TRANSFER STATION GENERAL POLICIES
· Fee Schedule:  Fees are charged on some items to offset the cost the Town must pay to dispose of those items.  They are not established to make money for the Town. 
· Station Hours:  The Station is to be opened and closed at the appointed hours.  If someone is attempting to enter the Station at closing time, let him or her enter and close the gate behind him or her.  Check your watches but still give the resident the benefit of the doubt.  If doing these results in additional time worked, show it on your time sheet. 
· Stickers or Day Passes:  Those using the Station must have a valid sticker or properly issued day pass. 
· Employee Parking:  The Supervisor will designate where to park.  There shall be no parking in front of the Swap Shop. 
· After Hours Entry:  Employees who have keys may only enter the Station after hours in an emergency situation or to check on scheduled pulls etc.  The Public Works Foreman or the Town Manager shall be advised of any emergency situation. 
· Municipal Solid Waste:  Garbage and trash must be bagged for hygienic and safety reasons.  It is placed in the compactor.  The Compactors and containers are rented from Waste Management (or other vendors) and are serviced by them. 
· Construction & Demolition Waste:  The Town Ordinance prohibits the disposal of C&D Waste at the Transfer Station but authorizes the Board of Selectmen to allow receipt of small quantities of it from homeowners.  The Board has defined small quantities as being one pick-up truckload per family per week with no distinction between pick-up truck sizes.  This has been a problem area.  We have developed a form to be used when challenging the source of a load. 
· Stockpiling of Waste on the Ground:  This is prohibited under the terms of our state license.  The only exception is when the staff needs to temporarily place something there for a short time to better manage the filling of the containers.  Stockpiled waste must be moved into a proper storage container as soon as possible.  It cannot be left on the ground during a rain or snow event or overnight. 
· Clean Up Day:  On the last Saturday of each Month, certain items may be brought to the Transfer Station free of charge. 

· Swap Shop.  The purpose of the Swap Shop is to reduce the number of items we send to Waste Management and to allow useable items to be recycled through reuse.  Use of the Swap Shop is on a first come and first served basis.  Children must be accompanied by a parent/guardian.  Certain items will not be accepted for safety/hygienic reasons.  There is a separate and more detailed set of Policies pertaining to the Swap Shop. 
· Public Picking:  For safety reasons, the public shall not be allowed to pick any items from the Transfer Station (except Swap Shop).  This includes the metal pile and compactors. 
· Employee Use of the Swap Shop/Removal of Other Items:  Transfer Station staff may not remove items from the Swap Shop at all on days that they work at the Station.  Items may not be set aside at the Swap Shop or otherwise held for employees.  Items may be accepted into the Swap Shop at any time.  Transfer Station staff or other Town employees may not remove items from the Transfer Station for their personal use at any time (i.e. no picking). 
· Gifts:  Employees shall politely refuse any gifts from residents.  This does not include such items as Christmas cookies etc. 
· Additional Policies:  Additional Policies may be added to this List from time to time when circumstances require. 
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