Process Documentation

Macro Process Name: Environment and Sustainable Development

Process Name: Waste Management

Vice-Rectory:
General Management:
Address:

Area:

Administrative
Campus Administration
General Services

MADS

"General Directorate of Planning and Evaluation"

September, 2017



PROCESS DOCUMENTATION

Content

1 (01 T T =T 0o Yo X o SR 2

2 ODbjJECtiVE Of the DOCUMENT ... .eiiitiiiiee ettt st e e st e st e st e e s bt e st e e eabeesabeesaseesabeennneesas 3

3 PrOCESS FIramMEWOIK .. ciiieiiii ittt ettt ste e e e sttt e s satte e e s aae e e s s baeesaasteeesabaaeeesabaeesaasaeessnssaeesnnseeesnnns 3
3.1 [ feTol=T3 |V, -1 « B T T TP OPPPPP PP PP 3
3.2 L o 1ol Y oo o 1= TR PP PP PP P OPPRP TR 4

4 [ (o Yol T D T ol T o] o] o TSP PPPTUPPP 4
4.1 Subprocess "Hazardous Waste and Biohazardous and Biological Infectious Waste". ..........cccceeecvveevnnennn. 4

Objective of the Sub Process

DESCIIPLION Of ROIES ...ttt ettt ettt b e e st e bt e s ate e s bt e e sabeesae e e sabeesaeeesabeesaseesabeesnreenas 4
L a1 =T Lo ] o EO PO PP PO PPPPPPRRN 5
oY 8 1T g To I o o -3 PSRRI 5
SUD-PIrOCESS ACEIVITIES . .eineiiitieeiie ettt e sat e bt e s ab e e s bt e e sab e e bt e e sabe e be e e ssneeseeesareennneas 5
4.2 Subprocess "Placement of Special Trash Cans for EVENES". ........oooiiiiiiiiiiiiieeeree e 6
(0] o) =Tet d V7o) 0 a LI U] oI oYl <SS 6
D LTy ol aT o] 4o o Jo) ll Yo [=T3 SRR 6
()= <= Ao o IO PP PPPPPPPPPPPPIRE 7
oY 8= 1T g To IR oo L3PPSR 7
U] o B o] fe Yol T3 Vot 41V [ SRR USR 7
4.3 Sub-process "Painting and Labeling of BOAtSs". ......coii i 8
ODbjJectiVe Of The SUD PrOCESS. ..cc..iiiieiiieiietee ettt st sbe e s bt ettt e saeesbe e be e beeabesanesaees 8
DESCHIPLION OF ROIES ...ttt ettt s hte s bee s bt e bt et e eateeseesbe e be et e enbeenbesanesaees 8
(Y=Y <= Ao o IO TPPPPPPPPPPPIRE 8
FOPMATS @N0 TOOIS . .eeiiiie ittt b e e b et s e b et e sab e e e be e e s ar e e sbe e e sab e e s bt e sbeesaree e 9
YU o B o o Yol T Tt 1Y/ 1 =T SRR PP 9
Process Flow Diagrams and Sub-Process FIOW DIagrams .........cccivicciiiiieeiieiiiiiiieece e ceciviree e e e e seivrneee e e e s esnnsaeees 10
Hazardous Waste and Biohazardous Biological Infectious Waste .........ccccceeviieeieiiiii e 10
Placement of Special Garbage Cans fOr EVENTS.......cccciiiiiiiiie et see et e e s eaae e e srae e e s sstae e seaaaeeesnaeeeas 12
Boat Painting and LAD@IING.......cooocuiiiiciie ettt e e e e e s e e s e e e e nt e e e senaa e e e s taeeeentaeeeennaeeesnaeeean 13
Risks 1dentified iN The PrOCESS. ......cuviiiiieieie ettt s sreesne e 14

(€] (o T T= 1 2P TP 14



1 Change Control

The following table shows the changes made to the present document with the facility to identify the reasons and
responsible parties.

Code- PD-036-014

UDLAP.

Identification:

Fundacion Universidad de las Américas, Puebla.

Date of preparation

Waste Management

Version 2.1

Page: 20of 15

January, 2017

Date of last revision

February, 2017

Date of approval
September, 2017

Rodolfo Garcia Alonso

Process owner

Lothy Felicia Amaro Amaro
Process Manager

No. Edition
1

Franco Dakar Cordova Montanez

champion

Dulce Maria Joaquin Hernandez

General Manager Campus Administration

Description of Change

Luis Oliver Cabrera Aguirre

General Services Manager

Lorena Martinez Gomez
General Director of Planning and
Evaluation

Date

Document creation

September, 2017




PROCESS DOCUMENTATION

UDLAP.

2 Objective of the Document

To provide guidance for the operation of the Waste Management process, including its relationships with other
complementary processes, as well as the mechanisms employed to minimize process time and increase service
levels.

3 Process Framework

Describe the As-Is model of the Waste Management process and the sequential order of the activities or steps
that are followed to comply with the official standards in order to maintain clean and safe spaces for recreation
and the development of the activities of the university community.

3.1 Process Map

Derived from the Institutional Macro Process, the following process is part of the Support Processes and
contributes systemically to the Infrastructure

ENTRADA SALIDA

MANE)O DE RESIDUOS

*Programacion de recoleccion

«Solicitud de recoleccion por
sistema 7070

«Bitacora de uso de vehiculos
institucionales

*Botes y tapas
+Solicitud de pintadoy
etiquetado de botes

PROVEEDORES

a) General Objective of the Process

RESIDUOS
PELIGROSOS
Y RPBI

COLOCACION DE BOTES
PINTADO Y ETIQUETADO DE BOTES

* Manifiesto de recoleccion de
residuos

» Colocacion de botes
* Pintado y etiquetado de
botes

CLIENTES

Remove and temporarily store hazardous waste generated in the different laboratories of the UDLAP
to comply with the Official Standards, maintaining clean, safe spaces for recreation and the
development of the activities of the university community.
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b) Specific Objectives

e Execute the program of removal and temporary storage of hazardous waste, for storage and
delivery to an external supplier.

e Establish a maintenance plan for the garbage bins placed in strategic areas of UDLAP in order to
maintain a clean campus.

3.2 Process Scope

Perform RPBI removal activities in UDLAP laboratories (Cl, LB, LA, Clinical Analysis, Medical Services and SL) of RP
(Cl, LB, LA, Clinical Analysis, Medical Services, SL, Culinary Arts, Photography, Boilers, Colleges, CE, Publications)
and placement of Bins on Campus that are generated from the annual maintenance plan (weekly schedule) or by
request through the 7070 system.

4 Process Description.

4.1 Subprocess "Hazardous Waste and Biohazardous and Biological Infectious Waste".

Objective of the Sub Process
Removal of hazardous waste from the generating spaces, for the conservation of clean and safe spaces for the
university.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

Role Description

Schedule collection of RPBI
e Indicate route, date and time to personnel

MADS Coordinator

User Areas e Request extraordinary collection by system 7070

e Put on safety equipment

e  Move to collect RPBI by scheduled route

e Report to personnel responsible for the area
e Leave avisit notice if the site is closed

e  Knot bags that are in use and remove

e Remove bags from deposits

e Wait for logbook signature by area manager
e Transfer waste to eco

e Deposit waste in containers by type of RPBI and keep lids closed.
e Quantify and weigh RPBI

e Record data in logbook

MADS Staff

PD- Administrative Management MADS - As-Is 4 of 14
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e Sign and keep manifest

Area Manager e  Fill out logbook and sign the collection

e  Waste collection in UDLAP facilities

RPBI R IS li
emaval supplier e Deliver manifest specifying type and weight of RPBI

Integration

The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

e Collection e  Waste Collection e  RPBI removal supplier e Userareas
scheduling Manifest e  MADS Coordination

e Collection request
by system 7070

Formats and tools

The following table details the formats and tools that have been referenced in the description of each of the sub-
processes mentioned above.

Format e Notice of visit MADS Staff

Tool . Collgctlon logbook MADS Staff
e Manifesto

e System 7070 User Areas

Sub-process activities

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

Home MADS Coordinator

Scheduled RPBI removal? MADS Coordinator
No: Request extraordinary collection by system 7070. Follow | User areas

step 6

Yes: Schedule collection of RPBI MADS Coordinator
Indicate to personnel route, dates and times MADS Coordinator
Put on personal safety equipment (NOM-017-STPS-2008). MADS Staff

PD- Administrative Management MADS - As-Is 5of 14
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Sub Process: Hazardous Waste and Biological Infectious Hazardous Waste

Activity Description Responsible

7. Go to the collection site on the day and date scheduled for the | MADS Staff
programmed route (Eco zone-LB-CI-LA-LA-clinical analysis-
medical services-SL-eco zone).

8. Place is closed? MADS Staff

9. Yes: Leave a visit note. Follow step 6 MADS Staff

10. No: Report to personnel responsible for the area for removal | MADS Staff
of RPBI.

11. Is responsible personnel available? MADS Staff

12. No: Follow step 9 MADS Staff

13. Yes: make the removal by knotting bags that are in use. MADS Staff

14. Remove other bags, which must be sealed or knotted, and | MADS Staff
deposit residues (NOM-087-ECOL-SSA1-2002).

15. Wait for the signature of the person in charge at the laboratory | MADS Staff
door (Collection logbook).

16. Fill in collection data and sign logbook (Collection Logbook) Area Manager

17. Transfer waste to eco zone by the designed route (Eco zone- | MADS Staff
LB-CI-LA-LA-clinical analysis-medical services-SL-eco zone) and
approved without exceeding the load capacity.

18. Deposit waste into containers by type of RPBI and keep lids | MADS Staff
closed (NOM-087-ECOL-SSA1-2002).

19. Quantify and weigh RPBI MADS Staff

20. Record data in loghook MADS Staff

21. Going to waste collection facilities RPBI Removal Supplier

22. Collect waste and deliver manifest specifying type and weight | RPBI Removal Supplier
of RPBI removed (Manifest of delivery, transportation and
reception of hazardous waste).

23. Sign Manifest (Manifest of delivery, transport and reception of | MADS Staff
hazardous waste)

24. Manifest (Manifest of delivery, transportation and receipt of | MADS Coordinator
hazardous waste)

25. End MADS Coordinator

4.2 Subprocess "Placement of Special Trash Cans for Events".

Objective of the Sub Process.

Place trash cans in the required spaces, according to the logistics of the different events, in order to generate

clean and attractive spaces for the university community.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

Role Responsibility
Gardener . Verify truck operatllon S .
. Record travel data in the logbook for use of institutional vehicles

PD- Administrative Management MADS - As-Is
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. Loading of cans and lids into vehicle

e  Transfer to assigned area and lower boats according to request.
Place boats with a view to the walkways and place bag

Place covers and leaves the site

Deliver truck to assigned sites

Record data in a logbook at the end of the tour.

Integration

The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

e Logbook of use of e  Placement of boats e Gardener e MADS
institutional vehicles

e Cansand lids

Formats and tools

The following table shows the formats and tools that have been referenced in the description of the
aforementioned sub-process.

Tool e Logbook of use of Gardener
institutional vehicles

Sub-process activities.

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

Home Gardener
Verify the operation of the truck (1.5 ton) assigned to the task; if it does | Gardener
not work, report and request service (if the truck does not work, use the
motorcycle truck).

Note in the logbook of institutional vehicle use. Gardener
Load canisters and respective lids onto the vehicle Gardener
Arrive at the assigned area and unload the boats according to the request | Gardener
or deposit station, starting with the central stations and continuing with
the peripheral stations.

Place the bag, which is tied at the top with curtain twine, so that it does | Gardener
not come down and is easier to remove later.

PD- Administrative Management MADS - As-Is 7of 14



PROCESS DOCUMENTATION

Sub Process: Placement of Special Trash Cans for Events

7. Put on the covers and leave the site. Gardener

8. Are there more places to visit? Gardener

9. Yes: Follow step 5 Gardener

10. No: Deliver the van to the assigned sites, noting the corresponding data in | Gardener
the institutional vehicle logbook.

11. End Gardener

4.3 Sub-process "Painting and Labeling of Boats".

Objective of the Sub Process.

To condition the garbage cans, for their subsequent placement according to the logistics of the events, in order

to generate attractive spaces for the university community.

Description of Roles

The following table provides the descriptions of the roles corresponding to this sub process:

Role

Responsibility

Head of Conservation

Order boats

Supervisor

MADS Coordinator/ MADS

Record boat stock and status

MADS Coordinator

Request purchase of canisters in case they are not in good
condition

Verify existence of paint

Request purchase of paint in case there is not enough paint.
Schedule boat maintenance

Gardener

Check compressor and gun operation
Preparing paint

Paint boats

Paint waste identification lines
Remove tape

Label according to identification color
Deliver boats

Integration

The following table shows the inputs and outputs, suppliers and customers corresponding to this sub process:

Consumables and Products Users
Entrance Exits Suppliers Customers
e  Application for e (Can painting and e MADS e Conservation
canister painting labeling Coordinator/Supervisor Management
and labeling e gardener

PD- Administrative Management MADS - As-Is
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Formats and tools

The following table shows the formats and tools that have been referenced in the description of the
aforementioned sub-process.

Type of Document Name of Document

Responsible

Tool

e Compressor

Gardener

Sub-process activities.

The following table shows the activities of the sub process according to the administration and operation within
the Institution.

Sub Process: Canister Painting and Labeling

Activity Description Responsible
1. Home Head of Conservation
2. Request trash cans Head of Conservation
3. Record the stock of jars and their status (50 jars are always kept in stock). | MADS Coordinator and
Supervisor

4, Are the canisters in good condition? MADS Coordinator

5. No: Request regarding the purchase of new boats MADS Coordinator

6. Sub Process: MADS Purchases. continues step 3 MADS Coordinator and
Supervisor

7. Yes: Check for paint stock. MADS Coordinator

8. Is the paint enough? MADS Coordinator and
Supervisor

9. No: Request purchase of paint. Follow step 7 MADS Coordinator and
Supervisor

10. Yes: Check (operation) condition of the compressor and gun. Gardener

11. Prepare paint/tinnher to obtain the desired consistency (70/30 ratio). Gardener

12. Paint assigned boats (interior and exterior) Gardener

13. has it been at least 2 hours? Gardener

14. No: Wait and check the drying of the paint. Follow step 15 Gardener

15. Yes: Tape and paint waste identification lines. Gardener

16. has it dried completely? Gardener

17. No: Wait for complete drying. Follow step 18 Gardener

18. Yes: Carefully remove the tape. Gardener

19. Label (container/trash) according to identification color Gardener

20. Deliver boats to conservation personnel Gardener

21. End Gardener

PD- Administrative Management MADS - As-Is
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5 Process Flow Diagrams and Sub-Process Flow Diagrams

Hazardous Waste and Biohazardous Biological Infectious Waste

RESIDUOS PELIGROSOS Y RESIDUOS PELIGROS BIOLOGICO IN FECCIOSOS

PERSONAL MADS RESPON SABLE DE AREA

AREAS USUARIAS

COORDINADOR MADS

Solicitar recoleccion

ia por
sistema 7070
recoleccion de RPEI
v Y
Indicar a personal 2
ruts, fechasy Coloc;r:’qupo de' > 3
rariag seguridad personal
WO
017-57°%

2008

A

Acudir 3 lugar pararecoleccion el diay
fecha programadospor la ruts
programada (Eco zona-LB-CHLA-
analisis dinicos-servicios médicos-SL-
eco zona)

Pr cor
personal
responsable del Dejar aviso devisita [~

res para retiro de -
RPBI B‘j

¢se encuen’
personal

Si
3

Realizar retiro
anudando bolsas
que estén en uso

Retirar demas bolsas las
cuales deben estar
selladas o anudadas y

#

A
Esperar firma de
en >

Uenar datosde
r ion y firmar
bitacora

puertade

It laboratorio
Sitacors g
recoleccidn

MANE|O DE RESIDUDS
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UDLAP.

RESIDUOS PELIGROSOS Y RESIDUOS PELIGROS BIOLOGICO IN FECCIOSOS

PERSONAL MADS

Trasladar residuos 3 eco zona
por |3 ruta disefiada ((Eco zons-
LB-CLA-an3lisis dinicos-
servicios medicos-SL-eco zona))
y aprobadasin rebasar Iz
capacidad decarga

v

Depositar residuosdentro de
contenedores por tipo deRPBI
y mantener tapascerradas

NOM-OS7-
ECOL-S3a1-
w0z

v

MANE|O DE RESIDUDS

PD- Administrative Management MADS - As-Is

Cuantificar y pesar
RPBI

v

Registrar datos en

PROVEEDOR DE RETIRO DE RPBI

Acudir 3

bitacora

Firmar manifiesto |«

P instalacionespara
recolectar residuos

v

Recolectar residuosy
entregar manifiesto

especificando tipo y peso
deRPBI retirado

| wansesto ce

entresp,
mp_ofty
recencion ge
resiouos
prizmos

COORDINADOR MADS

Resguardar
manifiesto
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UDLAP.

Placement of Special Trash Cans for Events

COLOCACION DE BOTES DE BASURA ESPECIALES PARA EVENTOS

JARDINERO

MANE|O DE RESIDUOS

WVerificar el funcionamiento de Iacamionet= (1.5
ton) asignads= para Istares en caso de no
funcionar reportar y solicitar el servicio (si no
funciona Ia camioneta utilizar el motocarro)

v

Anoctar en |la bit3corade uso de vehiculos
institucionales

l

Cargar en el vehiculo los botesy las tapas
= >

- I

Uesgar =l ares asisnada y bajar los botes de
acuerdo = la solicitud o 1= estacion de deposito
iniciar con Ia estaciones centrales y continuar
con lasde Ia periferia

y

Colocar con Iavista hacia losandadores o
pasillos, colocar Is bolss, Is cusl es smamradsen
I=a parte superior con hilo cortinero, pars que no
s= baje y sea masfacilsu posterior retiro

Colocar Iastapasy retirarse del lusar

éExisten mas

i

ares que visitars

NO

!

Entregsar I camionets en los sitios ssisnados
anotando los datoscorrespondientesen Ia
bitacora devehiculosinstitucionales

h 4
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UDLAP.

Boat Painting and Labeling

PINTADO Y ETIQUETADO DE BOTES

COORDINADOR Y SUPERVISOR DE
JEFATURA DE CON SERVACION MADS COORDINADOR DE MADS JARDINERO

Solicitar botes de » debms’\!sxeslarh
P zctual [siemp!
A mantiene stock de 50
hotes)
A
Compras Solicitar adquisicion Revisar existencia
MADS denuevos botes depintura
h
Solicitar adquisicion
depintura
Revisar (el
estado de
compresor y pistola
Preparar pintura/tinnher
parz obtener Iz

consistenciadeseada (en
una proporcion 70/30

v

Pintar botes.
asignados (interior y
exterior)

Encintar y pintar las
lineasde - Esperary verificar el
identificacion de sacado de la pinturs
residucs
NO
complemente?
sl
v
Retirar con cuidado | Esperar secado
la cintz ™ completo
Etiquetar (envase/

basura) segin color
deidentificacion

v

Entregar botesa

personal de
conservacién

—

MANE|O DE RESIDUOS SOLIDOS URBANOS
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6 Risks Identified in the Process

Risk Impact Probability Mitigation Actions Corrective Actions
Spillage of any substance | High Unlikely Carrying out the Apply the protocol for
withdrawal in an liquid spills, by Civil
orderly manner Protection personnel.
That the bottles to be Under Unlikely Notify warehouse Do not remove the waste,
removed are not managers that waste since the company
identified must be clearly responsible for the final
identified. removal will not be able to

remove it, since it does not
know the content.

That the boats requested | Under Unlikely That the area in That extra boats are made
are not enough to cover charge of the request | to cover up the error
the event for which it delivers the correct
was requested. request.
7 Glossary
Concept Description
PR Hazardous waste refers to a recyclable or non-recyclable waste, considered

hazardous because it has intrinsic properties that present risks to health and
the environment.

RPBI Biological infectious hazardous waste

Maintenance plan Scheduling of activities per week, month or year of maintenance work
corresponding to MADS coordination.

System 7070 Institutional system for the request of any service or maintenance.

Manifesto Written document in which the delivery-return of RP and RPBI delivered by

an external supplier is evidenced.
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