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Removal and Resale of Specialist University Equipment
[bookmark: _Toc359486872][bookmark: _Toc361656594]Purpose
The University is committed to ensuring all activities undertaken on its premises follow the highest possible standards of safety, health and environmental protection. 
This procedure demonstrates how the University facilitates the removal and resale of specialist equipment via UniGreenScheme[footnoteRef:1]. The scheme is applicable to laboratory, scientific, workshop and engineering equipment in addition to specialist equipment used outside of these disciplines (e.g. catering equipment). [1:  https://www.unigreenscheme.co.uk/ ] 

Implementation of this procedure will reduce waste whilst support environmental and financial sustainability of our research, teaching and campuses.
[bookmark: _Toc359486875][bookmark: _Toc361656597]Responsibilities
	All staff
	· Staff have responsibility for complying with the procedure to aid reuse and recycling of items in good working order via the UniGreenScheme platform and support financial sustainability

	Sustainability Team
	· Provide advice and guidance on disposal/donation routes particularly when there are larger quantities of equipment.
· Manage administration of the UniGreenScheme platform, monitor savings, signups and promote its use in line with University strategic objectives for zero waste and in support of the circular economy. 

	Finance/Procurement
	· Support and facilitate use 
· Build into finance and procurement mechanisms

	Research & Teaching 
	· Incorporate reuse strategies into research and teaching bids where appropriate.
· Identify surplus equipment early in project planning to enable sustainable reuse.

	Faculty operation staff
	· Promote the use of UniGreenScheme within the faculties, and encourage staff to utilise procedure
· Identify surplus equipment.

	Estates Projects
	· Ensure surplus equipment from refurbishment or relocation projects are assessed for reuse through UniGreenScheme.
· Liaise with project managers and relevant stakeholders to gain approval for item resale.


Process
UniGreenScheme provides universities with the opportunity to reduce waste and resources, reduce consumption, embed the principles of circular economy across our activities and reduce our carbon emissions as an organisation. 
In addition to the positive sustainability benefits, the UniGreenScheme also supports the generation of revenue for the university by getting money back for surplus equipment and enables positive space management and utilisation by removing unwanted equipment. 

The scheme follows a set process, which is described in the following steps: 

3.1 Step 1:  Identification of Surplus Equipment
· University staff should identify any specialist equipment that is of high quality but surplus to departmental requirements.  
· Approval for the sale of the equipment must be obtained from all relevant stakeholders such as equipment owners, project/lab managers, faculty compliance etc.
· Equipment must be in a suitable condition for resale and should not contain hazardous materials unless appropriately decontaminated and certified.
· Equipment will be assessed by UniGreenScheme for suitability for sale. Please note, that not all equipment identified for potential sale by the university can or will be able to be sold by UniGreenScheme. Reasons for non-sale can include not suitable due to age, condition or demand. Where, equipment is considered not suitable by Unigreen scheme, then the correct waste disposal route for the equipment must be followed. Please contact estates-waste@swansea.ac.uk for further information. 
· Once UniGreenScheme has confirmed they are able to proceed with a sale the following processes will take place.
3.2 Step 2: Listing Equipment on UniGreenScheme
· Approved items are to be listed for sale on the UniGreenScheme online platform, with an agreed percentage of proceeds agreed between the seller and Unigreen scheme prior to listing (please see section 4). 
· Please note, percentages and profit per item to the university can vary depending on a number of factors including demand, quality, condition and size of the equipment. Please note that the seller is not under any obligation to list the equipment with UniGreenScheme if they are not content with the agreed financial package. In this instance equipment can be privately sold, transferred to another owner or disposed of by following the correct waste management process including the completion of the correct paperwork for ownership transfer. For further support with this please contact estates-waste@swansea.ac.uk 
· Staff should provide accurate descriptions, photographs, and relevant details and documentation to support the resale of the equipment.
· For detailed information and step by step guide on how to list an item on UniGreenScheme.
3.3 Step 3: Collection and Storage
· Once listed, UniGreenScheme will arrange for the collection and secure storage of the equipment pending sale.
· Items will be held and managed by UniGreenScheme until they are purchased or otherwise processed.
3.4 Step 4:  Sale and Revenue Return
· When equipment is sold, revenue from the sale will be credited back to the originating department via the appropriate budget code.
· Departments will be notified of the sale and associated financial transaction.
3.5 Duration of Agreement
· Swansea University’s service agreement with UniGreenScheme is in place until June 2030.
· All relevant departments should continue to follow this process for eligible surplus equipment throughout the duration of the agreement.


Service Options
UniGreenScheme offers 4 service options, detailed below. The options available will vary on a number of issues and details and will need to be confirmed by UniGreenScheme.

4.1 Option 1:  Eco Rebate
Equipment is collected, stored and sold with a report on the environmental benefits of the reuse of the items provided.
Typically used for:
· Smaller, lower value items
· Regaining space quickly
· Helping to achieve sustainability goals

4.2 Option 2: Profit share:
Equipment is collected, stored and sold by UniGreenScheme with a return share of the proceeds once sold.
Typically used for:
· Difficult to value items
· Low/mid-priced items
See Appendix 1 for example.

4.3 Option 3: Outright purchase (fixed price):
UniGreenScheme will buy your item outright for an agreed price.
Typically used for:
· Items that are easy to value
· Quick recouping of space

4.4 Option 4: Brokering:
UniGreenScheme list, promote and market the item and charge a commission once the item is sold.
Brokering it mainly for high value, large and difficult to move and store items – e.g. wind tunnels, wave machines etc.
Typically used for:
· Higher value items
· Retaining assets until it sells


Step by Step Guide to the use of UniGreenScheme
Please use the following instructions to list items on the platform.

5.1 Identify surplus equipment and gain authorisation to sell:
Identify any surplus equipment that can be sold via UniGreenScheme (Appendix 2).

Ensure you have the authorisation to sell the equipment by consulting any applicable stakeholders:
· Equipment owner if not yourself
· Lab/project managers
· Faculty compliance or Senior Leadership
· Research grant approval where appropriate
· Etc.

5.2 Contact UniGreenScheme with details of the equipment to sell:
Contact UniGreenScheme Projects Team at projects@unigreenscheme.co.uk, cc’ing Estates-Waste@swansea.ac.uk into the initial contact
Please include the following information in your email, so an accurate appraisal can be made:
· What equipment is surplus to requirements?
· Equipment dimensions.
· Equipment weight (if known)
· Where is the equipment located? – Campus, Building, Floor, Room Number
· Any access issues/restrictions/difficulties – e.g. forklift truck required
· Are there any known faults? (It’s fine if the fault is unknown; just knowing the functional condition is important.)
· Is there a deadline for removal?
· What are your financial expectations?
See Appendix 2 for examples of equipment typically accepted.

5.3 Appraisal
The project will be appraised using a combination of online sources and UniGreenScheme sales data
Based on the information provided an offer will be sent through the profit share model.

5.4 Data
If applicable, ensure any saved/sensitive data is cleared from the equipment, software and computers. Data types include:
· Personal information
· Names
· Addresses
· Date of birth etc.
· Financial information
· Bank details etc.
· Health information
· Biometric data
· genetic information etc.
· Business information
· intellectual property
· proprietary information
· strategic plans etc.
Digital services can provide support if required via the Service Centre to ensure any applicable data is removed.
5.5 Collection
Once you are happy to proceed, you will be asked a few simple questions, so UniGreenScheme know what to expect on the day.
Collections are typically booked within two weeks, but tighter timeframes can be accommodated where required

5.6 Storage
Collected items are taken to UniGreenScheme secure sites in either Caerphilly or Dumfries where they are stored and prepared for sale. The equipment is checked and assessed by UniGreenScheme in-house team. 

5.7 Sale
The items are advertised on the UniGreenScheme website. UniGreenScheme handle the sale and dispatch of the item to its new home.

5.8 Processing & Rebates
Once your item(s) have sold, any agreed rebates can be paid into your chosen grant, account, or budget code.
It is important to note that full payment may take time due to the timelines of completed sales can be complex and unknown.

5.9 Reporting
A detailed report is provided for every project and includes:
· Sustainability metrics:
· CO2 savings
· Staff time savings
· Financial savings/ income
Confirmation of receipt of goods and services

Effects & actions of non-compliance
Failure to comply with this procedure may result in:
· Non-conformance with the requirements of EcoCampus and the ISO 14001:2015 standard. 

Departure from this procedure is addressed in the procedure 10.1 Nonconformity and Corrective Action 
Relevant UN Sustainable Development Goals
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Appendix 1: Example profit share calculation:
All of UniGreenScheme pricing is based on projects, not individual items. A project could be a large laboratory clear out, small storeroom clear-out or an individual piece of equipment.
10 items collected from Swansea University. Net sale price achieved = £2000 (£200/unit)
	Cost(s)
	Charging basis
	Example

	Collections/Transport*
	0.60p/mile of vehicle travel + time of staff
	Net 46 miles travelled = £27.60

Travel time (2 person hours) = £30.00

Time on site (4 person hours) = £60.00

Net collection cost = £117.60

	Processing
	Assessing, disassembling, sorting, listing, packaging and other direct costs
	2 hours processing time (cleaning and listing) = £30.00

1 hour processing time (packaging) = £15.00

Net processing cost = £45

	Storage
	Assuming 10 parcels**

Rate = £0.20 per parcel per week
	10 parcels at £0.20 per week for 10 weeks = £20 storage cost

Net storage cost = £20

	Selling platform fees (eBay)
	11% assuming all items sold on eBay – other platform fees (Amazon etc.) applied where appropriate, or value zero where items sold direct or on Universal Resource Trading Limited’s own site
	£2000 x 0.11 = £220




Net selling platform fees = £220

	Financial transaction fees
	3.4% + 20p
	(£2000 x 0.034) + 20p = £68.20

Net financial transaction fees = £68.20

	Customer distribution
	Assuming all parcels are 25kg, incurring a standard cost of £8.00 for shipping itself, + £4.00 per packet for a double walled cardboard box & supplies
	10 parcels at £12.00/each = £120


Net shipping cost = £120

	Net Cost
	£590.80

	Net Profit
	£2000 - £590.80 = £1,409.20

	University rebate
	£1,409.20 / 2 (50:50 profit split) = £704.60


*Where multiple projects are completed in a single collection day, the costs outlined are spread across the multiple projects, reducing the costs of the project and increasing the rebate for the project.
**In the above example, all items sold at 10 weeks. Storage costs are only charged for each item according to the number of days each item was held in storage.
Appendix 2: Types of equipment collected:
	Scientific/Workshop Equipment

	Usually collected

	Engineering & Workshop
	Lathes, saws, pillar drills, sanders, milling machines etc.

	Analytical Instruments
	HPLC, FPLC, GC, UV/Vis, FTIR, MS, AA etc.

	Biological Safety Cabinets
	Class 3, Glovebox

	Biotech
	Imagers, PCR

	Centrifuges
	Floor-standing, bench top, micro

	Clinical Lab
	Cell counters

	General Lab
	Balances, stirrers, heating mantles, water baths, ice makers

	Histology
	Cryostats, microtomes

	Imaging
	CT, MRI, Ultrasound, X-Ray

	Materials Testing
	Rheometer, hardness tester, tensile & fatigue

	Medical & Diagnostic
	Audiometers, surgical instruments

	Microscopes
	Inverted, fluorescence, electron, compound, stereo

	Pharmaceutical
	Capsule fillers, tablet presses

	Process
	Mixers, mills, pumps

	Test & Measurement
	Air flow, temperature, electronics

	Vacuum Equipment
	Pumps, chambers, gauges

	Case by Case

	Faulty Equipment
	May be suitable for resale

	Refrigeration
	Lab fridges/freezers in good working order

	Biological Safety Cabinets
	Class 1 or 2

	Lab/Medical Furniture
	Trespa tables, beds, lifts/hoists, CoSHH cabinets

	Large Scale Heating
	Kilns, autoclaves

	Consumables
	Tubes, pipette tips etc.

	Rarely Collect

	Lab Glassware & Supplies
	Beakers, flasks, test tubes etc.



It can be difficult to determine if an item is suitable for resale. Some equipment expected to generate a great return may be worth very little, whereas other items perceived to be worthless such as faulty equipment or bench-top items can often have a great resale value.
UniGreenScheme will help to identify suitable items for resale to ensure you get the return you want or expect.
Some items will not give a return on a financial basis, but these items are worth using the service as they prevent waste, save space and the environmental returns benefit us all.
The above list is not exhaustive, for any items not listed, please contact Estates-Waste@swansea.ac.uk for further information.
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