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1.
Purpose:

1.1 To outline for all staff  the procedure for dealing with scrap instruments 
1.2 Instruments may contain circuit boards. These boards in turn containg precious or rare metals. Most metals

only have to be melted down separated and then reformed into other products, making their life cycle potentially endless. Recycling makes a substantial saving on landfill space requirements and it helps conserve the world’s resources.

2 Procedure:
2.1
Any instrumentation which is to be scrapped and which contains circuit boards may be recycled using this system. If in doubt contact Trevor Sewell in ASEP – 5580
2.2       If the instrument in question does not contain circuit boards please contact Jackie .  . . .     O’Connor  4673 for details on disposing of this type of waste.

2.2.1 Items of equipment with circuit boards should be left with Kirin HIll room OB.428        .      ext. 4885
2.3      If required the item must be decontaminated by the user, before it is sent for        .  .  .  .   processing the appropriate health and safety  procedures must be followed.  If in doubt           .   please consult the School Safety Officer – Jackie O’Connor  4673

2.4      The instrument disposal form must be completed as follows: and left with the items for recycling.
2.4.1 To be completed by the equipment owner
2.4.1.1 Name    -  name of the registered owner of the equipment entered here
2.4.1.2 Equipment details (make model etc)   -   equipment details entered here
2.4.1.3 Inventory number  -  this is the number on the blue or red label attached to the machine

2.4.1.4 Location  -  the room number were the equipment was located

2.4.1.5 Has the equipment been decontaminated   Y / N  -  enter confirmation that the equipment is clean from chemical contamination. The equipment will be returned if this has not taken place.
2.4.2 To be completed by Technical staff
2.4.2.1 Inventory number removed before disposal
Y / N – equipment must not be disposed off unless the inventory labels have been removed
2.4.2.2 Inventory officer informed     Y / N   --   inventory officer must be informed before equipment may be disposed
2.4.2.3 Decontamination status confirmed Y / N  -  please confirm contamination has taken place and perform a visual inspection – if equipment is contaminated it should be returned to the owner
2.4.2.4 Hard drive removed  --  technician to check for and confirm removal of any hard drives. I these drives are still in place technician to remove them

2.4.2.5 Hard drive destroyed  --  technician to destroy any hard drives before disposal

2.4.2.6 Taken to central facility 
date  ……..
by  ……….  --  technician to enter disposal details here

2.5      The inventory label will be removed by technical staff
2.6      The inventory officer will be informed and the inventory updated
2.7      The cleaned secure item will be taken to the centralised disposal facility by technical         .    staff
2.8 The disposal forms will be held by Kirin Hill 

2.9 A disposal log will be completed by the technician involved

3.
Procedure History: 



3.1
This procedure was first compiled on the 27-4-12 and there have been no 
revision to date
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