Guidance for educational establishments on the disposal of Electrical and Electronic Equipment in accordance with the Waste Electrical and Electronic Equipment Regulations (WEEE)
1. Contact Technician Support Service (TSS) 
1.1. Initial contact with the Technician Resource Service (TSS) can be by telephone or email (0141 276 8550 / admin@tss.ea.glasgow.sch.uk)
1.2. TSS will email a WEEE Regulation request form to be completed by the person responsible for arranging the disposal of the waste electrical and electronic equipment (WEEE).

1.3. If required TSS staff can visit the establishment concerned and offer any advice required.

	
	School: Glasgow Primary School

	Item No.
	Item
	Make
	Model
	Serial No.
	No. of units for uplift

	1
	Computer (pc)
	Dell
	A5524
	DELL125648
	1

	2
	Computer (pc)
	Dell
	A5524
	DELL125649
	1

	3
	Monitor
	Dell
	M564
	DELL5581
	1

	4
	Monitor
	Dell
	M564
	DELL5582
	1

	5
	Printer
	Epson
	Laser56
	1235PM7
	1

	6
	Printer
	Canon
	DOT4445
	5568P
	1

	7
	Mouses
	Dell
	N/A
	N/A
	2

	8
	Keyboards
	Dell
	N/A
	N/A
	2

	9
	Television
	Panasonic
	GGFD
	556KKKN
	1

	10
	Television
	Sony
	1212MM
	55486KKM
	1

	11
	Video Recorder
	Sony
	YVF4453
	44139L
	1

	12
	Power Supply
	Unilab
	123-885
	PS14554
	1

	13
	Food Mixer
	Moulinex
	Mix44
	J11587
	1

	
	
	
	
	TOTAL
	15 items


2. Creating a list: see example above
2.1. Similar items of waste should be grouped together and not randomly added to the list.  Group all ICT equipment together (PC’s, monitors, printers, scanners, mice and keyboards) then similarly group the rest of the miscellaneous waste as required (see example above).
2.2. Provide make, model and serial number for all equipment except for peripherals such as mouse and computer keyboards, all that we require for these items is the total number for disposal.
2.3. Finally provide a total number of items for disposal.

2.4. Submit the list to TSS, were it will be checked and if necessary you will be advised about any amendments required.

2.5. When the final list is completed TSS will submit this for quote, you will be contacted promptly with a quote for disposal and transport costs.

2.6. Two orders should then be raised for the required amounts; one for Restructa (the recycling company) and one for TSS to cover the transport costs.
2.7. Please note that once the final list has been submitted; the Scottish Environmental Protection Agency (SEPA) is notified of the type and quantity of waste to be transferred for disposal.  Therefore, only equipment included in the list can be uplifted on the day for disposal:

2.7.1. You cannot SWAP items once notified to SEPA
2.7.2. You cannot ADD items once notified to SEPA
2.7.3. You cannot REMOVE items once notified to SEPA
3. Uplift
3.1. In order to transfer hazardous waste from one site to another TSS and the disposal company must first apply for permission and certification from the Scottish Environmental Protection Agency (SEPA).

3.2. TSS will contact you with a date and time for uplift of the waste.  This date is non negotiable as it is set by SEPA.

3.3. It is the responsibility of the establishment to ensure that, on the day of uplift, the waste is located in a secure area as close as possible to the uplift point i.e. not in a store on the third floor or in several locations throughout the establishment.
3.4. It is the responsibility of the establishment to ensure that the equipment that is uplifted is the equipment listed on the pre notification agreed with SEPA. (i.e. checking the serial numbers of individual equipment)

4. Paperwork

4.1. TSS will provide internal “Goods Movement” documentation to be signed by the named person at the establishment
4.2. TSS will manage and retain all WEEE related paperwork on behalf of Glasgow City Council
4.2.1. SEPA Consignment Note
4.2.2. Duty of Care Transfer Notice
4.2.3. Secure destruction certification
5. Uplift Complete
5.1. TSS will forward a copy of the secure destruction certificate to establishments as required; this should be filed as part of the Statutory Inspection Register and retained for at least 5 years.

5.2. It is the responsibility of the establishment to ensure that all items of equipment removed for disposal are removed from the school inventory using the appropriate INV2 paperwork. 
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