Template 1: Identification of responsibilities for managing waste and appropriateness of methods

	Responsibility
	Yes/No
	Comments

	Does your institution have a waste policy?
	
	

	Does your institution have a nominated waste manager/officer?
	
	

	Is anyone responsible at department/section level?  (contact details should also be included in template 3.2)
	
	

	Containers and storage for general waste
	Yes/No 
	Comments

	Are appropriate containers used for the storage of waste? 
	
	

	Who decides what storage containers are appropriate?
	
	

	Are containers properly labelled?
	
	

	Is waste stored in a specially designated area?
	
	

	Are the storage areas secure with restricted access?
	
	

	Are all employees aware of relevant waste management procedures?
	
	

	Is a licence required for any storage areas?
	
	

	If YES, is the licence displayed?
	
	

	Are there appropriate procedures in the event of an incident?
	
	

	Segregation and handling of Special/Hazardous waste
	Yes/No
	Comments 

	Are wastes properly segregated?

(special/non-special)(hazardous/non-hazardous)
	
	

	Are wastes properly labelled?
	
	

	Are waste handled in a safe manner (any hazards taken into account)?
	
	

	Are all appropriate employees made aware of procedures?
	
	

	Documentation
	Yes/No
	Comments

	Are adequate records kept of all wastes?
	
	

	Are adequate records kept of the licensed storage area?
	
	

	Are adequate records kept of the correct and safe disposal of wastes?
	
	

	Do you require documentation stating that the waste has been destroyed?
	
	

	If special/hazardous waste is produced is the site registered? 
	
	

	Has the waste carriers registration documentation been checked? Who by?
	
	


