plant

The Baling Plant is a waste and recyclates storage and transfer station which is used for the baling of wastes for onward recycling, such as cardboard, paper, plastic, aluminium cans and electrical goods. Recyclable materials are brought into the Baling Plant via the domestic collections and CA Site transfers.  The materials are stored separately, sorted and baled where necessary prior to being exported for recycling.  Residual wastes are loaded onto vehicles and sent off-site for disposal to landfill.   
Household Waste Recycling Centres
There are currently five HWRCs.  They vary in size and in the types of recyclates they accept from the public.   Recycling waste from these sites is transferred to the Baling Plant and General Waste is taken to Tir John Landfill Site.

Tir John Landfill Site

Tir John Landfill site is a 36 hectare, partly operational non-hazardous landfill site situated at Wern Terrace, off Fabian Way, Port Tennant, Swansea.  
The site consists of a number of closed landfill cells (Cells 1 to 4b and Cells 5 to 14), an operational cell (Cell 15) and future proposed cells (Cells 16 and 17).

In addition to the landfill cells, the site includes a perimeter zone, leachate collection system, surface water attenuation system, landfill gas extraction system, access roads and office and welfare infrastructure. The installation also incorporates an extensive network of leachate, landfill gas and groundwater monitoring boreholes.

Integrated Management System Manual

This IMS Manual has been developed to demonstrate CCS Waste Management Service’s commitment to providing an IMS within the Baling Plant and Household Waste Recycling Centres.  The service has committed itself to continuous improvement of its quality, health & safety and environmental performance.  The system is based on the plan, do, check, act methodology of continual improvement as set out in Fig 1.  
Fig. 1 IMS model for the International Standards ISO9001, ISO14001 & OHSAS 18001

1.0 
 Site Roles and Responsibilities

1.1 
Introduction

The management of the sites is the responsibility of the Waste Management Head of Service, who is supported by the Group Leader - Operations and Team Leader together with a team of on-site staff. A copy of the site organisation chart is set out below. Role descriptions for site staff are set out below, but copies are also maintained at the Baling Plant.
The senior management team and staff have identified the key business processes.  These processes have been referenced within this manual and their continued suitability is reviewed as part of management review meetings.

The service’s two principle processes are the management system process and the service delivery process.  There is interaction between these two processes where the outputs of the management systems ie customer requirements/satisfaction are the inputs for the service delivery process.  In addition there are internal shared processes that form a part of the management system and service delivery process.

The shared processes of Waste Management Services, namely Procurement, Appraisal, Training, Complaints, Communication, Monitoring interact where the output of, for example, the Appraisal process provides the input for the Training process, the output of the Communication and Consultation process provides the input for the Monitoring process and the output of Complaints feed into the inputs for Procurement and into the main Service Delivery process and so on. Through the IMS manual everyone in the service is familiar with these processes.
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1.2   
Responsibilities of the Head of Service
The overall responsibility of the Head of Service includes operational responsibility to develop and lead the Council’s Waste Collections and Recycling Services, Baling Plant & Transfer Station, 5 HWRCs and Tir John Landfill site and all 350 associated staff members.  Ensuring that these functions operate within the Council and the Welsh Government’s Policies and Strategies to achieve the objectives and performance standards set for each function within the allocated budgets.  He has ultimate responsibility for all Quality, Environment and Health & Safety management issues.  The Head of Service ensures the availability of adequate resources, including time and equipment, in order to establish, maintain and continually improve the Integrated Management System.
1.3 Responsibilities of the Group Leader - Operations
The Group Leader - Operations has the responsibility for the management of the refuse and recycling operation, the Baling Plant Transfer Station, the five HWRCs and the landfill site ensuring the IMS is implemented and maintained.  

1.4
IMS Representative is responsible for:

· Ensuring that an IMS is established, implemented and maintained in accordance with the requirements of the International Standards.

· Reporting to top management on the performance of the environmental management system for review, including recommendations for improvement.
· Advise line management on site of quality, environmental and health & safety matters and manage this process to ensure all advice is incorporated into day to day processes and operations

· Prepare annual quality, environmental and H&S audits.

· Complete prevention inspections on a regular basis and ensure records are maintained on the same.

· Ensure that reports on the performance of the IMS are presented to the Group Leader - Operations for review and used as a basis for continual improvement.

1.6      H&S and Environment Group
· The H&S and Environment Group has been set up in order to provide a link between Senior Management and other staff.  The Group consists of members from different functions within Waste Management Services who are responsible for relaying any H&S or environmental concerns or suggestions from staff in their area as well as reporting on the activities for which they are responsible.  It is chaired by the Group Leader – Operations. The H&S Group will meet on a quarterly basis and the agenda shall include:

· Accidents and Near Misses

· Progress against H&S objectives

· Evaluation of training programmes

· Staff concerns, queries and suggestions

· Update on previous actions 
1.7
All Employees

All employees are responsible for the implementation of the policy and procedures applicable to the processes and activities they perform.  Employees are motivated and empowered to identify and report any known or potential problems and recommend related solutions through internal audits, the corrective action process or via their Employee Representative to the H&S Group or Environment Group.  Detailed responsibilities and authorities for IMS implementation and improvement are contained in lower level documents referenced throughout this manual.

2.0 Scope of Registration

Baling Plant (IMS)
The provision of a Waste and Recyclate Storage and Transfer Station utilised for the storage and treatment of waste in accordance with the Waste Licence requirements. 
Civic Amenity Site (Llansamlet) (IMS)
Household Waste Recycling Centre for the disposal of domestic waste and recyclates including aluminium foil, batteries, books, cans, cardboard, carpets, cooking oil, electrical goods,  fridges, fluorescent tubes and energy saving light bulbs, gas cylinders, glass,  green waste, inkjet/toner cartridges, large domestic appliances (Cookers, Washing Machines, Dishwashers etc),  mattresses, mixed plastic, mobile phones, paint and household chemicals, paper,  polystyrene, scrap metal, shoes,  televisions and monitors, Tetra Pak cartons, textile/clothes, waste engine oil, windows/plate glass and wood for the residents of Swansea

 Tir John Landfill (EMS only)

The provision of a landfill management system in accordance with the PPC permit requirements including: waste acceptance and disposal, the management and monitoring of groundwater, surface water, landfill gas, landfill leachate and miscellaneous nuisance such that the landfill does not affect the local environment.
3.0   
POLICY STATEMENT

In line with the City & County of Swansea’s priorities and the permit conditions Waste Management Services aim is to deliver services for a greener, safer and more prosperous Swansea.  This includes improving and protecting our environment as well as making the best use of resources.  To help achieve this, the Baling Plant and HWRCs are committed to achieving and implementing the requirements of the ISO9001, ISO14001 and OHSAS18001 through the Integrated Management System.   

Our Integrated Management System supports the business aims and this Business Manual forms a basis for communicating the principles of the management system throughout the Baling Plant and HWRC.

The main themes of service delivery, customer satisfaction, environmental and safe delivery of the service and continuing improvement will be achieved through consultation and our business objectives:

· A Commitment to meeting customer requirements

· Ensuring teams and staff communicate effectively

· Working collaboratively to provide cost effective services

· Continual service improvement 

· Reviewing the system annually to ensure that business objectives are being achieved.

· Providing Sustainable Services

· Ensuring compliance with relevant legislation, regulations and other codes of practice relevant to the business.
· Avoiding waste and encouraging the conservation, reuse and recycling of resources wherever possible
· Focusing on addressing the key issues described in the environmental review that relate to environmental improvement, such as Waste, Energy, Transport and general management of the various aspects of the site
· Provide adequate arrangements to ensure that employees or their representatives are given every facility for consulting with management in promoting and developing measures to ensure the health and safety at work of all employees
· Implement systems and procedures that demonstrate our commitment to ensuring all our operations are executed at all times in such a manner that persons are not exposed to risks of injury or ill health and that pollution of the environment is prevented.

The Policy will be subject to annual review and will be communicated regularly to all staff and made available to all interested parties.
Signed:
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Date:    9th July 2014
(Chris Howell – Head of Service) 

Signed:
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(Wynn Lawrence – Group Leader–Operations)
4.0
Planning
 4.1
Environmental Aspects
A preliminary review has been carried out on the operations and activities of the Baling Plant, and Llansamlet Civic Amenity Sites.  This review identified the environmental impacts and the relevant legislation.  This review is used as the basis for developing the site’s Integrated Management System.

A register of Environmental Aspects has been prepared from the information obtained from the preliminary review and from additional consideration of the site’s activities and operations. The Register of Environmental Aspects is amended and updated in accordance with the findings of internal and external audits of the site’s operations as well as results considered appropriate during Management Review.  The Register of Environmental Aspects is for internal use only and will not be made available to external bodies or the public.
Significant health and safety risks are determined through the use of various risk assessments before appropriate control measures are identified and implemented in order to eliminate or reduce the level of risk from the activity. The results of these assessments are documented and all affected people are made aware of both the risks and the control measures that are in place to deal with them. (For further information see QEHS01 – Aspects, Impacts and Risk)
4.2
Legal and other Requirements

All applicable environmental and health and safety legislation and any other requirements which relate to the site’s activities have been identified.  These are documented in the Register of Legislation. The Register is maintained and updated via subscriptions to an external legal update service, as well as through the review of environmental bulletins and legislation updates provided via NRW/EA Website, GOV UK/DEFRA and the HSE.  (See QEHS02 – Legal & Other Requirements)
4.3 
Objectives and Targets

Senior management has established specific objectives and targets contained with the Waste Management Business Plan and Baling Plant Action Plan based on information contained in the register of environmental aspects, the results of health and safety risk assessments, the register of legislation and from Enforcing Authority reports.
Programmes for achieving the objectives and targets have been established at all levels of the organisation. The programmes include timescales and the means by which objective and targets will be achieved along with those persons responsible for achieving them. Those responsible for achieving individual targets will ensure that progress is monitored and continually reviewed. (See QEHS03 – Objectives & Targets)
5.
Implementation and Operation
5.1
Structure and Responsibility

The overall responsibility for embedding the IMS is with the Group Leader - Operations.  The Group Leader together with the IMS Representative are responsible for ensuring that the IMS is established, implemented and maintained in accordance with the requirements of ISO9001, ISO14001 and OHSAS 18001.  As part of the Management Review the IMS Representative is responsible for reporting to top management on the performance of the IMS, including recommendations for improvement. 
The organisation chart above together with the job descriptions show those members of staff who have specific responsibilities for implementing and overseeing particular elements of the IMS.
5.2      Training, Awareness and Competence

Responsibilities have been allocated for ensuring that all staff receives H&S and environmental awareness training, so that they understand:

· The importance of conformance with company Policies
· The environmental impact of their work and procedures

· The potential risks and control measures associated with their activities

· Their particular responsibilities in regard to health and safety and the environment

· The implications of any failure to observe the requirements of the IMS
Procedures have been developed to identify and respond to training needs and to ensure the competency of employees in carrying out their duties in relation to the IMS (See QEHS04 – Competence, Training & Awareness).
5.3 IMS Documentation

Waste Management operates a three tier IMS as follows:

1. Integrated QEHS Manual

2. Procedures

3. Work Instructions

5.4 Communication & Consultation
Responsibilities have been allocated and procedures established for:

· initiating the distribution of H&S and environmental information within the company

· receiving, recording and responding to external communications relating to the Service’s H&S and environmental performance originating from sources such as:

· Regulatory authorities

· The public

· Suppliers

· Customers

(See QEHS05 – Communication & Consultation and QEHS06 – Complaints)

5.5 Document & Record Control

The Service has established a formal procedure for controlling all documents and records required for the implementation and maintenance of the IMS.  All documents relating to the IMS are contained within an electronic shared server available to the majority of employees.   (See QEHS07 – Document & Record Control)
5.6 Operational Control – Service Delivery
The Service has developed quality procedures to ensure effective delivery of the service.  Clause 7.3 of the ISO9001 standard is excluded as there are no requirements for design and development within the service.  It has   identified those operations and activities that have significant environmental aspects and health and safety risks.  Formal procedures, work instructions and safe systems of work have been developed and implemented to ensure sound management of these aspects.  (See QEHS01 – Aspects, Impacts and Risk, QEHS 12 – Weighbridge Operations (Collections), QEHS12-01 – Weighbridge Operations (Delivery), QEHS13 – Purchasing, QEHS14 – Maintenance & Calibration)
Procedures ensure:

· the need to ensure compliance with the Environmental Policy and the targets and objectives.

· establishing relevant environmental criteria.  This extends also to the suppliers of goods and services

· where relevant, the desirability of being able to measure and monitor environmental impacts
5.7 Emergency Preparedness and Response

Procedures are in place to identify and respond to accidental and emergency situations.  Where practicable, these procedures are tested regularly. (See QEHS15 – Emergency Response).
6.       Checking and Corrective Actions

6.1     Monitoring and Measurement

Procedures have been established to monitor and measure the key characteristics of its operations and activities that can have significant impacts on the environment and safety as well as compliance with requirements contained in the Register of Legislation (See QEHS08 - Monitoring and Measuring).
6.2
Problem Identification, Corrective and Prevention
Procedures have been established for defining responsibility and authority for handling and investigating non-conformance within the IMS.
Circumstances which may give rise to a non-conformance include:

· failure to observe the requirements of the IMS
· as a result of internal audits

· failure or risk of failure to comply with the appropriate legislation

· complaints from sources external to the company 

Where non-conformances are identified, action is taken to mitigate any impacts that result from them (See QEHS10 – Improvement Notices).
6.3 IMS Audit

A programme of management system audits has been developed and procedures for these audits have been established in order to determine whether the management system is functioning properly and to provide information to management. (See QEHS09 – Internal Audit)
7.        Management Review

7.1      Protocol for the Management Review

Reviews are held at least once per year and are attended by the Group Leader - Operations, Team Leader and IMS Representative.
The following issues are addressed during the review:
· Analysis of Improvement Notices, Customer Complaints Forms and related Corrective and Preventive Actions

· Review of the results of Internal/External Audits. 

· Review and update of Objectives, Targets and Improvement Programmes.

· Review and update of plans for operating the Management System.

· Review of the effectiveness of internal/external communication systems 

· Analysis of Accident/Near Miss reports and statistics

· Review of customer feedback and actions required to improve customer satisfaction.

· A review of the company’s Safety, Health, Quality and Environmental Policies to ensure they remain valid.

· Review of potential training needs required by employees to update current competencies and/or new competencies required.

· A review of the company’s Systems Manual to confirm that they accurately and effectively describe the processes operated by the company and are compatible with the company’s current or anticipated requirements.

· Review of the Company’s legal register

· Identification of opportunities to continuously improve the Management Systems.

Actions resulting from the review are followed up to ensure they are completed through the internal audit process (See QEHS11 – Management Review)
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