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Introduction

The prevention, reduction, re-use and recycling of waste is essential in order for the
University College to meet its target of reducing the volume of waste that it sends to
landfill. Landfill sites are used to bury waste in a controlled environment, but landfill
space is running out. It has been estimated that we have less than ten years of landfill
left so we need to take action now.
The purpose of this handbook is to advise students, staff and visitors to the
University College, of the procedures for the disposal of all waste, what can be
recycled and what becomes of it when it leaves the premises.

We are committed to implementing best practice on the principles of prevention,
reduction, re-use and recycling. As you can see recycling is fourth on the list of six in
the Waste Hierarchy (illustrated in Fig. 1 below) as a least favoured option with
prevention and reduction being the favoured option.
Fig. 1: The Waste Hierarchy

Prevention/Minimisation - If an item must
be used, use as little as possible.

Reuse - This is where a product is bought
and resold on with the same purpose (e.g.
car boot sales) or reused for something
else (e.g. jam jars for storage).
Recycling - A waste is processed into a
new product (e.g. glass, plastics, cans and
composting).

Energy Recovery - Taking waste/part of a
waste stream, and using it as a fuel (e.g.
making paper logs, waste-to-energy plants).

Disposal – The UK is largest dumper of
waste into landfill in the EU. The UK dumps
27 million tonnes each year, seven million
more than any other country.
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2.

Recycling

At present the University College recycles the following materials:
Paper – including confidential paper
Cardboard
Glass
Aluminium, steel and aerosol cans
Plastic bottles
Ink and toner cartridges
Clothing and linen
Electrical and electronic equipment (WEEE)
Lighting – fluorescent tubing and energy saving light bulbs
Metal and wood
Oil – cooking and engine oil
Tyres
Farm plastics
Batteries – automotive and general
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Black for cans
Green for glass
Blue for paper
Red for plastic

General rubbish
All materials not on the list above should be disposed of in the general
rubbish bins across campus.

Materials at the University College, not mentioned in the list above, either cannot be
recycled or there is no available avenue to send this material to be recycled at
present.

4.

Waste separation at source is an important factor in managing the recycling
programme at the University College. To separate waste immediately we have
provided colour-coded slots in the Recycling Centre bins for the different waste
items, as can be seen in the photograph below. The materials in these bins are
collected and taken to storage up by the Estates department prior to being collected
by the waste contractor and sent for recycling.

Colour codes for the Recycling Centre bins

There are 12 Recycling Centres spread throughout the Harper Adams grounds to
collect aluminium and steel cans, glass bottles, paper (including newspapers and
magazines) and plastic bottles (list below of locations and a campus map on page 20
for the location of the Recycling Centres, and Fig. 2 shows a photograph of a
Recycling Centre).

Fig. 2: One of the 12 Recycling Centres on the campus
The Recycling Centres are located:








Near the Porters Lodge
Between the QMH and the SU Building
Outside Jubilee Adams Building
Outside Foulkes Crowther Building
Outside the Kaldi café
Halls of Residence:
 Boughey
 Bradford
 Ward
 Harris
 Gloucester
 Self-catering (2)
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In addition to the Recycling Centres there are smaller recycling bins placed in the
three dining areas;




QMH dining room
Cafeteria
Kaldi Café





Red for cans
Orange for plastic bottles
Green for paper

5.

Paper is collected in a number of ways at Harper Adams:

i

In all three of these locations there are three colour-coded bins for recycling; one for
paper, one for plastic bottles and one for cans.

Fig. 3: Picture of recycling bins in catering

In order for the University College to deal with its recyclable materials, there are
some basic guidelines that need to be followed, which are detailed in the following
sections. The University College has provided containers and collection points for
these selected items.

Paper

Paper for recycling can be placed in any of the twelve Recycling Centres.
In every office and every room in the halls of residence where there is a
clear plastic bag or a small bin that is specifically for the collection of paper
for recycling. Clear plastic bags can be requested and obtained from
Domestic Services on Ext. 5309.



The Recycling Centres are checked twice a week, and when full are emptied by
the Porters and taken to storage by the Estates department.



The clear plastic bags are collected by Domestic Services once a week or when
full. The plastic bags are then collected by the Porters and taken to storage.



The small recycling bins are emptied by Domestic Services and collected by the
Porters twice a week and taken to storage.



Paper is stored in a 12 cubic yard enclosed skip until collection by the waste
contractor.



* If you have a large quantity of any of these items, please contact the
Environment and Waste Management Officer on Ext. 5330 to arrange
collection and to give the waste contractor prior notice of expected quantity.

Paper that can be recycled:








Plain white and coloured paper (no plastic A4 wallets, folders, plastic binding or
laminated paper)
Photocopied and fax paper
Letter headed and computer paper
Shredded paper (only in very small quantities)
Magazines, brochures, leaflets, booklets and pamphlets
Envelopes (plain and window - in small quantities)

NEW for 2008/9
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Books, directories, catalogues and Yellow Pages (small quantities)*
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Students living off-campus can either bring their paper to the University College and
dispose of it in the Recycling Centres, or place it in the kerbside collection box (see
Fig. 4) provided by Telford and Wrekin Council, which is collected fortnightly. The day
will depend on the location in Newport. If there is no kerbside box at the rented
accommodation, one can be requested by contacting Telford and Wrekin Council on
01952 384384. The box is provided free of charge and you are allowed up to two
boxes.

The Confidential waste paper collection bins are:
Locked for security.
Emptied by the Porters once they are notified that a bin is full.
The contents of the bin are then transferred to another locked bin for storage in
a locked compound, until the bulk shredding contractor comes on-site to collect
and destroy the paper by means of shredding.





? What Next?

The shredded paper is then taken to a paper mill where it is turned into
pulp and reprocessed into tissue paper and green waste paper towels.

We pay for the destruction of confidential paper; therefore it is important
that only confidential paper is placed in the designated bins.

Fig. 4: Kerbside recycling box

? What Next?

The paper is taken to a paper mill and turned into pulp where it is then
recycled into new paper.

6.
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We receive a rebate for paper.

5.1

i
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Confidential paper
Students – take your confidential paper to the Library.

Staff – A confidential waste paper bin is located in the Post Room. Some
offices have their own designated bin.

Please note that confidential paper (see Glossary for definition) should not be
placed in the waste paper bins, Recycling Centres or clear plastic bags, but placed in
the designated confidential waste paper collection bins located across campus. There
is a bin located in the Post Room to be used by staff whose department does not
have its own bin. Students and visitors should take their confidential paper to the
library for disposal.

Cardboard
Cardboard can be taken to the compound, by the Bamford Library and
the back of the QMH kitchen.

There are two balers on campus in two locations for the baling of cardboard, which
is collected and recycled by an outside waste contractor. (See Fig. 5 for a picture of a
baler).
PLEASE NOTE: Only trained and authorised personnel are allowed to operate the
baler. DO NOT attempt to use it unless you have received the appropriate training.
The cardboard balers are located:



At the rear of the QMH kitchen, primarily for use by the kitchen staff, but staff
and students can deposit their cardboard here. Staff and students should place
their cardboard in the metal cage provided.



In the compound next to the Bamford Library for disposal of cardboard from
surrounding buildings such as; the Library, Kaldi Café, Foulkes Crowther building,
Engineering, Science Labs, IT and the SU Bar. Cardboard is to be placed neatly
in a pile in the compound next to the baler.
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Please remember the following instructions
when placing the cardboard for recycling;

Fig. 5 Baler by the Bamford Library



You can recycle cardboard boxes and
other cardboard packaging.



Always flatten the boxes; this makes it
easier for transporting and baling.



The cardboard boxes should be as
clean as possible, but you do not need
to remove small amounts of parcel
tape.



Remove any plastic, polystyrene
packaging or anything else that is not
cardboard and place in a general waste
bin.

Note – You can request large volumes of cardboard to be collected by the Porters
for recycling. This will be collected within 48 hours.

Self-catering accommodation - A bin is provided in each kitchen of the self-catering
accommodation for the collection of cardboard. Please ensure the instructions
above are followed for breaking down the boxes. If the bin is full please take your
cardboard to the compound by the Bamford Library and place it next to the baler.

7.
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? What Next?
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The cardboard is turned into pulp and remade into new cardboard. We
receive a rebate for cardboard.

Place your glass in any of the Recycling Centres across campus.

Glass bottles, jars and containers can be deposited in the Recycling Centres around
the campus or if you have a lot of glass, place it in a box and leave it outside the
Porters Lodge. The Porters will then take the box directly to the storage skip.
The Recycling Centres are emptied by the Porters twice weekly and the glass is
placed in an enclosed storage skip until it is full and emptied by the glass recycling
contractor.

Students living off-campus can either bring their glass to Harper Adams and dispose
of it in the Recycling Centres or place it in their kerbside collection box provided by
Telford and Wrekin Council, which is collected fortnightly. The day will depend on
your location in Newport.

? What Next?

The glass is separated into the colours; clear, brown, green and amber and
melted down and reprocessed into new glass containers and bottles. It
can also be used for aggregate in the construction industry, and the new
road laying material glassphalt.
We receive a rebate for glass.

PLEASE NOTE: It is a fire and health and safety risk to leave large amounts of
cardboard lying about the kitchen.

Students living off-campus can either bring their cardboard to Harper Adams and
place it in the compound by the Bamford Library or in the cage at the back of the
QMH kitchen or place it in the kerbside collection box provided by Telford and
Wrekin Council, which is collected fortnightly. The day will depend on your location
in Newport.

Glass

8.
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Aluminium, steel cans and aerosols
Place your cans in any of the Recycling Centres across campus

Aluminium, steel cans (food and drink) and aerosols can be deposited in the
Recycling Centres across campus, in the small recycling bins in the cafés and the
dedicated bins in the kitchen of the self-catering halls of residence. Food cans MUST
be cleaned out and be free from food prior to going in the bin. The lids must be
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placed inside the can to prevent an accident in the transport of them to storage.

e.g. mineral water bottles, soft drink bottles and detergent bottles

The bins are emptied by the Porters twice weekly and the cans are then placed in an
twelve cubic yard enclosed skip until collection by the University Colleges’ can
recycling contractor.

? What Next?

The aluminium cans are reprocessed into new cans and can be back on
the shelves in the shops within 6-8 weeks. Steel cans are smelted and
reprocessed into new steel and used in industry or as new cans.
We receive a rebate for the cans.

Students living off-campus can either bring their cans to Harper Adams and dispose
of them in the Recycling Centres or place them in their kerbside collection box
provided by Telford and Wrekin Council, which is collected fortnightly. The day will
depend on your location in Newport.

9.
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Place your plastic bottles in the designated Recycling Centres listed below
or in the recycling bins in the QMH dining room, Cafeteria or Kaldi Café.

Jubilee Adams building
Outside the Kaldi Café
Outside the Fowlkes Crowther building
Outside Jebb self-catering halls of residence.

Plastic that can be recycled at Harper:
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e.g. shampoo, squash and mineral water bottles.
These can be clear or coloured but must be clean.

The plastic is collected by the Porters twice weekly and taken to the QMH kitchen
for baling.

? What Next?

The bottles are sorted into the different types of plastic and the fibres are
extracted for the manufacture of synthetic materials used in such things as
clothing, packaging and plastic bags.

Plastic

Plastic can be deposited in four of the twelve Recycling Centres. These are located
by:





e.g. milk bottles and fabric conditioner bottles.

All plastic with the following symbols can be recycled. If they don’t have a symbol on
the bottom, here is a guide to help you recognise a plastic by the type of bottle;

We receive a rebate for the above plastics.

10.
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Ink and toner cartridges
All empty ink and toner cartridges should be taken to the IT help desk.

? What Next?

The empty cartridges are sent back to the manufacturer for recycling.
Some toner cartridges come with a recycling return label in the box they
came in and can be sent back this way by simply following the instructions.
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Electrical equipment.
Any redundant non-IT electrical items should be reported to the Estates
department to arrange collection. Any redundant IT equipment should be
reported to the IT Help Desk on Ext. 5392.

All electrical items are classed as hazardous waste and should NOT be put in the
general waste bin. All redundant IT equipment and non-IT electrical goods are
stored together until the waste contractor collects them. Redundant IT equipment
with data storage must be reported to the IT help desk to ensure that data is
removed from the equipment before its disposal.

? What Next?

All electrical equipment is first tested and where appropriate repaired
and/or refurbished and then sold throughout the world to emerging
markets in Africa, Pakistan and India. Items that are beyond economic
repair or have no value even in component form are recycled and all
materials (e.g. metals, plastics, etc) are harvested for reuse.

Students living off-campus should take any of their own, out of use electrical items
to the Newport Community Recycling Centre on the Springfield Industrial Estate.
DO NOT throw them in the general waste bin.

For large electrical items (such as a fridge/freezer) Telford and Wrekin Council offer a
collection service for £15 for up to six items. To book a bulk collection contact
Environmental Maintenance Customer Services on 01952 384384 and have your
credit or debit card details to hand.
For more info on this service visit:

www.telford.gov.uk/Environment+and+planning/Recycling+and+rubbish/BulkCollections.htm
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Lighting – fluorescent tubes and energy
saving light bulbs
Expended tubes and bulbs should be reported to the Porters for removal
and replacement. Do not attempt to remove them yourself.

Fluorescent tubes and energy saving light bulbs are placed in a pallet box in the
Porters compound and this is emptied when it is full. The fluorescent tubes and
energy saving light bulbs are collected and disposed of by the hazardous waste
contractor.

Fluorescent tubes and energy saving light bulbs are classed as hazardous waste
because they contain a small amount of mercury. Energy saving light bulbs should
not be disposed of in the general waste.

? What Next?

The glass is crushed into aggregates and sent to be used in road surfacing
and the mercury is recovered and reused in making new tubes and in
other industries.

Students living off-campus should take any expended energy saving light bulbs or
fluorescent tubes to the Newport Community Recycling Centre on the Springfield
Industrial Estate. Please ensure that when transporting any tubes that they are
wrapped in something that will prevent them from breaking.

13.

Metal and wood

13.1 Metal

The skip for metal is located by the biomass generator near the Engineering
Department. This is collected on an ad-hoc basis when the skip is full by a waste
contractor.
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13.2 Wood

Waste wood in the form of timber such as shrubs and branches are stored in
composting bays near the Engineering Department. Leaves are also stored in one of
the bays and when they have turned to compost are used on the University College
grounds. Processed timber, such as; laminated furniture (tables) and pallets, is kept at
the Grounds department until the waste contractor comes to collect it. Other
processed wood such as creosoted telegraph poles, doors and railway sleepers
unfortunately cannot be recycled because of the contamination content of the oils,
varnishes and paint.

?

What Next?

14.2 Engine oil and lubricants

Waste oil and lubricants are stored in two locations on campus. The main one is
located in the Engineering Department and the other is on the Farm. The waste oil
and lubricants are placed in a large container that sits on top of a secondary
containment unit called a bund. When the container is full the waste contractor is
called to dispose of the oil.

? What Next?

Kitchen oil is taken to a reprocessor where the old oil is turned into
biodiesel and used to power vehicles.

Waste engine and lubricant oils are processed for re-use or used as a fuel
for industry. The Grounds department use some of their waste oil to keep
their tools from going rusty during the winter months.

Metal is smelted down and reused in the metal industry as new metal.

We receive a rebate for this.

Timber is put through a chipper and reused on the flower beds around
the campus. The processed wood such as old desks, have the lamination
taken off and the wood is chipped and sold to the horticulture industry
where it can be used for energy and in the manufacture of chip board.
Students living off-campus – if you have any old wooden or metal furniture you can
either donate these to charity at the various shops in the town or to Chairs and
Spares based in Donnington, if they are re-usable. If they are not re-usable, take
them to the Newport Community Recycling Centre on the Springfield Industrial
Estate.
Chairs and Spares is located in Unit 2, St. Georges Road Industrial Estate,
Donnington Telford, TF2 7QZ. For further information about Chairs and Spares
contact: Robert Walker on 01952 619197.

14.

Oil – kitchen and engine oil

14.1 Kitchen oil

The oil purchased by the kitchen for cooking is supplied and taken away for recycling
by the same company.
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Tyres
Tyres are stored on the Farm prior to collection by the waste tyre
contractor.

? What Next?

Old tyres are taken to a reprocessor and shredded into small crumbs
which are reprocessed into new material that can be used in construction,
landscaping and many other applications.

Students living off-campus – when you take your car to the garage to have a tyre
replaced you can leave your old tyre there. If you are changing a tyre at your
accommodation, you should take your old tyre to the Newport Community
Recycling Centre on the Springfield Industrial Estate.
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16.
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Clothing and linen
Clothing and linen are collected via the Bag It Up, Bring It In campaign
which is held three times a year at the end of each term.

? What Next?

Local charities are contacted and bags are provided. These can be
collected from Domestic Services and the Students Union office one
month prior to the collection. These bags are then collected by the
charities and sold in the charity shop to raise money for that cause.

In 2008 we helped the Newport Cottage Hospital, Cancer Research and the British
Heart Foundation.
Students living off-campus – charity bags can be collected from Domestic Services
or the Students Union office when available and brought back when full to the
designated collection point.

17.

Farm plastics

Farm plastics consist of silage sheet, bale wrap, poly feed bags, fertilizer and seed bags
(inners separated) and pesticide containers. All plastic must be segregated in to the
different types of plastic. Fertilizer containers must be triple rinsed, tops and foils
removed and punctured in the bottom of the container where possible and put in
bags provided by the waste contractor.

? What Next?

The plastics are collected by the waste contractor, sorted into the various
grades and baled to be reprocessed into new plastic products.
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18.

Batteries

Car and tractor batteries are stored in a stillage located at the Grounds department
and collected by the waste contractor for recycling.
Small batteries that are used in electrical items are collected in a box in the Post
Room for staff and in the Student Services office for students and then taken to the
Grounds department for storage prior to collection by the waste contractor.

? What Next?

The batteries are broken down for the recyclable materials such as the
lead and nickel which are either re-used or reprocessed.

Students living off-campus – if you have your car battery changed at a garage you
can leave your unusable battery there. If you change your battery at your
accommodation you should take your unusable battery to the Newport Community
Recycling Centre on the Springfield Industrial Estate. You can also take your unusable
small batteries there too.

19.

Further information

Further information can be provided upon request from Karen Hughes, Environment
and Waste Management Officer, at khughes@harper-adams.ac.uk or telephone 01952
815330.

20.

Contact details

Porters
Estates
Domestic Services
Estates Administrator - Jill Chaney
Telford and Wrekin Council

01952 815321 or Ext 5321 (internal)
01952 815406 or Ext 5406 (internal)
01952 815309 or Ext 5309 (internal)
01952 815339 or Ext 5339 (internal)
01952 380000 (main switchboard)
Opening hours are Monday - Friday
8.30am to 5.15pm
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21.

Glossary

Baler
Biodiesel
Biomass generator
Bund
Confidential

Cullet

Fluorescent and
energy saving
Glassphalt

Hazardous
Kerbside collection

Landfill
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Off campus

a machine that compacts material into a tightly compressed
and bound bale, which is secured with ties to keep it intact.

Plastic

plants burned for heat and power in the combustion
chamber of the generator.

Prevention

is made by processing vegetable oils and other fats and is also
used either in pure form or as an additive to petroleumbased diesel fuel.

the bund is made of oil resistant materials and is designed to
prevent any spills or leaks seeping into the ground should the
oil container split or break and the oil escapes.

can be a document or piece of information that contains
details which makes a person identifiable or contains sensitive
information about a person or company. These are classed as
private and should be kept as such.
scraps of broken or waste glass gathered for remelting.

fluorescent lights are also known as strip lights in offices and
class rooms. Energy saving lights have a longer life
expectancy and use less energy. Both type of lights contain
some mercury and are therefore classed as hazardous waste.

Rebate

Recycling
Waste
Waste separation

refers to students living in private rented accommodation not
on the Harper Adams campus.
the three types of plastic we can recycle at Harper Adams
are:
- PETE 1 – Polyethylene Terephathalate
- HDPE 2 - High-density polyethylene
- PVC 3 - Polyvinyl chloride
to keep from occurring or stop from doing something
is an amount paid by way of refund.

is the reprocessing of old materials into new products, with
the aims of preventing the waste of potentially useful
materials, reducing the consumption of fresh raw materials.

is an unwanted or undesired material, substance or item that
you throw away.
is when you separate the cans, glass, cardboard, plastic and
paper, etc, from each other so that they are no longer mixed
together.

asphalt containing glass cullet as an aggregate is called
“glassphalt”, and has been widely tried as a means to dispose
of surplus waste glass. Glassphalt is similar to conventional
hot-mix asphalt, except that 5% - 40% of the rock and/or
sand aggregate is replaced with crushed glass.
is when there is the potential to cause a hazard, it is
potentially dangerous or life threatening.

a service provided by the local Council to collect certain
recyclable items such as; glass, cans, cardboard, paper,
confidential paper, clothing, shoes, linen, aluminum foil, empty
aerosols and shredded paper. Not plastic at present in the
Telford and Wrekin area.
a site for the disposal of waste materials by means of burial
and is the oldest form of waste treatment.
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For further information please contact:

Karen Hughes
Environment and Waste Management Officer
Harper Adams University College
Newport
Shropshire,TF10 8NB




khughes@harper-adams.ac.uk
01952 815330
www.harper-adams.ac.uk/sustainability

100% Recycled Paper

photography from www.istockphoto.com

