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____________________________________________________

Waste Education Team Policies
This document was written in Autumn 2010 and will come into affect from Winter 2011.  Any previous grievances that this document now covers cannot be upheld if they occurred prior to it coming into effect.
Booking terms and conditions

All of the activities that are run by the Northamptonshire Waste Education Team (NWET) are offered free of charge to schools and young peoples community groups.  We respectful request that when booking one of the services we offer that the user makes every effort to honour the booking.  Cancellation means that others miss out on the opportunity to use the team and the time is wasted.  We do not charge for cancellations however should a user repeatedly cancel booked sessions without due notice or a suitable reason we reserve the right to refuse service for a period of time.  This ensures other users can make use of our services without hindrance from unreliable bookings.  
With regards to behaviour, all of our sessions have been risk assessed and suitable behaviour will be required in order to eliminate or at the very least minimize risks.  Should any member of the NWET feel that behaviour of a user group is not suitable, and that the requirements of the user group as laid out by our risk assessment are not being met, then the NWET reserve the right to end a session on health and safety grounds.  This applies to site visits and the Waste Education Bus, however please consider the user group behaviour for all workshops and assemblies as well to ensure an enjoyable and worthwhile visit from the NWET.  

The NWET will always endeavour to honour any bookings made, however this is reliant on confirmation details being returned to the team.  All sessions, when a date and time have been determined, will be confirmed with a letter from the appropriate member of the Team.  All confirmation letters require the user to confirm that they have read the letter and are happy to keep the booking as per the details of the letter.  To do this users must complete the reply slip at the end of the letter and return it via email, fax or freepost.  The fax number and freepost address are at the bottom of the confirmation letters, when emailing a reply slip a user can simply type in their name rather than sign to confirm the booking.  We will not cancel a booking if we do not receive the reply slip however the user may experience less benefit if they have not completed the slip.  Booking details may be missed or the user may be contacted for these details.  Please note however that a booking is NOT confirmed by the NWET unless the user receives a confirmation letter.
On occasion due to unforeseen circumstances there may be a reason for having to cancel a NWET session at short notice.  This might result due to staff illness, extreme weather conditions or health and safety on site.  We will always do our best to provide a solution to the problem rather than cancel a NWET session, for example an alternative member of staff.  However should we deem that there really is no alternative and we must cancel the visit then we will cover any travel costs that may be incurred by the user with regard to visits to the Waste Education Centre in Northampton.  Please note that we will only cover these costs if we, the Northamptonshire Waste Education Team, make the decision to cancel the session.  If you are not happy with the alternative that we offer and therefore decide to cancel the session then this is not our decision to cancel the session.  

Please note that this policy does not apply to landfill tours.  As we recommend that these be held only within the Summer term, any bookings made outside of this term are done so at the users own risk.  Additionally, as the landfill is run by an external company, SITA UK, it is beyond our control with regard to closing the landfill for health and safety reasons.  As such, all users of landfill tours must be aware that cancellations may occur and if they do the user is not covered, by us, for the travel costs they incur.  
In incidents where cancellation is required we will endeavour to give reasonable notification to the user for example the day before a weekday morning session or the morning before and afternoon or evening session.  If private vehicles are used and there is a cancellation it is the responsibility of the user who booked the visit to contact all relevant parties.  This ensures that everyone is aware of the cancellation and no-one makes an unnecessary journey.    
All of the NWET sessions have been carefully planned to ensure that they meet the aims and objectives set for that particular session.  They are differentiated and include a range of activities to try to engage all users.  The lesson plan for each session is available to view on request.   Should a user wish to adapt a session to meet more specific requirements then this is possible and all reply slips provide an opportunity for additional information to be supplied so please use this area to start a discussion regarding adapting a session.  Users are encouraged to include additional sheets of information as required so as to include as much information as possible to allow the appropriate member of the NWET to adapt the session appropriately.    
The NWET provide evaluation forms for all of the sessions and we ask that as a user you complete these forms and return them with as much content as possible.  We endeavour to offer a high quality service but are aware that there is always room for progression.  All comments are therefore gratefully received and were possible acted upon.  Should you wish to make a complaint and do not want to use the evaluation form then please send a letter, detailing your complaint to Team Leader – Waste Minimisation at the freepost address below or contact the Waste Management Team on 01604 236617.  We sincerely hope this may never occur.
Waste Education Centre
This section provides further information on the Waste Education Centre (WEC) tour.  This information is also provided within the confirmation letters that are sent out when a booking is made.  
The WEC is a partnership project between the county council and the district and borough councils.   The WEC is situated at the Westbridge Depot, St James Mill Road, Northampton, NN5 5JW.
The WEC tour runs is flexible in terms of time required, although the minimum time required is 30mins with a maximum of 1 hour 45mins.  The time required will depend on your group size.  The sessions start with a short introductory talk and after this the group are taken on a tour of the Materials Recycling Facility.  Where time allows the group returns to the Waste Education Centre for further activities and discussions.  On a behavioural note, please ensure all students understand that they must listen and follow all instructions given to them and any misbehaving that results in endangering an individual or the whole group will not be tolerated during your visit.  Unacceptable behaviour may result in the termination of a tour.  

Please be aware that the MRF is a working facility and the machinery is prone to breakdown from time to time.  The working day at the MRF is: 8am – 10am (break from 10 - 10:20am) lunch between 12:30 – 1:30pm and finish at 4pm.

In order to get the most from your trip and for your student’s safety, please ensure the following:

· We ask for a minimum of 2 teachers/staff per 15 pupils for each session booked.

· Adult helpers remain in full supervision of the children at all times

· The group leader needs to prepare a list of all those attending (including adult helpers) and bring a copy of this list on the day of your visit.

· Please ensure all children and adults are equipped with suitable water proof clothing (if required) and footwear- for example, no open toed sandals or high heels to be worn by any visitor. 

· Anyone with a severe respiratory condition may be affected by dust in the processing hall.  Check with any person that may suffer from such a condition and advise them of this situation.

· Some equipment contains strong electro-magnets, this could affect any person with a pacemaker, please advise any group members of this.

· Anyone with a disability may have difficulty accessing the platforms and walkways around the sorting equipment. Please do advise me if anyone in your group has a disability.  

· There is no suitable wheelchair access to the upper levels of the processing hall

· Please notify me if any members of the group have special needs or requirements

· The Waste Education Officer is not first aid trained. There are first aiders on site who can be contacted in case of emergency; however, for peace of mind, it is advised that you bring along with you on the day of your visit your own member of staff who is a first aider.

A site risk assessment has been carried out and is sent out with the confirmation letter.  It is essential that the trip organiser reads this and circulate it to all teachers and adult helpers visiting the centre so that everyone who is responsible for the students is fully aware of the risks. 
A toilet is available at the WEC that has disabled access and is for the exclusive use of the WEC users.  There is also water available from a mains tap but no filtered water therefore it is recommended that users bring their own drinks.  Visiting groups may eat their lunch in the Waste Education Centre however this needs to be agreed prior to the visit.  The Waste Education Centre is based at the Westbridge Depot which is a non smoking site. 
Landfill tours
This section provides further information on the landfill tour.  This information is also provided within the confirmation letters that are sent out when a booking is made.
The Northamptonshire Waste Education Team are working in partnership with Sita UK to facilitate landfill tours for our counties schools and community groups.  Sidegate Lane Landfill Site is situated on Sidegate Lane, Wellingborough NN8 1RN.
We are take all safety precautions very seriously to ensure tours go smoothly and as such all pupils must understand that they need to listen and follow all instructions given by the tour leader and that any misbehaving that could result in endangering a child or the whole group will not be tolerated.  Unacceptable behaviour may result in the termination of a tour.  Hard hats and high visibility jackets are provided on arrival and must be warn by everyone.    

The visits last around an hour during which time pupils will be taken on a guided tour of the landfill site, will be taught how it works and also about how we compost garden waste at the onsite composting facility.  The group will be escorted along marked walkways and a Sita representative will be with us at all times during our visit. 

In order to get the most from a trip and for the students safety, please ensure the following:

· An adult: child ratio of 1:10 excluding myself and leading teacher.
· Adult helpers remain in full supervision of the children at all times.
· The group leader needs to prepare a list of all those attending (including adult helpers) and bring two copies of this list.
· Please ensure all children and adults are equipped with suitable clothing and footwear- Wellington boots must be worn by all visitors. Please bring normal shoes to change from and a carrier bag to put dirty wellington boots into.
· As the tour is all outdoors please ensure suitable clothing, in particular waterproof clothing.
· Please notify me if any members of the group have special needs or requirements.

· The Waste Education Officer is not first aid trained. There are first aiders on site who can be contacted in case of emergency; however, for peace of mind, it is advised that you bring along with you on the day of your visit your own member of staff who is a first aider.

A site risk assessment has been carried out and is sent out with the confirmation letter.  It is essential that the trip organiser reads this and circulate it to all teachers and adult helpers visiting the landfill so that everyone who is responsible for the students is fully aware of the risks.
On all confirmation reply slips that must be returned to us to confirm the booking, there is the opportunity to provide us with additional information so we ask all visit organisers to please use this to inform us of anything they feel will make our planning and delivery more effective.  This information may include special requirements for pupils or may highlight relevant topics that are being covered.     

A toilet is available at the landfill however it does not have suitable disabled access and is used by all landfill site users.  Therefore it is recommended that it only be used when urgently required.  There is also water available from a mains tap but no filtered water therefore it is recommended that users bring their own drinks.  The SITA site has a designated smoking area however we do not encourage the use of this area for visiting groups.  If you think it would be necessary to use this area with your group please inform us prior to your visit.  There is no suitable area for groups to eat lunch on site therefore please be aware of this when planning your visit.
Waste Education Bus

This section provides further information on the bus.  These questions are also available in a frequently asked questions document.
HOW BIG IS THE BUS?

The bus is 30ft/9.15m long, 11ft/3.36m tall and 8ft/2.44m wide.

WHERE WILL THE BUS PARK?

The bus will fit into most school car parks, but will park where requested as long as it is deemed suitable.  If you think there might be a parking issue then please call the Waste Education Bus Officer on 01604 237634 for help and guidance.

DOES THE BUS NEED POWER?

The bus power supply is self contained; however the bus may need access to a plug socket in some circumstances. 

ARE SCHOOL STAFF REQUIRED ON BOARD THE BUS?

At least one member of school staff is required to accompany each group that visits the bus and to support the session.

WHAT ACTIVITIES ARE AVAILABLE ON BOARD THE BUS?

The bus features an IT suite plus a number of hands on activities that encompass the 3r’s, composting and the environment.  The bus also features a working wormery.

WHAT DOES A WORKSHOP ON THE WASTE EDUCATION BUS INVOLVE?

A typical workshop is 45minutes – 1hour. The children are given a short talk to explain the concepts of reduce, reuse and recycle for example.  They are then split into two groups for the on board activities.  One group uses the IT suite whilst the other group uses the hands on activities, the groups are then swapped over.  Different topics and more detailed workshops can be delivered if specifically requested.

HOW LONG DOES THE BUS VISIT FOR?

This depends entirely on your school, the bus can visit for a morning, afternoon, day or even two days depending on how many children you would like to visit the bus.

HOW MANY CHILDREN CAN TAKE PART?

The bus accommodates 15 children comfortably in one workshop; it can take a maximum of 20 children if necessary.

ARE THERE ANY HEALTH AND SAFETY ISSUES I SHOULD BE AWARE OF?

An up to date risk assessment for the bus is sent out with each confirmation of booking.  School staff must remain with the children at all times and are responsible for their health and safety.

IS THERE WHEELCHAIR ACCESS?

Yes, the stairs of the bus transform into a lift.  Please note this will affect the amount of children that can be on board.
Workshops and assemblies

When booking a workshop or assembly with the NWET we do ask that consideration is given to the time required to complete the chosen service.  If the workshop or assembly is set to run for a certain period of time please ensure that the time allowed in the school day fits this required time slot.  Please ensure time is set aside before and after the time slot for the NWET member to set up and to pack up equipment.  The NWET member will arrive a minimum of 15 minutes before an assembly or workshop is due to start in order to sign in, get their bearings and set up. 

With a number of the workshops and assemblies the NWET member will have a large amount of equipment to bring in and set up/pack away.  Where possible we ask that this member of the team be allowed to remain in one room.  If this is not possible please indicate this on any reply slips and allow a minimum of 5 minutes for the team member to move between rooms.  If assistance can be offered this will speed the move considerably therefore we recommend planning for an adult to help the team member where possible.
In addition to being allowed to remain in one classroom please consider providing parking where possible as the equipment may take time to unload if the parking is not convenient.  If parking is not available, or if it is far from the area that the team member will be working in, please allow additional time for the team member to unload the equipment and to transport it to the work area.  Needless to say that the responsibility lies with the visit organiser to inform us if they believe that this will take more than 15 minutes.  An additional information section is provided on all confirmation reply slips and can be used for communicating points such as this.

As mentioned, confirmation reply slips, that must be returned to us to confirm the booking, there is the opportunity to provide us with additional information so we ask all visit organisers to please use this to inform us of anything they feel will make our planning and delivery more effective.  This information may include special requirements for pupils or may highlight relevant topics that are being covered.     
With regard to behaviour, the NWET team ask that student be considerate and behave appropriately.  In extreme cases, where it is clear that the students are not listening or taking part and where it is clear that they are not willing to listen or take part in the activities, or if they are being rude, the NWET team member is reserves the right to end the session and leave.  The NWET team member will only do this in extreme cases and will discuss this option with the staff in charge; allowing them time to encourage the pupil to change their behaviour.    
Service Reviews

To ensure a professional and high quality service the NWET provide all users with evaluation forms to complete.  We greatly appreciate all feedback and whilst we cannot always act upon comments immediately we regularly review our evaluation form results to write reports and provide ways in which we can develop our sessions.  We hold meetings at the end of each term in order to address these, as well as other, ideas and issues as a team.
The reports in which we comment on evaluation forms are also our opportunity to comment on the progress and development or maintenance of our sessions through self evaluation.  In addition we run regular observations of one another in order to monitor our teaching and learning methods and to ensure consistency.

To maintain a high level of health and safety we regularly check all equipment and annually check our risk assessments as per the Northamptonshire County Council Policy.  If concerns arise prior to the annual risk assessment checks however we do act upon them immediately and add them to the risk assessment as applicable.  

In addition to the annual risk assessment check, our policies and strategy are annually reviewed and amended were appropriate.  Again, should an issue be identified prior to the annual review, we do act upon this immediately.

With all of our service reviews users are welcome to make comments on the evaluation forms and feedback will be acted upon were appropriate.  
In order to maintain a high level of service we encourage all of our staff to attend applicable training courses.  To develop the service additional training course, some that are not necessarily directly related to the service, are also considered so that we can investigate opportunities and ways to expand the services that we offer.  The Team also attend regular meetings with other Waste Education Offers from across the region to share best practise and to support one another’s work.

Sustainability

We are very much aware that as an organisation we need to do as much as possible to work in a sustainable manor.  Whilst we do not have full control over many of the areas that we work in as they are owned by other organisations, where we can have an effect we do what we can to work sustainably. 

As such we send all confirmation letters, were possible, by email and are happy to receive reply slips via email, negating the necessity to print a letter unless a user or member of the NWET deems it suitable.  When printing, the NWET use colour only when necessary and print double sided on recycled paper.
Where possible we minimize travel by ensuring lift shares when more than one member of the team is visiting a school.  Occasionally this is not possible if one member of the team is staying for a much shorter duration than the other.

All materials that can be recycled at the NWET base at County Hall are stored by the NWET members when out of the office, unless an alternative avenue for recycling is available, to be recycled upon their return.  In addition, again where possible, the NWET purchase stationary that has been made from recycled products.

Were the NWET is responsible for taps these are checked to ensure they are turned off when not in use and reminder stickers are placed where appropriate. 

On all light switches and computers we minimise energy consumption by switching off unnecessary light sources and computer screens when not in use.  Due to the power required to restart the computers on board the WEB, we are not always able to switch these off over prolonged periods such as lunch breaks however monitors are switched off.  Reminders are put up next to all switches where possible.

Unfortunately we do not have climate control set within the areas that we work, however we monitor temperatures and turn the heating down where possible.  In addition in the summer months windows are opened to cool work areas, however due to noise this cannot always be maintained so occasionally and only when necessary fans are used.

We are currently working towards making the WEB more sustainable as we work towards refurbishing it.  Should this project be maintained the bus will have more natural light as well as climate control and a more efficient onboard power and lighting system.
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