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 - Owner - Retail Audit

Recycling proceduresSOP – 
OF0030

Private and confidential – for internal use only

Cloth Area specific colour coded cloth

PPE • Safety gloves

Chemicals • Sanitiser

Reference • Safety policies  • Risk assessment manual  • COSHH manual 
• Recycling Posters 
• SOP K0071 - Recycling procedures - Kitchen  • SOP OF0022 - Manual Handling - general   
• SOP OF0034 - Confidential media collection procedures
• SOP OF0266 - Printer toner cartridge recycling
• Energy, Environment and Recycling Guide

Equipment • Clear plastic bags  • Roll cage   • Shredding bags (blue and white)  • Plastic security tag seals 
• Security seal stickers  • Plastic bins  • Bottle skip  • Recycling bin stickers (POS-Exel) 
• Confidential media waste bags (red and white)

To be used together with this written SOP. Tap here to play 

Step 
1

Recycling bins must be set up for each of the following areas as a minimum:
• Office.
• Cellar.
• Kitchen.
• Bar.
• Hotels.

• Clearly label each bin using the relevant sticker to indicate what recyclable items 
are to be placed in it. 

• A comprehensive list of all recyclable items can be found at the end of this SOP.

Step 
2

• ��Steel and aluminium cans and plastics must be separated and returned in clear 
recycling bags.

• ��Ensure all tote boxes and plastic trays are returned.  
• ��Tote boxes must be stored in a clean, dry area with the lids closed.
• ��Tote boxes must be clean, empty and nested when returning to the NDC.
• ��Ensure that cardboard is broken down and stacked neatly in the cages.
• ��Cardboard must be segregated from all other recycling.
• �Empty, lidded chemical containers must be retuned in clear recycling bags, 

separated from other recyclable plastics. Do not return chemical containers 
for recycling if they do not have a lid securely in place.  Chemical containers 
without a lid must be disposed of in an external general waste bin.

Step 
3

Office - the following items must be recycled:
• ��Large and small coin bags.
• ��Magazines, newspapers, small pieces of card and general non-confidential 

paperwork.
• ��Printer cartridges and toners.  Refer to SOP OF0266 - Printer toner cartridge 

recycling.

Step 
4

• �All confidential waste paper must be returned to the National Distribution 
Centre (NDC) in a sealed shredding bag (blue and white) on the specified date 
of collection.

• �Secure the bag at the top using the plastic security tag and record the serial 
number from the tag on the collection note. 

• �CCTV DVDs must be returned in the specific confidential media waste bag (red 
and white). Refer to SOP OF0034 - Confidential media collection procedures.

https://vimeo.com/554648172/7398e7f4db
https://vimeo.com/554648172/7398e7f4db


V11 November 2024
 - Owner - Retail Audit

Recycling proceduresSOP – 
OF0030

Private and confidential – for internal use only

Step 
5

Cellar - the following items must be recycled:
• ��Cardboard.
• ��Plastic bottles and keg caps. 
• ��Plastic wrapping from cases and boxes.
• ��The internal plastic from bag in box wine and cider.
• ��Pump clips (for re-use - return in a separate clear plastic bag).

Step 
6

Kitchen - refer to SOP K0071 - Recycling procedures - Kitchen.

Step 
7

Bar - the following items must be recycled and returned in clear recycling bags:
• Milk bottles with lids on. 
• Plastics and plastic wrapping.
• Metal, eg cans. 
• Paper.
• Juice cartons.  These must be completely empty, and have the plastic lid/cap 

removed.  The lid/cap can be recycled with the other plastic waste.
• Condiment bottles which have been rinsed out.
• Empty, lidded chemical containers.
• Each type of recycling listed above must be in it’s own bag.  Do not mix 

recycling types in a single bag.

• Cardboard (excluding juice cartons, eg orange, apple, cranberry and pineapple 
juice).  Cardboard does not need to be placed in a bag.  Refer to step 9.

Step 
8

• ��A dedicated bottle skip must be available on the bar.
• ��The skip must be emptied into the designated glass recycling bins as required 

throughout the day.
• �Where possible, bottle skips must only be half filled such that they can be 

emptied by a single employee.
• Work in pairs when lifting full bottle skips ensuring safety gloves and safety 

glasses are worn. Refer to SOP OF0022 - Manual Handling - general. 
• ��Ensure that only glass is placed into the glass recycling bins. 

Step 
9

• ��All roll cages must be loaded correctly before being returned.
• ��All waste oil from fryers must be returned in multiples of four and placed at the 

base of the cage on 1 layer of cardboard. Subsequent layers must be neatly 
stacked onto the lid of the lower container.

• ��Cardboard must be broken down and layered neatly in a separate cage. 
• ��All other recycling must be placed in a separate cage.
• �Do not place POS recycling loose in a cage.  POS recycling must be returned in 

either a cardboard box or tote box.
• ��Do not overfill the cage.
• �Food waste, general waste, mixed bags, black refuse sacks, open tubs of oil, 

sharps, knives and glass must not be returned to the NDC.
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Step 
10

• �Agree the quantity of recycling being returned with the DHL driver and ensure 
that this is recorded on the delivery paperwork.

• Do not use black refuse bags for recycling.
• Do not empty bottle skips at times which would cause disturbance to 

neighbours.
• Do not wipe out bottle skips with your hand.  Clean using sanitiser and warm 

water.  Swirl the sanitiser solution around the bin and pour into an external 
drain.

• For all other bins, using the area specific colour coded cloth and sanitiser, clean 
the inside and outside of all bins after emptying.

• Do not send any food waste back to the National Distribution Centre (NDC).
• If recycling is not presented as per this SOP, the DHL driver will refuse to accept 

it.
• For any other items that can be recycled, eg equipment, furniture, raise a call 

out via the property maintenance system or Waste Management Team.

Recycling table on next page
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Waste disposal – quick guide 
 

IItteemm    GGrroouupp    DDiissppoossaall  rroouuttee    AAddddeedd  ddeettaaiill    

BBaarr  aanndd    
ffrroonntt  ooff  hhoouussee    

BBeeeerr  bboottttllee  ccaappss  General waste Veolia general waste 
(in clear plastic bag)     

    BBeeeerr  mmaattss  Paper  DHL 
(in clear plastic bag)     

    CCaannss    Metal, aluminium  DHL (in clear plastic bag)      

    CCiiggaarreettttee  aasshh//bbuuttttss    General waste  Veolia general waste 
(in clear plastic bag)  No hot ash in the bin  

    CCoonnddiimmeenntt  bboottttlleess    Hard plastic  DHL 
(in clear plastic bag)   

Rinse out: apply lids before 
disposal 

    CCoonnddiimmeenntt  ssaacchheettss    General waste  Veolia general waste 
(in clear plastic bag)   

    CCrriisspp  ppaacckkeettss    General waste  Veolia general waste 
(in clear plastic bag)   

    CCuussttoommeerr  wwaassttee    General waste  Veolia general waste 
(in clear plastic bag) 

Check whether any items can 
be recycled 

    FFrruuiitt    Food  Veolia – red food bin 
(in clear plastic bag)    

    GGiifftt  ccaarrddss  ((eexxppiirreedd//oolldd))    Hard plastic  DHL  
(in clear plastic bag)   

Cardboard backing  
in paper/card  

    GGllaassss  bboottttlleess    Glass  Veolia glass bin   

    JJuuiiccee  ccaarrttoonnss    
((TTeettrraa  PPaakk))    Tetra Pak DHL  

(in clear plastic bag)  
Remove plastic lid and return 
it as hard plastic  

    MMeennuuss    Paper 
DHL  
(in original box or  
clear plastic bag)  

  

    NNeewwssppaappeerrss    Paper  DHL  
(in clear plastic bag)   

    WWaatteerr  bboottttlleess    Hard plastic  DHL  
(in clear plastic bag) 

Apply lids before disposal 
(prevents any leaks)  

    PPOOSS    Paper  
DHL  
(in original box or  
clear plastic bag) 

  

    RReecceeiippttss    General waste  Veolia general waste 
(in clear plastic bag)   

    SSttrraawwss    General waste  Veolia general waste 
(in clear plastic bag)   

    VViinneeggaarr  bboottttlleess    Glass  Veolia glass bin Must be empty 

    WWeetthheerrssppoooonn  NNeewwss    Paper  
DHL  
(in original box or  
clear plastic bag) 
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Waste disposal – quick guide 
 
HHoott  ddrriinnkkss  ssttaattiioonn  

CCooffffeeee  ccuupp  
((ttaakkee--aawwaayy  ccuuppss))  General waste  Veolia general waste 

(in clear plastic bag) 
  

    CCooffffeeee  ccuupp  bbrraannddeedd  wwrraapp  
((ttaakkee--aawwaayy  ccuuppss))    Paper  DHL  

(in clear plastic bag)   

    CCooffffeeee  ggrroouunnddss    Food  Veolia – red food bin 
(in clear plastic bag)    

    CCooffffeeee  lliidd  
((ttaakkee--aawwaayy  ccuuppss))  Hard plastic  DHL  

(in clear plastic bag)   

    CCooffffeeee  ppaacckkaaggiinngg  
((ffooiill  bbaagg))  General waste  Veolia general waste 

(in clear plastic bag)   

    MMiillkk  bboottttlleess    Hard plastic  DHL  
(in clear plastic bag) 

Rinse out: apply lids before 
disposal  
(prevents any leaks)  

    SSttiirrrreerrss    General waste  Veolia general waste 
(in clear plastic bag)   

    SSuuggaarr;;  
sswweeeetteenneerr  ssaacchheettss    General waste  Veolia general waste 

(in clear plastic bag) 
Leftover sugar  
to be put in food bin  

    TTeeaa  bbaaggss    General waste  Veolia general waste 
(in clear plastic bag)   
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CClleeaanniinngg,,  
mmaaiinntteennaannccee  
    

BBiinnss  ((oolldd))    Hard plastic DHL – in separate cage 
  

BBaatttteerriieess  Hazardous waste  Veolia EcoBox Call Veolia  
0370 606 0686  

    BBlluuee  rroollll  General waste  Veolia general waste 
(in clear plastic bag) 

  

    BBlluuee  rroollll    
((oouutteerr  ppllaassttiicc  wwrraappppiinngg))  Soft plastic  DHL  

(in clear plastic bag)   

    CChheemmiiccaall  bboottttlleess    Hard plastic  DHL  
(in separate clear plastic bag) 

Apply lid before disposal 
(prevents any leaks)  

    CCllootthhss    General waste  Veolia general waste 
(in clear plastic bag)   

    FFlloorreesscceenntt  ttuubbeess    Hazardous waste  Veolia – separate collection to 
be arranged  

Call Veolia  
0370 606 0686  

    FFuurrnniittuurree  ((bbrrookkeenn))  Wood  Contact Veolia  Call Veolia  
0370 606 0686  

    HHaanndd  ssooaapp  iinnnnaarrddss  ((ppllaassttiicc))  General waste  Veolia general waste 
(in clear plastic bag)   

    LLiigghhttbbuullbbss  ((nnoott  fflloorreesscceenntt  
ttuubbeess))  Hazardous waste  Veolia EcoBox Call Veolia  

0370 606 0686  

   
MMoopp  hheeaaddss  General waste  Veolia general waste 

(in clear plastic bag) 
 

  
PPaaiinntt  ccaannss    
((eemmppttyy  oorr  ffuullll))    Hazardous waste  Veolia EcoBox Call Veolia  

0370 606 0686  

  
PPeeeekk  mmeettaall  ttiinn  Hazardous waste  Veolia EcoBox Ensure lid secure 

  

RRaattiioonnaall    
cclleeaanniinngg  ttaabblleett    
ppllaassttiicc  ttuubbss  

Hard plastic DHL  
(in clear plastic bag) Ensure lid secure 

  AAlluummiinniiuumm  ffooiill  sshheeeettss  General waste  Veolia general waste 
(in clear plastic bag)   
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KKiittcchheenn 
PPllaassttiicc  bbaaccoonn  ppaacckkaaggiinngg    
––  rreemmoovvee  rreedd  ffoonntt  ––  nnoott  
rraaww  mmeeaatt  

General waste  Veolia general waste 
(in clear plastic bag)   

    BBrreeaadd  bbaaggss    Soft plastic  DHL 
(in clear plastic bag) Must be empty 

    BBuurrggeerr  sskkeewweerr  General waste  Segregated into a separate 
container 

Follow SOP K0035 general 
waste management (step 1) 

    BBuutttteerr  ppaacckkeettss    General waste  Veolia general waste 
(in clear plastic bag) 

Leftover butter  
in the food bin  

  CChheeddddaarr  cchheeeessee  ppaacckkeett    Hard plastic DHL  
(in clear plastic bag) Must be empty 

    CChhiicckkeenn  nnuuggggeett  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    CChhiicckkeenn  bbrreeaasstt  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    CChhiicckkeenn  ssttrriippss  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    CChhiipp  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    CCoolleessllaaww  ppllaassttiicc  ttuubb  Hard plastic  DHL  
(in clear plastic bag) Must be rinsed out 

    
CCooookkiinngg  ooiill    
––  eemmppttyy  ddrruumm  
((55  lliittrreess  aanndd  1155  lliittrreess))  

Hard plastic  DHL  
(in clear plastic bag) Must be rinsed out 

    CCooookkiinngg  ooiill  ((uusseedd  ooiill))  Oil  
DHL – stacked at the bottom 
of a cage – either four or two 
with a tote box 

  

    CCrroocckkeerryy  ((bbrrookkeenn))  General waste  
Must not be placed into bin 
liners. Dispose directly into 
the refuse wheelie bin 

Follow SOP K0035 general 
waste management (step 1) 

    CCuurrrryy  ppaacckkaaggiinngg    
((ttiikkkkaa//jjaallffrreezzii  eettcc))  General waste  Veolia general waste 

(in clear plastic bag)   

    CCuuttlleerryy  ((bbrrookkeenn//ddaammaaggeedd))  General waste Veolia general waste 
(in clear plastic bag)  

For knives follow SOP K0052 
– Handling and storage of 
knives 

    CCuuttlleerryy--ppoolliisshheerr  ggrraaiinnss    General waste  Veolia general waste 
(in clear plastic bag)   

    EEgggg  ttrraayyss  aanndd  bbooxxeess    Cardboard  DHL – in a cage (card neatly 
flattened/stacked)     

    FFiivvee--bbeeaann  ppaacckkaaggiinngg  General waste      

    FFlloouurr  ppaacckkeettss  aanndd  bbaatttteerr  
mmiixx  ppaacckkeettss  Paper  DHL  

(in clear plastic bag) Must be empty 

    FFoooodd    Food  Veolia – red food bin 
(in clear plastic bag)   

    GGaarrddeenn  ppeeaa  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    GGhheerrkkiinn  ttuubb  Hard plastic DHL  
(in clear plastic bag) 

Rinse out: apply lids before 
disposal 

    GGrraatteedd  CChheeddddaarr  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    GGuuaaccaammoollee  ttuubbss  Hard plastic DHL  
(in clear plastic bag) 

Rinse out: apply lids before 
disposal 

    HHaamm  ppaacckkaaggiinngg  General waste  Veolia general waste 
(in clear plastic bag)   

    HHaasshh  bbrroowwnn  bbaaggss  Soft plastic DHL  
(in clear plastic bag) Must be empty 
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    IIccee  ccrreeaamm  ttuubbss    Hard plastic DHL  
(in clear plastic bag) 

Rinse out: apply lids before 
disposal 

    JJaamm  jjaarr  lliiddss    Metal, aluminium  DHL  
(in clear plastic bag)   

    JJaamm  jjaarrss    Glass  Veolia glass bin Must be rinsed out 

    KKiiddss’’  ssppaagghheettttii  ttuubb  General waste  Veolia general waste 
(in clear plastic bag)  

    
  
KKnniivveess    General waste  Wrapped in cardboard and 

securely taped up 
SOP K0052 – Handling and 
storage of knives 

    MMaarrggaarriinnee  ttuubbss  Hard plastic DHL  
(in clear plastic bag) 

Must be rinsed out 

    MMoozzzzaarreellllaa    
cchheeeessee  bbaaggss  Soft plastic DHL 

(in clear plastic bag) Must be empty 

    MMuusshhrroooomm  ttrraayyss    Hard plastic DHL  
(stack at top of cage)   

    OOnniioonn  rriinngg  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

  PPaassttaa  ttuubb  Hard plastic DHL  
(in clear plastic bag) Must be rinsed out 

  PPooaacchheedd  eeggggss  ((ppllaassttiicc  
wwrraapp))  General waste  Veolia general waste 

(in clear plastic bag)  

  PPoorrrriiddggee  ppoott    
oouutteerr  wwrraapp  

Paper  DHL  
(in clear plastic bag) 

  

    PPoorrrriiddggee  ppoott  ttuubb    Hard plastic DHL  
(in clear plastic bag) Must be rinsed out 

    PPoorrttiioonn  ppoottss    Hard plastic DHL  
(in clear plastic bag) Must be rinsed out 

    PPoottaattoo  ssccoonnee  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    QQuuoorrnn  ssaauussaaggee  bbaagg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    

RRaaww  mmeeaatt  ppaacckkaaggiinngg  ((bbllaacckk  
ppuuddddiinngg,,  ssiirrllooiinn,,  ggaammmmoonn,,  
mmiixxeedd  ggrriillll,,  bbuurrggeerrss,,  
ssaauussaaggeess))  

General waste  Veolia general waste 
(in clear plastic bag)   

    SSaallaadd  bbaaggss  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    SSaauuccee  bboottttlleess  
((ssaallaadd  ddrreessssiinngg  eettcc))  Hard plastic DHL  

(in clear plastic bag) 
Rinse out: apply lids before 
disposal 

    SSoouurr  ccrreeaamm  ttuubb  Hard plastic DHL  
(in clear plastic bag) 

Rinse out: apply lids before 
disposal 

    SStteeeell  ccaannss  ((bbeeaannss,,  mmuusshhyy  
ppeeaass))  Metal, steel  DHL  

(in clear plastic bag) Must be rinsed out 

    SSttrraawwbbeerrrryy//bblluueebbeerrrryy  
ppllaassttiicc  ttrraayyss  Hard plastic DHL  

(in clear plastic bag) Must be empty 

    TToorrttiillllaa  wwrraapp  ppaacckkaaggiinngg  Soft plastic DHL  
(in clear plastic bag) Must be empty 

    TTuunnaa  ppoouucchh   General waste Veolia general waste 
(in clear plastic bag)   

    VVeegg  ssaammoossaa  bbaaggss  Soft plastic DHL  
(in clear plastic bag) Must be empty 
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    WWeetthheerrssppoooonn--bbrraannddeedd  
ppaappeerr    

General waste Veolia general waste 
(in clear plastic bag) 

  

  
Waste disposal – quick guide 

 
HHootteell  HHootteell  bbeeddddiinngg  

((dduuvveettss//ppiilllloowwss))  Specialist removal  Veolia – separate collection to 
be arranged  

Call Veolia  
0370 606 0686  

  MMaattttrreesssseess    

Specialist removal  Veolia – separate collection to 
be arranged  

Call Veolia  
0370 606 0686  

  Waste disposal – quick guide 
 
BBaacckk  ooff  hhoouussee  
((cceellllaarr//ooffffiiccee))  

PPeeggss  ((kkeegg  ppeeggss))  
General waste  Veolia general waste 

(in clear plastic bag)   

    PPeeppssii  iinnnnaarrddss    
General waste  Veolia general waste 

(in clear plastic bag)   

    KKeegg  ccaapp    
Hard plastic DHL  

(in clear plastic bag)    
    CCaarrddbbooaarrdd    

Cardboard  DHL – in a cage  (card neatly 
flattened/stacked)    

  EElleeccttrriicc  ffllyy  kkiilllleerr  ––  ssttyyllee  
wwiitthh  lliigghhtt  bbuullbbss  

Waste Electrical and 
Electronic Equipment (WEEE) Veolia EcoBox Call Veolia  

0370 606 0686  
  EElleeccttrriicc  ffllyy  kkiilllleerr    

––  LLEEDD  ssttyyllee    Waste Electrical and 
Electronic Equipment (WEEE) 

DHL – via the cages  
(call helpdesk to arrange 
before placing on cage) 

Condemned  
equipment only (microwave 
size  
or smaller)  

    GGaass  ccyylliinnddeerrss      
BOC  Contact BOC to remove  

SOP OF0111 –  
Ordering and receipting  
a BOC delivery  

    PPllaassttiicc  wwrraappppeerrss    
ffrroomm  wwiinnee//cciiddeerr    Soft plastic DHL  

(in clear plastic bag) Must be rinsed out  

    PPuummpp  cclliippss    Hard plastic  DHL  
(in clear plastic bag)   

    CCooiinn  bbaaggss    
Soft plastic DHL  

(in clear plastic bag)   

    DDeelliivveerryy  nnootteess    
Confidential waste  Confidential waste bag  

SOP OF0102 – Confidential 
data management and 
disposal 

    SShhaarrppss//nneeeeddlleess    Sharps  PHS  SOP OF0028 – Disposal of 
needles & sharps 

    SShhrriinnkk  wwrraapp    Soft plastic DHL  
(in clear plastic bag)   

    SSttaaffff  uunniiffoorrmmss   General waste Veolia general waste 
(in clear plastic bag)   

    TToonneerrss//iinnkk  ccaarrttrriiddggeess    
Hazardous waste  Via toner supplier SOP OF0266 – Printer toner 

cartridge recycling 

    SSmmaallll  eelleeccttrriiccaall  eeqquuiippmmeenntt  
Waste Electrical and 
Electronic Equipment (WEEE) 

DHL – via the cages  
(call helpdesk to arrange 
before placing on cage) 

Condemned  
equipment only (microwave 
size  
or smaller)  

    LLaarrggee  eelleeccttrriiccaall  eeqquuiippmmeenntt    

Waste Electrical and 
Electronic Equipment (WEEE) 

Contact Veolia  
to arrange collection  

Condemned  
equipment only  
(bigger than a microwave) 
Call Veolia  
0370 606 0686  

  VVaaccuuuumm  cclleeaanneerrss  
Waste Electrical and 
Electronic Equipment (WEEE) 

DHL – via the cages  
(call helpdesk to arrange 
before placing on cage) 

Condemned  
equipment only (microwave 
size  
or smaller). Must be empty 

    WWiinnee  BBIIBBss  ––  iinnnneerr  bbaagg  
General waste Veolia general waste 

(in clear plastic bag) Must be empty 

    PPaalllleettss    
Wood  Collection by the supplier  Call Veolia as last resort  

0370 606 0686  

 

 

 

 

 

 

 

PG0005A-V6-1124 – Recycling table insert 


