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WEEE Waste Management Policy

Applies to: All AIC employees, engineers, subcontractors and office staff
Review period: Annually, or following any change to waste arrangements, contractors or legal requirements

1. Purpose
The purpose of this policy is to set out how AIC Integrated Systems Limited manages waste electrical and electronic
equipment, known as WEEE, generated through its installation, service, maintenance, remedial and project works.

AIC is committed to ensuring that WEEE and associated waste is handled responsibly, segregated correctly, stored
safely and removed through suitable approved waste routes.

2. Scope
This policy applies to WEEE and associated waste generated by AIC activities, including works involving:
e Fire alarm systems
e CCTV systems
e Intruder alarm systems
e Access control systems
e Intercom systems
e Emergency lighting systems
e Data and network equipment
e Electrical equipment and accessories

This policy applies whether the waste is generated at customer sites, project sites or the AIC offices.

3. What AIC Classifies as WEEE
For the purpose of this policy, WEEE includes any waste electrical or electronic equipment removed, replaced or
disposed of during AIC works.

Examples include:
e Fire alarm panels, detectors, call points, sounders, interfaces and power supplies
e CCTV cameras, NVRs, DVRs, monitors, network switches and power supplies
e Intruder alarm panels, PIRs, contacts, keypads, expanders and batteries
e Access control readers, controllers, door interfaces and power supplies
e Intercom equipment and door entry equipment
e Emergency lighting fittings and components
e Data, network and communication equipment
e Small electrical accessories and electronic components
e Hard drives and other data storage devices
e Other electrical or electronic equipment removed from site
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4. AIC Waste Routes
AIC has dedicated waste routes in place at the AIC offices to allow waste to be separated and disposed of correctly.

Waste Type AIC Waste Route

WEEE / electrical equipment Returned to AIC and removed by a registered WEEE / waste removal company
Cable waste Placed in the dedicated cable waste bin

Metal waste Placed in the dedicated metal waste bin

Battery waste Placed in the dedicated battery bin

Hard drives / data storage Passed to the office for secure data destruction through The Tech Hut / approved
devices provider

Sensitive documents linked to  Placed in the secure document store, shredded, bagged and collected by The Tech
works Hut / approved provider

General waste and cardboard waste are managed separately by Ash Waste. These bins must not be used for WEEE,
batteries, hard drives, data storage devices or sensitive documents.

5. Engineer Responsibilities

Engineers must manage WEEE responsibly during AIC works.

Where electrical or electronic equipment is removed from a customer site, the engineer must confirm whether:
e The customer wants to retain the removed equipment; or
e AICis to remove the equipment for disposal.

Where AIC removes WEEE from site, it should be returned to the AIC offices wherever possible so it can be
segregated and placed into the correct waste route.

Engineers must not place AlC-generated WEEE into customer bins, site bins, general waste bins, cardboard bins or
mixed waste skips unless an approved waste route has been agreed with the customer or site representative.
WEEE must not be left unsecured on site.

6. Batteries
Batteries removed from systems must be kept separate from general waste.
This includes batteries from:
e Fire alarm panels
e Intruder alarm panels
e Access control power supplies
e CCTV power supplies
e Emergency lighting equipment
e UPS equipment
e Other electrical systems
Used batteries must be returned to the AIC offices and placed into the dedicated battery bin, unless another
approved battery disposal route has been agreed.
Damaged, leaking, swollen or unusual batteries must not be placed into normal bins. These must be reported to the
office before disposal.
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7. Cable and Metal Waste
Cable waste and metal waste generated by AIC works should be returned to the AIC offices where possible.
Cable waste must be placed into the dedicated cable waste bin.

Metal waste, including containment offcuts, brackets, fixings and similar recyclable metal items, must be placed into
the dedicated metal waste bin.
Cable and metal waste must not be placed into general waste where a suitable recycling route is available.

8. Hard Drives and Data Storage Devices
Hard drives and data storage devices must be treated separately from general WEEE where they may contain stored
information.
This may include:
e Hard drives
e Solid state drives
o USB storage devices
e Memory cards
e NVR/DVR storage media
e Server storage media
e Laptops, PCs or other devices containing stored data

These items must not be placed into general waste or general WEEE without approval.
Where secure data destruction is required, the item must be passed to the office and disposed of through The Tech
Hut or another approved secure data destruction provider.

9. Sensitive Documents Linked to WEEE Works
Where paperwork linked to AIC works contains sensitive information, it must not be placed into general waste,
cardboard waste or unsecured bins.

AIC has a secure document store located at the AIC offices. Sensitive documents must be placed into the secure
document store. These documents are then shredded, bagged and collected by The Tech Hut / approved secure
destruction provider.
Sensitive documents may include:

e Customer information

e Site records

e System information

e Drawings

e Access control information

e Alarm system details

e Security information

e Commercially sensitive information
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10. Waste Records

AIC will
.
.
.
.
.

retain suitable waste records where provided, including:
Waste transfer notes

Collection records

Invoices

Certificates of destruction

Secure destruction records

Disposal or recycling evidence

These records help demonstrate that AIC has managed WEEE and associated waste responsibly.

11. Prohibited Actions
The following actions are not permitted:

Placing WEEE into general waste or cardboard waste

Placing batteries into general waste

Placing hard drives or data storage devices into general waste

Placing sensitive documents into general waste or cardboard waste

Using customer or site bins for AlC-generated WEEE unless an approved waste route has been agreed
Leaving WEEE unsecured on site

Disposing of customer equipment without confirming whether the customer wants to retain it
Mixing waste where a dedicated AIC waste route is available

12. Communication and Review
This policy will be communicated to relevant AIC employees, engineers and subcontractors.

Where there is any uncertainty about how WEEE or associated waste should be handled, employees must return the

item to the AIC offices or ask the office before disposal.

This policy will be reviewed annually, or sooner if there are changes to AIC’s waste contractors, waste routes, office
waste arrangements or legal requirements.

The Directors are responsible for implementing this policy across AIC Integrated Systems Limited and ensuring that
employees, engineers, subcontractors and suppliers understand and follow their responsibilities where applicable.

Name

Position Signature

Kyle Boyce Director /% '
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