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Appointee
cc: Appointee Manager; SHE Group
Date …
Dear Appointee
Waste Disposal Officer

I am writing to invite you to accept the appointment as Waste Disposal Officer as defined in the STFC SHE Code 31, “Controlled and Hazardous Waste”.

The scope of your responsibilities in this role will be:

The main responsibilities and duties are to:

· Ensure staff are aware of their responsibilities;
· Ensure all waste disposal contractors are licensed;
· Ensure copies of Controlled Waste Transfer Notes (CWTN) and/or Hazardous Waste Consignment Notes (HWCN) are provided; and
· Retain CWTN and HWCN are kept for at least 3 years.
Full details of responsibilities are given in section 4.5 of STFC SHE Code 31: “Controlled and Hazardous Wastes”, which you should read prior to agreeing to undertake this role,

STFC SHE code 31: “Controlled and Hazardous Wastes” appendix 2 identifies the training requirements for the role. You should discuss whether these are relevant given your experience with your line manager. 
If at any time matters or issues arise which in your judgment require my attention or action, please alert me to them without delay.

Your appointment will continue until further notice.

 

Please return a signed copy of this letter to me indicating your acceptance of the appointment.  If there are any aspects of the role which you would like to discuss before doing so, please contact me.
Yours sincerely

Director 
STFC Director, Department
I accept the above appointment.

	Signed:

	Date:



