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1.0 Purpose

This instruction provides guidelines on the best practices to be adopted for controlling environmental impacts potentially generated from the operations and activities of Workshop 1 – Basic Assembly.
2.0 Scope

This instruction is applicable to all the operations and activities conducted and managed by Workshop 1. These activities and operations include,

· Preliminary assembly (e.g. hand soldering, screw driving);
· Contact enhancement (e.g. adhesive coating. circuit marks & ink coating);
· Mechanical performance testing;
· Pressurized point testing; and 
· Solder point testing. 
3.0 Procedure

3.1 Resources Management
· Ensure good logistic management to all the assembly components (e.g. Printed circuit board, ICs, resisters etc.)
· Prevent over-ordering of assembly components.
· Ensure good storage of assembly components to prevent damage to components.
· Frequent maintenance to machineries and provide adequate technical instructions to workers to prevent the generation of rejected products during the process of assembly.
· If possible, purchase assembly components with more environmental features and ensure the suppliers of components are aware of SEAC’s commitment on environmental protection.

· EI-08 Resource Conservation shall be considered as a supplement to this section.

3.2 Energy Management 
· Select energy-efficient machinery, plant and equipment (e.g. lighting system, conveyors & assembly lines).
· Consider using voltage stabilizer to enhance the power factor and overall efficiency of the assembly processes.
· Shut off machines and equipment when not in use.

· Reduce non-essential load
· Perform regular maintenance to all the equipments to optimise energy consumption 

· If possible, use city electricity and minimize the use of generator (diesel driven)

· Employ external consultant to conduct energy audit to the operation regularly and explore the use of demand side management

· Use energy saving light bulb and fluorescent tubes to replace the old lighting system (e.g. tungsten light bulb)

· EI-08 Resource Conservation shall be considered as a supplement to this section

3.3 Air Pollution Control (e.g. exhaust air from soldering processes)
· Ensure ventilation hoods are installed at the soldering process area.
· Ensure all the exhaust from soldering area is collected and filtered with bag filters and treated with air scrubber before discharged to atmosphere.
· Employ external consultant to conduct indoor air quality audit to optimise the fresh air intake and contaminated air exhaust rate.
· Provide adequate personal protective equipment to personnel involving soldering processes.
· EI-05 Air Pollution Control shall be considered as a supplement to this section.
3.4 Wastewater Pollution Control and Management (e.g. air scrubber and domestic wastewater)
· Wastewater generated from the air scrubber shall be properly drained to the central wastewater treatment system for physical (bag filtering) and chemical (air flotation) treatment. 

· Wastewater generated from toilet and non-manufacturing process (floor cleaning) shall be diverted to the sewage treatment plan at the ground for pre-treatment before going into the discharge of the government drainage. 
· Ensure no chemicals or other industrial waste liquids are discharged to the domestic wastewater collection point.
· EI-06 Water Pollution Control shall be considered as a supplement to this section.
3.5 Noise Management
· All the noisy processes shall be centralized in the noise control zone of the workshop and the noise control zone shall be well-fitted with noise barriers and designed to minimize the noise impact to other processes. 

· Personal protection equipment shall be provided to staff work in the noise control zone.

· Perform regular maintenance to all the equipments to minimize the noise generated from noisy parts and machinery

· Frequent check shall be performed to individual equipment to ensure the noise insulation feature is available and in good shape

· If possible, new machine with less noise impacts shall be procured to replace the old and depreciated machinery

· EI-07 Noise Pollution Control shall be considered as a supplement to this section
3.6 Waste and Rejected Products Management
· All the waste assembly components, rejected products and other wastes shall be well segregated into different categories to enhance recycling and reuse. Wastes from Workshop 1 shall be at least classified into,

· General wastes

· Waste papers & waste packaging

· Waste assembly components

· Rejected products

· Rejected products with new solder

· Waste metal parts and tools

· All general wastes (e.g. general refuses) shall be collected by the blue rubbish bin located at the waste storage area of Workshop 1. Rubbish shall be cleaned up by cleaning contractor everyday.  No other wastes except general refuses are allowed to be disposed of to the blue rubbish bin.

· Paper wastes shall be segregated from the main waste stream. They shall be packed properly and stored in the waste storage area and away from other contamination. Waste paper collection shall be arranged by Administration Department.

· Supplier take back system shall be adopted. All the raw material packaging shall be collected and returned to suppliers for reuses. The use of durable plastic trays and box with reusable information (e.g. QC stickers) shall be encouraged

· Waste assembly components and rejected products shall be segregated into Cat. A, B, and C and stored in the waste storage area of Workshop 1 separately.

· Waste assembly components (Cat. A)

· Rejected products (Cat. B)

· Rejected products with solder (Cat. C)

The collection and recycling of Cat. A, B & C wastes shall be arranged by Administration Department centrally.

· All waste metal parts and tools shall be collectively stored in the green bins located at the storage area. Before the parts and tools are disposed of, they shall be submitted to workshop supervisor for inspection. All metal parts and tools shall be sold to local recycler for reuse or recycling.

· Perform regular maintenance to all the equipments to minimize the generation of rejected products. Workshop supervisors are requested to ensure the functioning of the assembly to minimize the generation of wastes

· EI-04 Waste Management shall be considered as a supplement to this section

3.7 Chemicals and Hazardous Materials Management (e.g. solder)
· Ensure chemicals / hazardous materials are handled and stored in good conditions to prevent deterioration and wastage. 
· Ensure chemicals / hazardous materials are not over-applied. 
· Influence suppliers / contractors to take away and reuse surplus material. 
· Ensure material safety data sheet (MSDS) is available at the convenient point of the workshop for inspection. 
· Training shall be provided to personnel involving soldering processes to enhance competence.
· Workshop supervisor shall conduct awareness and competence training (including fire drill, chemical waste handling, emergency handling) to workers according to the staff training plan.
· EI-09 Handling and Storage of Chemicals shall be considered as a supplement to this section. 
4.0 Monitoring and Checking

The Production Manger shall ensure proper storage, usage and handling of raw materials, chemicals and other materials in the workshop, storage facilities through regular inspection.  

In case of nonconformity, the responsible managers shall initiate investigation and corrective actions in accordance with EP-07 Enquiry / Complaint / Nonconformity Handling. 

5.0 Records

	Record Description
	Record Location/ Retention Responsibility
	Minimum Retention Time

	Nil
	Nil
	Nil


6.0 Appendix

Nil.
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