WEEE Regulations and Compliance – Written Methodology
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1. What type of Producer is XXXXXXXXXXXX
XXXXXXXXXXXX is currently classified as a B2B/B2C (Please select as appropriate) WEEE Producer

2. Compliance Scheme Details
WeeeCare Account No:  XXXXXXX
Key Contacts: 
Alison Drurey – Alison.drurey@weeecare.com
Vicki Kitching – Vicki.kitching@weeecare.com
Danielle Burton- Danielle.burton@wastecare.co.uk
Martin Wadsworth – Martin.wadsworth@wastecare.co.uk (Battery Back)


3. Company Points of Contact

Primary: XXXXXXX XXXXXXXX
            t: XXXXX XXXXXX
            e: XXXXXXXXXXXXXXX

Secondary: XXXXXXX XXXXXXXX
                  t: XXXXX XXXXXX
                  e: XXXXXXXXXXXXXXX

Director: XXXXXXX XXXXXXXX
                  t: XXXXX XXXXXX
                  e: XXXXXXXXXXXXXXX







4. Collecting and Calculating Data Guide 
Below is a step guide on how we obtain and record EEE data


	#
	Action

	1
	Sample of device is sent to HQ upon completion of production stage

	2
	Upon arrival, device is removed from the packaging, back is unscrewed and battery is gently removed.

	3
	Back is re-attached to device 

	4
	The following scales must be used for all weighing: XXXXXXXXXXXXXXXXX

	5
	Before weighing process begins, ensure that scales are on a flat service

	6
	Scales must be calibrated and tested using the supplied sample weights. If accurate reading is given, then the EEE weighing can begin.

	7
	Place EEE onto the scales

	8
	Record weight (less total battery weight) in master device specifications document:
XXXXXXXXXX > XXXXXXXXXX > XXXXXXXXXXXXXXXX

	9
	Record weight in EEE and Batteries Template (supplied by WasteCare):
XXXXXXXX > XXXXXXXX > XXXXXXXXXXXXXXX

	10
	Appropriate person to submit data via the WasteCare Online Portal “myWaste” (steps outlined below)

	12
	To submit EEE data directly to WasteCare:
· Visit https://mywaste.care/
· Select ‘Access My Account’
· Submit email address (must be from directors email)
· Login link will be sent directly to email address supplied
· Click on link contained within email
· Submit the data via myWaste portal
Any problems call Weeecare on 0844 800 2004 for assistance




5. Appropriate Persons (who can sign off submission data, must be listed on Companies House)
              Approved Person #1 for EEE data submissions is:

Contact details:
t: XXXXX XXXXXX
e: XXXXXXXXXXXXXXXXXXXXXX


6. Data submission deadlines
              Submission deadlines for EEE data are listed below. Reminder emails are sent from  
              WeeeCare to the primary contact, in advance of each quarterly deadline.

	Q1
	14th April

	Q2
	14th July

	Q3
	14th October

	Q4
	14th January



Please note: some submissions are annually by the 14th January

7. Length of time WEEE Compliance documentation must be kept
              All WEEE compliance raw data and submissions must be kept for a minimum of 4 years


8. Location of WEEE Compliance data
All WEEE compliance data is stored in the following file location:
XXXXXXXXXX > XXXXXXXXXXXX > XXXXXXXXXXXXXXXXXXX


9. Batteries
N.B. If XXXXXXXX imports (or manufactures) any batteries and supplies them to customers in the UK with (or without) any equipment/EEE [currently not the case], then we will have to notify WasteCare and report on these batteries separately.


10. Packaging
N.B. If XXXXXXXX reports more than 50 tonnes of product/EEE to WeeeCare, we must also assess the total amount of packaging placed on the UK market in the previous calendar year. This is because if XXXXXXXXXX has an annual turnover of more than £2million [currently the case], and also handles a total of 50 tonnes (or more) of packaging on the UK market, then we must report our packaging as well to WasteCare.







